SPEAKERS AGREEMENT

This document confirms the agreement between ____________________ for Talent, ____________________________ (Speaker) and ____________________ (client). 

PROJECT: __________________________________________________________
DATE: ______________________________________________________________
LOCATION:  _________________________________________________________
SPEAKING TOPIC: ____________________________________________________
APPROX. AUDIENCE SIZE: _____________________________________________
SPEAKING FEE: $____________
(fee does not includes transportation, travel meals, and per diem – see #3 below)

#1 – Holding Dates

Because of the numerous inquiries we have and our desire to give clients an immediate answer, we do not hold dates.  If this letter of agreement is not returned within 7 days, this date will be considered open.

#2 - Payment



Client will provide ______________________ 50% deposit with fully executed contract to hold the date and balance payment in full on the day of the event. 

#3 – Travel, Hotel & Expenses 

Travel and accommodations including airfare, hotel, taxis, car service, shuttles, parking and meals ARE NOT included in fee.

Hotel: The room will be reserved by you, the client, to receive the group rate and the confirmation number, address, phone forwarded to _____________________________________ prior to arrival.   
Special Requests:  Non-smoking room with king or queen bed and if available, on concierge level.

One night hotel stay required if event ends in time to secure a return flight; if not, one additional night is required.

Airfare:  The office of __________________________ will arrange COACH airplane travel.  If fares seem high, approval from your organization will be sought.

Ground Transportation: Door-to-door service by a reputable car service is expected.  We are happy to use a provider that you may have an arrangement with, or we will use our own.

Expenses: Expenses will be billed as soon as possible after the event and reimbursement is expected as soon as can be arranged.

Per Diem: A meal allowance of $75 per day is assessed as an additional expense.  Laura will be participate in the meals you provide and waive per diem where appropriate.

#4 - Recording

The fee quoted is based on the fact that there will be no audio or visual records made of the presentation.  Permission for audio and/or visual recordings, for non-commercial use, must be made through the speaker. A charge starting at $_______for audio and $_________ for visual will be added to the fee quote listed.  Waiving of fee depends on circumstance.  Negotiation for commercial use can occur under another contract.  The speaker retains ownership of all master tapes recorded.

#5 Materials
Client agrees to have books available to the attendees of the program.   These will either be made available for sale through a bookstore on site (or independently) or purchased from the publisher and distributed to all attendees.  If said arrangement is not available, the speaker can have flyers and order forms available for distribution.

Any handout materials, if applicable, will be at the expense of the client. The speaker will provide originals for copying.

#6 - Cancellation  

Cancellation of the event by CLIENT will result in a cancellation fee based on the percentages below if the date is not resold.   Deposits are non-refundable.  In the unlikely event the speaking engagement is cancelled by the speaker, if payment has been made, a subsequent date will be set immediately or the balance worked off as client sees fit.  (The speaker has never canceled an engagement, been late, or failed to appear for an engagement.)

If cancellation occurs by client:


Client pays Laura Berman Fortgang:
90 

Days or less before engagement


100%

91 – 120 
Days before engagement



75%

121 – 180
Days before engagement



50%


_______________________



_______________________

(Speaker’s Name Here)





Signature of client representative
Business Name
____________________________



____________________________
Printed Name






Printed Name

____________________________



____________________________
Date







Date
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