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 Workshop Agreement for Name of Business
Date(s):











Time(s):  Time of workshop and time you have room for (set up and take down)

Location:











Topic: 
Name of your workshop







Number of Participants:
Up to 
#







Sponsor:
Who is paying  








Fee:  $  Cheque Payable to 








Hotel Accommodations:  To be provided at Sponsor’s expense

From:
  

N/A


  To:   

  N/A




Audiovisuals: Sponsor to provide projector, speakers, screen and microphone.
This Workshop Agreement confirms your desire for Name of (Company Name) to present the workshop topics described at the location, dates and times noted above.  Name will provide all handouts necessary for the workshop.  This agreement supersedes any prior oral agreement and can only be altered by the written consent of both parties.

Payment of Fee:  You agree to pay the workshop presentation fee on the day of the workshop, with reimbursable expenses to be paid within 30 days of receipt of billing for same.  

Or:

Payment of fee:  You agree to pay the full amount of the workshop on the date this agreement is signed, with reimbursable expense to be paid within 30 days of receipt of billing for same.  Payments should be made payable to Name of Company business number is ############.  In the event any payment is not made when due a 1% penalty will be assessed plus 15% per annum interest from the initial due date until payment is received.

Reimbursables:  In addition to the workshop fee, you agree to either pay directly or to reimburse Company for the following: hotel accommodations, meals, local transportation and other incidental expenses incurred while travelling to or while at the workshop location. Due to issues with security, Company will make speaker’s airline reservations. Company prefers that you reserve the hotel accommodations and prefers that the billing for such accommodations be made directly by you.     N/A



Cancellation Charges:  If you cancel the workshop, you agree to pay a cancellation fee dependent on the date notice of the cancellation, to be paid within 30 days of any cancellation notice, as follows:



Time Prior to Workshop

Cancellation Fee


3 months or more


None



3 months or more


1/3 of the Workshop Fee



2 Weeks to 1 Month


1/2 of the Workshop Fee



Less than 2 Weeks


3/4 of the Workshop Fee
OR:  If you cancel the workshop 6 months or more you will receive a 50% reimbursement fee.  No reimbursement for cancellations within 6 months of workshop date. 

In addition, if you cancel the workshop, you will reimburse Company for any non-refundable costs incurred up to the date of notice of cancellation, such as non-refundable airline tickets.  
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