CHARLOTTE WARR ANDERSEN

LECTURE AND/OR WORKSHOP CONTRACT

This contract confirms the agreement between Charlotte Warr Andersen, lecturer/instructor, and sponsor, ____________________________________________ (guild, shop or conference). 

Contact person____________________________

Address__________________________________

_________________________________________

Phone ____________________ fax_______________

e-mail_______________________________________

Date of Lecture_____________________________________________ Fee__________________

Location of Lecture________________________________________________________________

Lecture Title____________________________________________________________________
Setup for lecture: Microphone, podium, power cord, large screen, small table and water. 

Date(s) of Workshop_______________________ Hours of Workshop________________

Location of Lecture________________________________________________________
Workshop Title_____________________________________________ Fee__________________

Date(s) of Workshop_______________________ Hours of Workshop________________

Location of Lecture________________________________________________________
Workshop Title_____________________________________________ Fee__________________

Date(s) of Workshop_______________________ Hours of Workshop________________

Location of Lecture________________________________________________________
Workshop Title_____________________________________________ Fee__________________

A minimum of $1200 in scheduled workshops and/or lectures is required for any booking that requires airline travel or an overnight stay. Groups are welcomed and encouraged to make arrangements with neighboring groups to share costs for minimum fees and travel. It is more worthwhile for the instructor to have more lectures and/or workshops during any one trip. The instructor prefers not to have non-working days between lectures and workshops but will work with the group(s) to find an appropriate schedule.
Class size is limited to 20 students. Up to 5 additional students may be added for a fee of $20 per student, per day, $10 per student, half day, provided that the classroom space is adequate.

Physical requirements for workshops: 6' table or equivalent for every two students, plus one extra table for instructor, other requirements with be listed in individual workshop descriptions. 

Supply or Kit Fees: Any per-student handout, supply or kit fees will be noted on the supply lists. These fees are payable at the workshop unless otherwise arranged.

Sales: The instructor may have books, patterns and related items available for sale at lectures and workshops. Class time will not be used for selling these products other than pointing out why their use is suggested. No commissions or other percentages will be paid to the sponsor, as lecture and workshop fees listed here are set based on an expectation of sales. The instructor will donate an item of her choice to guilds for a door prize. The instructor will not be selling her own wares if teaching in a shop. 

Fees: The fee for any lecture is $400. Current workshop fees are $650 for a full day class and $375 for a half day class.

Lecture Fees: $​​​_____________

Workshop Fees: $_____________

Total Fees: $_________________

Expenses, Transportation & Lodging: The sponsoring group is responsible for the cost of all transportation, lodging and meals during the teaching engagement, including ground transportation ($0.50 a mile) and airport parking fees when incurred. The instructor lives 20 minutes from the Salt Lake International Airport (SLC). The instructor will book her airline ticket upon assurance by the sponsor that the lecture and/or workshop will be held. Every effort will be made to get the best rates and the instructor will try to contact the group representative prior to booking the flight. If your group is sharing expenses with another group, you will be invoiced for an equal portion of the expenses. For any other expenses – splitting fee negotiations will occur between the sponsoring groups. In those cases when more than one group is sharing travel/lodging expenses, should one of those bookings fall through, the remaining group(s) will be responsible for 100% of the costs. This may also include airline penalties for rescheduling flights. Airline travel requires me to bring 2 suitcases that need to be checked. If the airline charges the instructor fees for these bags these fees will be reimbursed by the sponsor.
The instructor has a strong preference for staying in hotel or motel rooms and modest but safe ones are fine. The room should be non-smoking and on the first floor unless there is an elevator. The instructor will accept accommodations in a private home as long as it is a non-smoker's home with no children or cats and is appropriately heated or cooled. The instructor requires that a guest bedroom (no sofa beds, please!) and bathroom be provided for her use only during the stay. Another requirement for stay in a private home is that the instructor does not evict any other person(s) from their bedroom during my stay. The name, address, and phone number for the accommodations must be provided prior to departure for the trip. As to meals the instructor prefers light fare at this time but has no real dietary restrictions. The sponsor is not expected to pay for personal expenses.                                                                                                                                                                    

Shipping: The sponsor will also be responsible for possible shipping expenses incurred in sending workshop and/or lecture samples and workshop supplies (not including books and other items for sale by the instructor) to the engagement location, and back to the instructor or to another location if requested. The instructor will prorate expenses for two or more sponsors when appropriate.

Student Questions / Contact:  Encourage students to e-mail any questions or requests to the instructor at contact@charlottewarrandersen.com.
Teaching fees are payable immediately following completion of the program(s). Expenses are also due following the program, or when submitted by the instructor. The instructor will forward the receipt for airfare when tickets are booked; please reimburse this expense promptly. 

Deposit: A nonrefundable deposit of $200 must accompany the contract. This deposit will be deducted from the total fees. Please make checks payable to Charlotte Warr Andersen.

Cancellations: Sponsor may cancel the workshop up to 45 days prior to program due to insufficient enrollment. After this date, the sponsor will be responsible for any expenses incurred by the instructor. The instructor will book her airline ticket only upon assurance by the guild that the lecture and/or workshop(s) will be held and repayment for said ticket will be reimbursed by the sponsor within one week of sponsor’s receipt of copy of itinerary by email or post. If the instructor must cancel due to illness/family emergency any money paid to me by the sponsoring group will be refunded in full.
__________________________________________                  ___________________
Sponsor Representative

                                          Date

___________________________________________               ____________________
Instructor


                                                      Date 

I understand I am being hired as an independent contractor and am solely responsible for payment of taxes from my earnings. 

Charlotte Warr Andersen

5740 Wilderland Lane

Salt Lake City, Utah 84129
(801) 967-8112

email: contact@charlottewarrandersen.com 
www.charlottewarrandersen.com
Primary Contact
Name___________________________


Address_________________________
City, State_______________________

Zip______________________ 
email___________________________
Phone_________________________


If for guild, please provide information for a second contact person.


Name___________________________


Address_________________________

City, State_______________________

Zip______________________ 

email___________________________

Phone_________________________
