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Date
Name & Address of Speaker / Vendor

Dear Name:
Thank you for agreeing to speak at the Central Association of College and University Business Officers (CACUBO) Event.  This letter represents the written contract for your signature.  Your presentation is scheduled as follows:


DATE



TIME


TOPIC

CACUBO agrees to pay you a $### honorarium for this session.  In addition, CACUBO will provide lodging for one night at the name of hotel and will reimburse your travel and related expenses.  You will need to make your own hotel reservations.

Every meeting room will be equipped with an LCD projector and screen, remote mouse and wired lapel microphone.  You will need to bring your own laptop computer.  If you have AV needs in addition to the standard set-up, please let me know immediately so that the rooms can be properly prepared.  Due to budget limitations, we cannot provide wireless microphones.

You will be responsible for providing the handouts you wish to share with the participants.  We ask that you bring a quantity of 115% of the initial registration count.  As we near the workshop date, I will communicate with you regarding your travel timetable, set-up arrangements and estimated number of attendees.

I hope you find these terms agreeable and request that you confirm acceptance by signing these documents and returning one original.  Thank you again for agreeing to serve as a presenter at the CACUBO professional development event.  If you have any questions, please call me at (provide contact #) or e-mail to (enter e-mail address).
Sincerely,




Acknowledged by
CACUBO Contact                                        _________________________________
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