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Kimberly M. Wiggins
www.otKimWiggins.com
10 Hilltop Road, Apalachin, NY 13732  •  607-624-8674


Local Workshop Agreement
Welcome to listenWRITE shineBRIGHT! The purpose of this letter is to provide you with important information about listenWRITE shineBRIGHT workshop services. Please take a few minutes to read over the guidelines below and then sign at the bottom of the page denoting your organization has read and agrees to the guidelines. 

Workshop Topic:

A topic must be mutually agreed upon by the organization and the presenter.  

Most workshops can be modified to meet the organization’s needs.  

Presentations can usually be narrowed or broadened for specific age ranges or topics based on the organization’s need.

Workshops can be geared towards parents, teachers, or specific professionals.

Audiovisual:

· Screen and projector must be provided by the organization (Smart Board can be used).  Presenter can provide laptop. 

· A white board, paper flip chart, and speaker system may be required depending on the topic presented.

· Handouts must be provided by the organization’s expense.  One copy per attendee is required. Presenter will provide an electronic copy to the organization at least 3 days prior to the event.

Rates:

· Full day workshops - negotiable
 (separate/more specific contract must be completed)

· $200/hour for local workshops 3 hours or less
Payment: 
· Payment must be provided within 2 weeks after the workshop date.  
· Roundtrip mileage rates apply for workshops provided more than 20 miles from the listenWRITE address  

· A $25.00 fee will be charged for checks that do not clear. Failure to pay on time will result in a $10.00 late fee. 
· Please make all checks payable to: Kimberly M. Wiggins via cash, check, or credit.
Cancellation Policy: Please notify presenter 2 weeks in advance to cancel the workshop.  If the workshop is canceled less than 2 weeks before the workshop, full payment is due.  
	Organization Name: 
	

	Workshop Date:
	

	Workshop Topic:
	

	Payment Due Date:
	

	# of workshop hours:
	

	# of Attendees anticipated:
	

	Mileage roundtrip:
	Total # of miles:                  x 0.575*/mile =

	Workshop Rate Total:
	Total # of hours                   x             hourly rate =


 *Mileage rate is based on the current IRS rate
Organization Representative Signature_______________________________________________ Date _______________ 
I appreciate your business!  Thank you,
Kimberly M. Wiggins, Licensed Occupational Therapist
Revised 10/1/16 KW
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