New Jersey Library Association

Box 1534, Trenton, NJ 08607 

Phone (609) 394-8032-• Fax (609) 394-8164 

http://www.njla.org/ 
LETTER OF AGREEMENT 
BETWEEN 
THE NEW JERSEY LIBRARY ASSOCIATION 
AND 
(Presenter/Instructor’s Name) 

This is an agreement between the NEW JERSEY LIBRARY ASSOCIATION, with offices at Box 1534, Trenton, NJ 08607, hereinafter referred to as NJLA, and (NAME AND ADDRESS OF INSTRUCTOR). 

This Letter of Agreement covers the activities associated with (NAME), program entitled, (TITLE) scheduled for (DATE) at (MEETING LOCATION). 

Please provide the following information: 

Name: 

Street Address: 

City, State, Zip Code: 

Day Phone: 

Evening Phone: 

Cell Phone: 

Social Security Number (Tax Purposes): 

In Case of Emergency, the Name and Phone Number of whom you want notified: 

Now, therefore, NJLA and (NAME) agree as follows: 

(NAME) will: 
1. Prepare and present a (AMOUNT OF TIME) presentation on (TITLE) at the above date and remain for questions and answers. The program begins at (TIME) and the presentation concludes at (TIME). 

2. Submit an outline of the presentation to (PROGRAM ORGANIZER OR EXECUTIVE DIRECTOR) at NJLA by (DEADLINE DATE) for review. 

3. Make revisions to the presentation if recommended by NJLA staff. 

4. Meet the following educational outcomes: 

• 

• 

• 

5. Approve a draft of any promotional literature or information. 

6. Presentation materials to be copied must be received at NJLA no later than two weeks prior to the presentation. 

7. Provide NJLA staff with any audio-visual, software and technology needs, and other special requirements, for the presentation, at least three weeks prior to the presentation. 

NJLA will: 

1. Pay (NAME) a fee of (AMOUNT) for the workshop. 

2. Pay (NAME) (AMOUNT) for travel expenses and mileage. 

3. Manage attendee registrations and confirmations for the presentation. 

4. Provide a list of registrants to (NAME) one week prior to the presentation. 

5. Be responsible for the creation of nametags for attendees. 

6. Provide any copying necessary for material used in the presentations. The materials to be copied must be received at NJLA no later than two weeks prior to the presentation. 

7. Work with speaker to determine and implement any appropriate audio-visual, software and technology needs, and other special requirements, for the presentation. 

8. Provide travel directions to the facility for the speaker and attendees. 

9. Have staff present during the presentation including introductions, breaks, and the conclusion of the presentation. 

10. Create and provide evaluation forms to obtain feedback, evaluations and suggestions from presentation attendees. Will provide (NAME) with copies of the evaluation forms and/or a tabulation of the evaluations within 30 days after the presentation. 

NJLA and (NAME) also agree as follows: 
1. If, one week before the date of the presentation, less than (AMOUNT) people have registered for the session, NJLA will consider cancellation of the program. If the program is canceled, (NAME) will be notified and the payment for the session will be canceled. 

2. Any changes in this Letter of Agreement between NJLA and (NAME) must be agreed to in writing by both parties. 

NJLA policy does not permit payment or reimbursement to NJLA members or to New Jersey librarians for presenting a program or workshop. 

Pat Tumulty, Executive Director 
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(Position and business name) 
