INSERT NAME OF SPEAKER /ORGANIZATION

INSERT DATE

Page 5

[image: image1.png]G2 COLUMBIA UNIVERSITY

INTHE CITY OF NEW YORK



 
[TEMPLATE LETTER OF INTENT TO OUTSIDE ORGANIZATION/SPEAKER FROM STUDENT ORGANIZATION FOR AN EVENT FOR WHICH A FEE OR STIPEND IS BEING PAID AND NO OTHER CONTRACT IS BEING ENTERED IN TO WITH THE UNIVERSITY]

[INSERT DATE]
VIA ELECTRONIC MAIL 

AND FIRST CLASS MAIL

[INSERT NAME & MAILING ADDRESS
OF SPEAKER/ORGANIZATION]

RE:
[PLACE & DATE OF PERFORMANCE]

Dear _____________________:

I am writing to you on behalf of [INSERT NAME OF CU STUDENT ORGANIZATION] at Columbia University, to confirm the details, terms and conditions of the invitation which has been extended to you/your organization in connection with the above Lecture/Performance/Event.

1. Place of Lecture/Performance/Event : __
2.  Alternate/Rain Location: _____________________________________________

3. Day and Date of Lecture/Performance/Event: ____________________________
Arrival Time:
_____________________________________________________

Sound Check Time: _________________________________________________

Lecture/Performance/Event Start Time:  _________________________________

Lecture/Performance/Event End Time:  _________________________________

[* If additional time is requested in the room for set-up, etc. – please indicate agreed upon details in this section.]

4. Performer(s)/Service Fee: $

.  No Deposits or Advance Payments are made prior to the completion of performance/service.  Payment is made by University check.  Approximately twenty business days are needed to process payment upon receipt of a signed contract; therefore, payment is not guaranteed on the night of the performance. 
5. Price of Tickets: $ 


[** PLEASE BE AWARE THAT IF THE EVENT IS AN INCOME-PRODUCING EVENT – THE UNIVERSITY WILL DETERMINE IF INSURANCE COVERAGE NEEDS TO BE PURCHASED AND THE COST OF SUCH INSURANCE WILL BE BORNE BY THE SPONSORING GROUP.]

6. The Performer(s)/Service is an independent contractor and not a University employee.  The University will not withhold taxes from payments made to the Performer(s)/Service and will not provide fringe benefits to the Performer(s)/Service.  Unless otherwise agreed to in writing, the Performer(s)/Service is not an agent of the University and is not authorized to act for or on behalf of the University.
7. Except insofar as disclosed in the space provided below, if the Performer/Service is an individual, the Performer represent that he/she is not otherwise a University employee or related to a University employee; and if a firm (e.g., corporation, partnership), the Performer/Service represents that no principal of the firm is related to a University employee and no University employee has a direct or indirect interest in the firm.
8. Based on the communications between members of our organization and your organization, the anticipated format and focus of the Lecture/Performance/Event will be as described below.  If the following description does not comport with your understanding, please contact me immediately so that we may further discuss prior to the scheduled date of the Lecture/Performance/Event. _________________________________________________________________
_________________________________________________________________

_________________________________________________________________

Columbia University reserves the right to shut down the event if it exceeds the designated time allotment, or for safety reasons, or for deviation from the planned event.

[IF APPLICABLE – THE FOLLOWING STATEMENT MAY BE INCLUDED – HOWEVER, IF ARRANGEMENTS FOR A PRELIMINARY SITE VISIT HAVE NOT BEEN DISCUSSED – DO NOT INCLUDE.] You hereby acknowledge that you or a representative from your organization has examined the site of the proposed Lecture/Performance/Event and are solely responsible for determining the suitability of such a site for the Lecture/Performance/Event.  
9. Access to this Lecture/Performance/Event will be as follows:

[BASED ON SPACE RESTRICTIONS OF THE DESIGNATED VENUE AND/OR THE NATURE OF THE EVENT, THERE MAY NEED TO BE RESTRICTIONS/LIMITATIONS ON THE NUMBER OF PARTICIPANTS.  IF THERE ARE SUCH RESTRICTIONS AND/OR LIMITATIONS PLEASE CLEARLY INDICATE THEM IN THIS SECTION.]

____ 
CUID Only

[If CUID Only – indicate how many non-CUID guests/visitors Speaker/Organization is permitted to bring]

____
General Public (Non CUID holder)

____
Guest List [BE SURE TO PUT A LIMIT ____]
· A Tentative Guest List is attached hereto; please understand that this list must be finalized by [INSERT DATE – NO LATER THAN 2 BUSINESS DAYS BEFORE LECTURE/EVENT]]

· Once the guest list is finalized there will be strict adherence to the list.

____
Other College IDs

10. The following media organizations have been invited to this event [PLEASE BE SURE THAT SUCH MEDIA ORGANIZATIONS UNDERSTAND THAT THEY NEED TO OBTAIN PRE-AUTHORIZATION TO ATTEND SUCH EVENT IN ACCORDANCE WITH COLUMBIA’S PRESS POLICY AND APPROVED BY UNIVERSITY EVENT MANAGEMENT AND THE OFFICE OF COMMUNICATIONS AND PUBLIC AFFAIRS]:
11. [INDICATE WHETHER FOOD AND ALCOHOL WILL BE SERVED.  Keep in mind that Columbia University Catering is the exclusive provider of catering services in Lerner Hall and, if alcohol is being served, an alcohol registration form must be filed at least 10 days prior to the event.]
12. [INDICATE IF AUDIO/VISUAL EQUIPMENT IS BEING USED OR IS NEEDED – and be sure to file Technical Request Service form or detail equipment being provided by another source.]

13. [IF RECORDING OR TAPING IS TAKING PLACE OUTLINE WHO IS RETAINING THE RIGHTS TO SUCH RECORDING OR TAPING AND WHO IS BEING PROVIDED WITH A COPY OF SUCH RECORDING OR TAPING.]

14. If the above description of audio/visual equipment or other items to be used in the Lecture/Performance/Event does not accurately describe your understanding and/or does not adequately address your needs, please contact me immediately so that we may further discuss prior to the scheduled date of the Lecture/Performance/Event.

15. Please understand that, unless we are otherwise clearly notified in writing, the Lecturers/Performers shall not bring any other equipment or items other than those listed above, and other than personal effects, on to the University’s property.

16. [INDICATE HOW THIS EVENT WILL BE ADVERTISED (if at all).]

17. [ADDRESS ANY SAFETY AND SECURITY CONCERNS AND INDICATE HOW SUCH SECURITY AND SAFETY ARRANGEMENTS ARE BEING MADE – MUST WORK IN CONSULTATION WITH PUBLIC SAFETY. ]  

18. We understand that representatives from your security team have been in touch with members of Columbia University’s Public Safety department.  Please ensure that any and all security personnel you wish to bring with you to the Lecture/Performance/Event is coordinated with and approved in advance by Columbia’s Public Safety department.
19. Please understand that, in addition to the terms and conditions set forth above, any events being held on Columbia University’s campus (and related activities occurring before or after such events) are governed by the laws and regulations of the University, the City of New York, and the State of New York. The Performer(s)/Service shall conform to the laws and regulations of the University, the City of New York, and the State of New York, and this agreement shall be governed by the laws of the State of New York.  The Performer(s)/Service shall provide such information and shall execute and deliver such additional forms and agreements as shall be necessary to comply with regulations and procedures of Columbia University.
20. The organization reserves the right to either cancel the engagement or to renegotiate the fee with an appropriate reduction if substitutes appear for any or all the principals constituting the Performer(s)/Service or if some, but not all, of the principals constituting the Performer(s)/Service appear.
21. Should the agreement above specified be canceled or postponed by the Performer(s)/Service for any reason other than an Act-of-God, the Performer(s)/Service agree to reimburse the Organization its bona-fide out-of-pocket expenses immediately upon presentation to the Organization of a certified statement of such expenses.
22. Neither Columbia University nor the Organization makes any representation as to the fitness of the site for any purposes.  Moreover, the Lecturer/Performer and his/her organization assume the risk of participating in such event and waive any and all claims arising out of or in connection with the event that they may have against Columbia University and/or the [NAME OF STUDENT ORGANIZATION], and any of their respective officers, trustees, employees, and agents.
If you have any questions or concerns about any of the above, please contact me as soon as possible at [INSERT TELEPHONE NUMBER AND/OR E-MAIL].
Very Truly Yours,

[INSERT NAME OF INDIVIDUAL]

[INSERT NAME OF STUDENT ORGANIZATION]

Reviewed & Approved:

_________________________________

Student Organization Advising Office

Agreed and Accepted:
__________________________________

________________________

[INSERT NAME OF OUTSIDE \


Date
SPEAKER/ORGANIZATION]





INSERT ORGANIZATIONS TELEPHONE NUMBER AND E-MAIL
______________________________________________________________

cc:
Student & Administrative Services

Public Safety

Student Affairs
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