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	Introduction
	This proposal is presented to [name] of [chapter] as an estimate of costs for teaching a one-day workshop on [course name].

	Background
	Jane Smith met with . . . . . .

	Objectives
	The purpose of this workshop is to 

	Workshop Description
	

	Schedule
	As agreed with [name], Jane is available to teach the workshop in [city/state] on [date] from 8:30 a.m. to 5:00 p.m.

	Roles and Responsibilities
	To meet the objectives, Jane will perform the following tasks:

· xxxx
As their part of the workshop execution, [community name] leaders will carry out the following tasks:

· xxxx

	Qualifications
	Jane has facilitated workshops for 

	Fees and Expenses
	For the services outlined in this proposal, Jane L. Smith will bill [community] at a rate of.

In addition, [business] will reimburse Jane for the following expenses: 

· Travel between Sedona and Phoenix

· Travel between Phoenix, Arizona, and [city/state], estimated at $xxx.xx.

Note:  Three and one-half weeks before the workshop, Jane will consult with [business] to verify that registrations are sufficient.  She will then make travel arrangements.

· Travel to and from the [city] airport and the hotel as well as between the hotel and course location (if different)

· Lodging in [city/state] for the night before and of the workshop, totaling two (2) nights, estimated at $xxx.xx.

· Food and beverages on all travel and workshop days, not to exceed $50 per day or a total of $xxx.xx.

The [business], as part of its expenses, will also provide the following:

· Printing of all course materials, including course workbook and any handouts

· Continental breakfast on the day of the workshop (at the community’s discretion)

· Lunch on the workshop day

· Room rental, if applicable

Upon agreeing to a date with Jane, [business] will provide a deposit of $###.00.  This deposit will be credited to the final invoice which will include all fees and expenses.  This final invoice will be submitted within one (1) week of the completion of the workshop and is due in fifteen (15) days.  

	Cancellation Policy
	[community] may cancel the event up to 30 days prior to the even.  If Jane has not been authorized to book a flight, the deposit will be returned in full.  In the event Jane has been authorized to book a flight, the deposit will be returned minus the cost of the flight.
[community] may cancel the workshop up until fourteen days prior to the event.  In that event, [community[ will receive one-half of the deposit.  In addition, if Jane has been authorized to make travel arrangements, [community] will reimburse Jane for the cost of travel expenses to the extent that the expenses exceed $250. 
[community] may reschedule the workshop at any time.  Jane will retain the deposit, and, if [community] has given Jane permission to book travel, [community] will provide immediate payment for the flight and, at a future date, also pay any fees associated with changing the original ticket.  

Jane may cancel the event up to four weeks prior to the event by giving written notice.  If an emergency situation, such as serious illness or injury of herself or a close family member, prohibits Jane from traveling, she may give notice at any time and reschedule the event for a later date.  In that event, she will assume responsibility for any fees associated with changed travel arrangements.

	Conclusion
	Jane L. Smith is very interested in facilitating the [course name] workshop for [community] in [city/state] on [date].  Her experience and expertise will provide a valuable educational opportunity for participants.

	
	

	Submitted by
	Jane L. Smith
	Date:  December 14, 2009 [updatable field]

	Accepted by:
	
	Date:

	Addendum

Entire Agreement

This Agreement contains the entire understanding of the parties with respect to the subject matter hereof, and all agreements entered into prior hereto with respect to the subject matter hereof are revoked and superseded by this Agreement, and no representations, warranties, inducements or oral agreements have been made by any of the parties except as expressly set forth herein. 

Governing Law

This Agreement shall be deemed to be made under and shall be construed in accordance with and shall be governed by the laws of the State of Arizona.

Binding Effect

This agreement shall be binding upon and inure to the benefit of the parties, their heirs, successors, assigns and personal representatives.
Time of the Essence

Time is of the essence as to each and every provision of this Agreement.
Severability

If any provision of this Agreement (proposal) is declared void or unenforceable, such provision shall be deemed severed from this Agreement, which shall otherwise remain in full force and effect.
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