


Letter of Agreement


Between:  						AND:

Name of the Artist					Warman Arts Centre (WAC)
Address of Artist					101 Klassen Street West
Phone number of Artist				Warman, SK
							S0K 4S0
						
The purpose of this letter of agreement is to outline the requirements and agreement between the two above-mentioned parties for the rental of space at the Warman Arts Centre, (101 Klassen Street West) and facilitation of an art class on (insert specific date and time, or series of dates)

	Minimum number of Participants Required:
	Date of the Class:
	Calculation for Distribution of  Funds

	
Maximum number of Participants:   
	Time booked:
	Example ONLY         12 participants X $45 =  540.00
                             Less administration fee –  30.00
                   Less 3 hours of space rental   -   75.00

	# Actual registered:
	
	Amount of income for Teaching Artist:  $435.00



The Artist who is renting the space at WAC agrees to:

· Pay the sum of $25.00 per hour for use of the space at Warman Arts Centre. The amount for rent will be deducted from participant registration fees collected after the class is complete if WAC is managing the participant registrations. 
· [bookmark: _GoBack]Pay at time of booking the sum of $30.00 for administration fees that cover the following for each class:  promotion on WAC website and social media, collecting and tracking participant registrations as well as registration fees and then administrative work to pay the teaching Artist after the class)
· If the class is cancelled within one week prior to the date of the class, the Artist will forfeit the $30.00 administration fee to WAC, and it will not be reimbursed to them.  
· Prepare a sample of the artwork that will be created during the class and share it with WAC email address warmanartscentre@gmail.com at time of booking. (photos of this sample will be used for the purpose of promotion)
· Purchase sufficient supplies required for each participant to complete one similar rendition of the sample artwork during the class(es)
· Work collaboratively with the Warman Arts Centre to promote the class encouraging registration of participants, and invite personal contacts to attend.
· Answer any questions about the upcoming class 
· Prepare a basic facilitation plan for the class and be prepared to demonstrate to participants how to create the piece of artwork
· A few days prior to the class, inquire with WAC to determine how many participants are registered for the class.
· On the day of the class, gain access to the building by using the key in the designated lock box. (the code will be provided by WAC) OR make arrangements with a Board Member to unlock the door for you.
· On day of the class, arrive at the Arts Centre up to one hour before the start of the class to set up. 
Set up includes:  - modifying the arrangement of tables and chairs to accommodate, if needed
- cover tables with plastic table covers
- set out all required supplies for each participant
- locate and have near to your demonstration table a few cleaning supplies
- greet the participants and ensure they have pre-registered 

_____________
											Artist initial

- Facilitate, teach, guide, and demonstrate how to create the artwork, answering participant questions as they work through the process of creating their artwork 
- monitor the time as participants are working through the process to ensure the class ends on time
The artist will have one hour after the class to clean up and exit the building.
- clean up all supplies and remove the table covers, returning them to the storage area
- put all garbage in the bins provided
- ensure everything is put away neatly as it was found, turn off lights and ensure the door is locked as you leave. 
- Return the key to the lock box.
					
Warman Arts Centre agrees to:

· Ensure this Letter of Agreement between the Artist and the Arts Centre has been explained to the Artist and is signed by both parties
· Work collaboratively with the Artist, to develop promotional material for the upcoming art class(es)
· Advertise and promote the class for the purpose of attracting participants. How the class is promoted, and any costs incurred for advertising is at the discretion of the Arts Centre.  Should participants have specific questions regarding the class, the Arts Centre will forward those questions to the Artist as promptly as possible for response.
· Complete the administrative tasks of collecting participant registrations and class fees, and paying the Artist after the class is completed.
· Answer any questions the Artist may have and work collaboratively to ensure the art class will be a successful experience for everyone
· Maintain the list of people who have registered for the class, and provide that list to the Artist approximately two days prior to the class.
· Provide the Artist with the code for the lock box to allow for access to the key.
· On the date of the class, ensure the space at the Arts Centre is tidy and ready to accept the number of participants that are registered to attend the class.
· Ensure any necessary clean-up supplies and bathroom supplies are stocked 
· The Arts Centre agrees to pay the Artist after the class has been completed. This will be the amount that equals the total number of registration fees collected minus the rent fee of $25.00 per hour and the administration fee of $30.00.   
· Send payment to the Artist within five days after the class is completed.
	

This Letter of Agreement shall expire on:  (insert the date)

This letter contains the entire agreement between the parties with respect to the subject matter. No promise or condition not contained in the letter is binding. If any term is held invalid or unenforceable, then the remainder of the agreement should remain in effect. No modification of this agreement shall be valid unless made in writing and signed by both parties.


	Signed:						Signed:


	___________________________			____________________________
	Artist 						Warman Arts Centre 

	Date:_______________________			Date: _______________________



