
If your event is virtual, the
technology check must be

filled in. If it is marked N/A the
speaker is not responsible for

any issues the day of the event.

If your event will be hosted in
person, write down the

location as confirmed via
NDCentral here. 

The speaker fee refers to the
amount the speaker will be

paid to speak/present. 
If they won't receive

compensation for their
presentation, please write N/A.

In this line, detail any additional
costs your group is agreeing to

cover (e.g. airfare, lodging,
meals, etc.). Be sure to end with

"... not to exceed $___".
For example, "airfare, lodging,

and transportation not to exceed
$1,000.00". This helps limit any

additional expenses to stay
within your set event budget.

Don't forget - the artist or
business must provide an I-9 or

W-9 form in order to process
their payment.

Please fill out any blank
boxes with N/A.

Quick Tip: When
denoting an even dollar
amount, be sure to end

with ".00" - this way,
there can be no edits or

confusion as to the
agreed upon final
payment amount.

Quick Tip: The simplest
option is to provide an

agreed upon "lump sum",
that includes both the
speaker fee and any

additional expenses you've
agreed to cover. For help

with this, contact your
Activity Liaison.
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Remember: Contracts must
be signed by an approved

University signatory. To make
sure it is counter signed and
fully executed in time, submit
your contract at least 2 weeks
prior to when you are planning

to begin advertising your
event.

Be sure you set a timeframe
that allows enough lead time
for your group to cancel or
reschedule the event, and

advertise accordingly to your
stakeholders.


