
If you are paying the performer
directly, write their name down

in this section. If the check must
be made out to a performer's
agency or business, write the

entity's name. 

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

9 or W-9 form in order to
process their payment

Be as specific as possible
describing the performance. If
agreed upon details are not
outlined in the contract, your

vendor/performer is not
technically required to provide

them the day of the event. 

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.

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.

Make sure this date matches
the date of the contract in

page 2.



Make sure this date matches
the "Date of Agreement" in

page 1 of the contract.



Quick Tip: If a
vendor/performer asks to
make any changes to the

standard terms of this
contract, additional
review/approval is

needed. Contact your
Activity Liaison for help

with this process.





If there are any additional
previously agreed upon details
for the event not noted within
the contract (e.g. purchaser
agrees to provided bottled

water and wireless
microphone) make note of

these here, and be sure the
vendor/performer initials next
to pt. 25. If there are none,

leave blank. 


