SAMPLE AGREEMENT






_______________, 2009
Name
Address

City/State/Zip



RE:  NCCW Leadership Training Program – Host Agreement
Dear _______________:

Congratulations on bringing the NCCW Leadership Training Program to ___________________!  You are scheduled to host the program on __________________, 2009.  This letter outlines the terms of the agreement between NCCW and the ________________________ [host group name] pertaining to your hosting of the program.

Your ___-day program will be presented by ___________ [number] trainer(s) supplied by NCCW.  As the host, your group is responsible for:

· The trainer(s) transportation expenses.

· The trainer(s) food expenses while in your area for the program.

· Arrangements for and expenses of the trainer’s(s’) lunch on program day and reasonably necessary lodging (which depends on transportation availability between Minneapolis and the trainer’s(s’) home(s)) with a separate room for each trainer. 

· Arrangements for attendees’ lodging.

· Arrangements and fees for securing the program venue.

· Arrangements for and expenses of AV, seating and tables suitable for note-taking, and any other required equipment.

· Physical setup and breakdown of the program site.

· Arrangements for and expenses of lunch for registrants. 
· Duplication of program materials, which will be sent to you electronically, and folders for presentation of materials.

· Vigorous publicity for the program.

Procedures for handling registration and a suggested timeline are contained in the “For the Host” sheet that you received or are receiving with your Host Packet.  The registration fee for each attendee is $___ ($20 for one-day program, $30 for two-day).  Of that fee, NCCW will provide a rebate of $___ ($10/15) per attendee to your host group.
The program will be presented for no fewer than forty people.  A minimum of forty registrants must be confirmed and paid at least three weeks before the program date or, regrettably, the program will be cancelled.  If it is necessary to cancel the program for failure to meet the minimum registration requirement, any registration fees already received by NCCW will be applied to any NCCW or trainer expenses that cannot be recouped (e.g., airline cancellation fees), and the remainder refunded to you.

Annette Perry and I are available to answer any of your questions about registration or other administrative procedures, travel and lodging arrangements, fees and expenses, and the like.  You can reach us at cwalsh@nccw.org or 703-224-0990 x102 (Carla), and aperry@nccw.org or 703-224-0990 x103 (Annette).  Your trainer(s) will be happy to respond to questions about program content and arrangements.
If you agree to the terms contained in this letter, please sign and return the enclosed copy to Annette at NCCW, 200 N. Glebe Road, Su. 703, Arlington, VA  22203.  All of us offer our support and good wishes for a successful program!

Sincerely in Christ,

Carla Perantoni Walsh

Program Director

Agreed: _____________________________________ 



       for Host



Printed Name: ________________________________

Date:
______________________________________


