Contract for Teaching Engagement
Date: 

Between me, $_YourName, 
and you, $_ClientName [on behalf of $_ClientInstitutionName] 

Summary: 

This confirms that I, $_YourName, will be teaching a [number]-hour workshop for you, $_ClientName, on $_Day, $_Date, from $_StartTime to $_EndTime at $_Location, as discussed in our previous correspondence. 

Lesson Plan:
[Briefly lay out what the lesson is expected to cover and to whom you will be teaching]
Equipment and Facilities
You Agree to Provide the Following 

· A classroom space set up for the following activities:

· [list as many activities as you expect to take place, especially those that will need special configurations of space]

· [List any necessary equipment, including desks, a projector, computer, etc.]

I Agree to Provide the Following
· [List all the equipment you will bring with you for demonstration purposes]

· [List any materials you will be bringing that the participants can bring home with them]
Photography
I consent to photography at the event and allow $_ClientName non-transferrable rights to reproduce images of me teaching at $_ClientInstitutioName, provided all images are captioned crediting me as the teacher depicted. Any photos posted to social media should tag me as “$_YourBusinessName” with the appropriate link to $_YourBusinessName social media presence.

Payment
You agree to pay the following:

Teaching fee: $_Amount
[Materials fee: $_Amount]

[Lay out expected payment method.]

Payment in full must be received within 30 days of the engagement. 
Cancellation
Either party may cancel the engagement upon the payment of a cancellation fee. Up to $_Date, the cancellation fee is $50. After that, the cancellation fee is $_Amount.
The dotted line 

Signed by $_YourName on [date]
Signed by $_ClientName [on behalf of $_ClientInstitutionName]
Date __________________
Everyone should sign above and keep a copy for their own records.
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