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This is a letter of agreement between Presenter and the Lane Libraries to confirm the agreed-upon dates, times, locations, special needs and fee for presentation.  Please make changes or corrections as needed, sign and date both copies, and return one to the Lane Libraries.  

Presenter Name: ____________________________________________________________________________________ 

Presenter Address: __________________________________________________________________________________

Phone: ___________________________  Email: ___________________________________________________

Presentation Description:  ____________________________________________________________________________  

Date, Time and Location of Presentation:  ___________________________________________________
___________________________________________________________________________________________________

Presenter time of arrival:  ______________   Set-up and teardown time required:   _______________

Props, equipment, etc., Presenter will bring:  ____________________________________________________________

__________________________________________________________________________________________________

Special facilities, equipment, etc., needed from the library:   _______________________________________________

__________________________________________________________________________________________________

Fee:    $________________




Following your presentation and upon receipt of your invoice, a check will be mailed to you at the address above.  If other payment arrangements need to be made, please notify us as soon as possible.

Please check if applicable:

· I am a current State of Ohio employee.
If so, what plan? _________________________________________
· I am retired from a State of Ohio pension plan (see note below).
If so, what plan? ____________________________________________________
Your Lane Libraries Liaison is:  _______________________________________________________________________

Phone:  _____________________  Email: ________________________________________________________

Promotional Materials: Please send a high quality/high resolution photo for advance promotional purposes to: 

c.mancuso@lanepl.org, or

The Lane Libraries, Head of Public Relations, 1396 University Blvd., Hamilton, Ohio 45011
For additional information, please call 513/894-6557, ext. 1603.

I look forward to working with you!  If you have any questions regarding this agreement, don’t hesitate to contact me.

Liaison, Title/Date





 Presenter/ Date

NOTE:

If you are a retiree of a State of Ohio pension plan, please check with your plan administration for any potential impact to retiree benefits.


cc:  Head of Public Relations


FOR LIBRARY USE ONLY:







Lane Libraries PO#________________________________________

