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Thank you for agreeing to serve as a host of an Americans for the Arts Creative Conversation in October 2008. This agreement seeks to confirm the details of your Creative Conversation and to reiterate the responsibilities of Americans for the Arts and the host.  

PRIMARY Host Contact Information

	Name:      



	Title:        

	Organization:      


	Website:      

	Address:      

	City, State, Zip:      

	Phone:       


	Fax:      

	E-mail:       Member of Americans for the Arts?  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No


Co-Host Information (if applicable)

	Name:      



	Title:        

	Organization:      


	Website:      

	Address:      

	City, State, Zip:      

	Phone:       


	Fax:      

	E-mail:       
Member of Americans for the Arts?  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No


Co-Host Information (if applicable)

	Name:      



	Title:        

	Organization:      


	Website:      

	Address:      

	City, State, Zip:      

	Phone:       


	Fax:      

	E-mail:       
Member of Americans for the Arts?  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No


Creative Conversation Logistics

	Date:       

	Start time:          End time:          

	Location name:       

	Address:      

	City, State, Zip:      


	Phone:      

	Email (to receive  a copy of each registration):     

	Name, phone, and e-mail of contact (if different from host):      

	Is this Creative Conversation offered in conjunction with a local Emerging Leader Network?  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	If “yes,”  please provide information about your local Emerging Leader Network 

Primary contact person:      
Organization:      
Email:      
Website:      


Creative Conversation Content. This information will be placed online to help potential participants understand what your Creative Conversation is about.
	Creative Conversation Title       

	Creative Conversation Description (100 words):      

	Is there a website for this Creative Conversation:     

	Is there a fee to attend?  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No       If “yes”  - $        

	Presenters or Panelists:  
Name:                    Title:                                Organization:      Website:
Name:                    Title:                                Organization:     
Name:                    Title:                                Organization:     
Name:                    Title:                                Organization:     
Name:                    Title:                                Organization:     
Name:                    Title:                                Organization:     

	Any additional information:
     

	Are your sending your agenda as a separate file? Y: FORMCHECKBOX 
 N:  FORMCHECKBOX 

If yes, file name?      
This file will be uploaded as an attachment to your CC description online.


Terms of Agreement

Americans for the Arts agrees to provide:

· A central online registration mechanism for all participants 

· Marketing on a national level

· A sample press release and customizable e-mail for local marketing 

· A toolkit for each host that will include sample agendas; marketing materials; sample conversation starters
· Sign-in sheets; and Americans for the Arts collateral materials, including information about the Emerging Leaders Network. 
· A point of contact at Americans for the Arts to provide support and answer questions from registrants

Host agrees to:

· Determine a date, time, and location in October 2008 for his/her Creative Conversation
· Advertise to the local community, including press outlets and colleagues

· Use the new Creative Conversation logo with promotional materials
· Set the meeting agenda and coordinate all Creative Conversation event logistics 

· Lead the meeting: take attendance, facilitate introductions, delegate a note taker, lead conversation starters, distribute materials, keep conversation on task, and determine next steps (future meetings, group activities, etc.)

· Provide Americans for the Arts with requested follow-up information (sign-up sheets, notes, summary of meeting)

· Complete a Creative Conversation host survey  

Host agrees to save and hold harmless Americans for the Arts and its officers, employees, and agents thereof from all liability for loss, damage, or injury to persons or property, which may arise out of services in connection with this agreement.

The obligations of Americans for the Arts to fulfill the terms of this agreement shall be waived in the event that “force majeure” (such as, but not limited to, inclement weather, public emergency or calamity, strike, labor disturbance, fire, interruption of transportation, casualty, physical disability, illness, flood, act of God, or other disturbance or any governmental restriction) prevents normal and usual operation of Americans for the Arts or associated organization.

Please sign below to confirm that you have read and understood the agreement:

     








     
Name








Date

	Please email this form to:

Stephanie Evans
Americans for the Arts

1000 Vermont Avenue NW, 6th Floor

Washington, DC 20005

T: 202.371.2830 x2036
F: 202.371.0424

E: sevans@artsusa.org   
	(Office use only)

Received:      
Conf. Email:     
Added to website:     


We look forward to another successful series of Emerging Leaders Creative Conversation in October in conjunction with National Arts & Humanities Month! Thank you!

CONVENE LOCALLY | CONNECT NATIONALLY
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