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{Date}
Dear {Name of Speaker},
Thank you for agreeing to be a speaker at {insert name of event} on {insert date} at {insert name of venue}.  This letter serves as our formal agreement.  Please sign and return to {insert your information, including email address or mailing address}.
Approximate start time of presentation (time subject to change by 10-15 mins.)   {insert start time of presentation}

Location: {provide information about the venue including driving directions to speaker to help them make necessary arrangements}  

Room assignment: To be determined or {insert information about room assignment}

Compensation: {provide specifics including the cost of the Honoria and travel expenses} 

Equipment: We will be providing a computer, projector, and screen. Your presentation can be brought on a flash drive, sent in advance, and/or made accessible online through your email or other account. Please let us know if you need anything else. 

Please feel free to contact me if you have any questions or comments.  We thank you again for your participation!  

Sincerely,	
{CLA Representative Name}
	
Speaker Signature
	

	
Speaker Printed Name
	 

	
Institution
	

	
Address (Street, City, State, Zip)
	

	
Email and Phone
	

	
Title of Presentation
	



 *{Add additional information such as deadlines for submitting bios for event program or special dietary needs if serving food}
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