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Connecticut Library Association
 234 Court Street • Middletown, CT 06457
Phone: 860-346-2444 • Fax: 860-344-9199 • www.ctlibraryassociation.org

CLA Annual Conference 2015 Speaker Confirmation Letter

[EDIT: Name of Speaker
Address of Speaker
City, State, Zip}
Dear [EDIT:  name]: 
	Thank you for agreeing to present at the CLA Annual Conference, April 27 - 28, at the Mystic Marriott Hotel in Groton, CT.  This letter serves as our formal agreement with respect to arrangements and expenses.  Please sign and return a copy to me at: [EDIT:  program sponsor name and address - NOT THE CLA OFFICE]. You may choose to email a copy of this agreement with a digital signature to me at [EDIT: sponsor’s email address].
Date: [EDIT:  date and time of program]

Title and Format: [EDIT:  program title and time - 90 minutes or 60 minutes]. (Please include time for questions if necessary.)

Location: Mystic Marriott Hotel and Spa, 625 N Rd, Groton, CT 06340, (860) 446-2600. 

Meeting Point: You will be met at [EDIT: location in the Hotel, X minutes before your presentation.] Please check in at the registration desk upon your arrival on the day of your presentation to pick up your name badge, payment and other items. Parking is complimentary. Final information about your program’s location will be sent to you prior to the conference. In case of problems, I can be reached at [EDIT:  lead planner/program sponsor cell phone number] during the conference. 

A/V Equipment: We will provide:
[EDIT: Enter your speaker’s room and AV needs as listed in your proposal.]  
You will be responsible for providing your own:
[EDIT: Enter your speaker’s equipment that they will be providing, such as their own laptop, adapters, etc.]  
Compensation: Registration and lunch on the day of your presentation is complimentary.  [EDIT:  Add other compensation as agreed upon with speaker] 
Information about the conference will be posted to the Connecticut Library Association web site at www.ctlibraryassociation.org. Please feel free to contact me if you have any questions or comments.  I look forward to seeing you at the conference, and thank you again for your participation.  We’re so pleased you will join us.  
Sincerely,										


[EDIT:  program sponsor name]
	



Speaker Signature
	

	Speaker Printed Name
	

	Address (Street, City, State, Zip)
	

	Email
	



Connecticut Library Association policy prohibits reimbursement for personal long distance calls, valet/room service, alcoholic beverages, or expenses of persons accompanying you.  By Executive Board policy, the Connecticut Library Association does not issue letters of endorsement for individuals who have participated in our meetings or conferences.  
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