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[INSERT LETTERHEAD OF NORTHWESTERN SCHOOL / UNIT ENGAGING SPEAKER]	Comment by Joseph David Kline: Instructions:  This template speaker engagement letter includes instructions in the margins on how to complete the letter and alternative language to be used in certain situations.  Please read all instructions carefully, complete the letter, and remove all brackets and internal instructions before sending a completed draft to the speaker.

Please contact Rich Cummo (richard.cummo@northwestern.edu) in OGC with any questions.

____________ ___, 20___


[Name of Speaker]
[Address of Speaker]
[Address of Speaker]
Email:  [_____________]

Re:	Speaking Engagement


Dear ___________:

	Northwestern University, on behalf of its [Insert Name of University School / Unit Engaging Speaker] (“Northwestern”, “we”, or “us”), is pleased to confirm your invitation to [speak / present / moderate a discussion on] the topic of [Insert a high level description of the topic of the speech, presentation or discussion to be provided by the Speaker] (the “Engagement”) at our [Insert brief description of event or speaker series] on [Insert date and time on which Speaker will speak or present]  OR use the following language  [such date and time to be mutually agreed in writing by you and Northwestern] (the “Event”) on the terms described in this letter.  [We are very excited to have you provide the keynote address at this year’s Event, and feel that your activism will be inspiring for our faculty, staff, and students who are eager for change.]  In the event we need to adjust the start time of your Engagement on the date of Event for any reason, we will provide you with as much advance notice of any such adjustment as is reasonably possible under the circumstances.  Your Engagement is subject to the following additional terms and conditions:	Comment by Joseph David Kline: Instructions:  Speaking engagements can take different forms, so please pick the best way to describe the current engagement with your speaker.  Also, as indicated in this sentence, please include a brief description of the speech / presentation topic, as well as the name and date / time of the event or speech.	Comment by Joseph David Kline: Instructions:  The first bracketed language prompts you to enter the date and time of the speaker’s engagement if that is known at this point, or to use the language in the second set of brackets if the date and time is still to be finalized with the speaker.  If you still need to finalize the date and time, there is additional bracketed language I have included below that should be used so that the engagement can be cancelled without penalty or payment.	Comment by Joseph David Kline: Instructions:  Feel free to substitute this language with any other statement you would like to include to thank the speaker for participating in your event.
1. Fee.  In consideration for your performance of the Engagement in accordance with the terms of this letter, Northwestern will pay you a professional services fees in the amount of $[_________] (the “Fee”).  Northwestern will pay you the Fee [by check within 30 days following your performance of the Engagement at the Event].  [To the extent the Event or your Engagement will be held virtually, Northwestern will not pay or reimburse you for any travel or other expenses in connection with your performance of the Engagement.]  You acknowledge and agree that you will be solely responsible for, and Northwestern will not withhold from the Fee, any federal and local income and other taxes (including, without limitation, Social Security and Medicare) that are due on the Fee paid to you hereunder.	Comment by Joseph David Kline: Instructions:  This is just an example of payment terms that we sometimes use in speaker engagements.  These terms differ by engagement, so feel free to adjust this language as needed based on the agreement with the speaker.	Comment by Joseph David Kline: Instructions:  This language should be used if the event will be hosted virtually.  If this is not the case, you may delete this language.
2. Venue Policies.  To the extent your Engagement will be hosted in-person, whether on Northwestern’s premises or at another location or venue (collectively, the “Venue”), you shall, and shall cause any of your employees or agents who come onto the Venue’s premises in connection with the Engagement to, comply with all of the Venue’s rules and policies relating to the Engagement and visitors on the Venue’s premises (collectively, the “Venue Policies”).
3. Publicity.  Northwestern may use your pre-approved name, image, Engagement topic, and biographical and affiliation information to promote and publicize the Engagement and Event.  [You will make yourself available for press and media interviews regarding the Engagement on such dates and times as you and Northwestern may mutually agree.]	Comment by Joseph David Kline: Instructions:  Include this language if you want the speaker to make themselves available for press / media interviews in connection with this event.  
4. [bookmark: _Hlk109725378]Virtual Event; Recording.  To the extent the Event and/or the Engagement will be hosted virtually through one or more videoconference, virtual event, or other internet-based platforms, including via a real-time live-stream on YouTube.com (collectively, the “Virtual Event Platforms”), or Northwestern advises you prior to the Event that the Event or Engagement will be audio or video recorded, either directly or indirectly by or on behalf of Northwestern, including through a Virtual Event Platform, then you hereby grant Northwestern (a) permission to record and transcribe you and your Engagement, and (b) the right to duplicate, modify, display, perform, publish, or broadcast such recordings and transcriptions, including, without limitation, your name, image and likeness, by any means now or hereafter known, including, without limitation, web-cast, podcast, or internet streaming, including on Northwestern’s websites or any Virtual Event Platform, in each case, for purposes of hosting the Event and/or Engagement and Northwestern’s internal and archival use.  Neither you nor your heirs will be entitled to any compensation for the use of the audio/video recordings, transcripts, or other items described above other than the payment of the Fee.
5. Termination; Force Majeure Event.  
a. Either Northwestern or you may terminate this letter and your Engagement upon 30 days prior written notice to the other party.  [Northwestern may terminate this letter and your Engagement if the parties are unable to mutually agree on the date and time of your Engagement within [20] days from the date of this letter.]  Additionally, if any acts of God, acts of war, terrorism, government regulation or order, disaster, fires, strikes, civil disorder, epidemic or pandemic, curtailment of transportation facilities or other similar cause beyond the control of either party (each, a “Force Majeure Event”) prevents, or makes it inadvisable, illegal, or impossible for Northwestern to hold the Event or for you to perform the Engagement, then (a) neither party will be responsible for any failure to perform its obligations under this letter as a result of any such Force Majeure Event, and (b) either party may terminate this letter and the Engagement upon written notice to the other party.  	Comment by Joseph David Kline: Instructions:  If we still need to agree on the date and time of the speaker’s speech, then we typically recommend putting a deadline on reaching agreement on scheduling this, and give us the right to terminate if we do not reach agreement by that deadline.  I have suggested 20 days from the date of the letter, but feel free to insert additional days if you need more time for this.
b. If you fail to perform the Engagement for any reason, or either party terminates this letter and the Engagement pursuant to this paragraph 4, then you will promptly refund to Northwestern any Fee or other funds paid by Northwestern to you in advance of Event, and Northwestern will have no further obligations or liabilities to you in connection with the Engagement or otherwise under this letter.  	Comment by Joseph David Kline: Instructions:  If we terminate the agreement or cancel the event or the speaker’s engagement for any reason not otherwise permitted under this paragraph 4 of the letter (i.e., shorter than 30 days notice by us for any reason), the speaker will sometimes request a breach / late cancellation penalty.  This is a business point to be negotiated between the school / unit engaging the speaker and the speaker, and can range from 10% - 100% of the agreed-upon speaking fee, depending on the speaker.

If the speaker insists on this sort of late cancellation fee, then you may use the following language to reflect the agreed-upon fee:  “If Northwestern terminates this letter, or cancels the Event or your Engagement, for any reason other than as permitted under this paragraph 4, then Northwestern will pay you [__]% of the Fee as a penalty.”
c. Notwithstanding the foregoing, if the Engagement or Event cannot be performed or held as a result of a Force Majeure Event, then the parties, upon mutual written agreement, may choose to reschedule the Event and Engagement to a mutually convenient date and time.  In the event of such a mutually agreed rescheduling, the Fee will be payable at the rescheduled date for such Event on the payment terms set forth in paragraph 1 to this letter, or as otherwise mutually agreed by the parties.
6. Insurance and Indemnification.  
a. You will carry, at your cost, personal health insurance during, and while traveling for, the Event.
b. You agree to indemnify and hold harmless Northwestern, its trustees, officers, employees, agents, students, and invitees from and against any and all claims, demands, suits, proceedings, damages, liabilities, losses, fines, costs and expenses (including reasonable attorneys’ and professionals’ fees and court costs), including each of the foregoing imposed by law (collectively, “Claims”), arising out of or relating to any damage to property, personal injury or death caused by any violation of the Venue Policies by, or any acts or omissions of, you or any of your employees or agents while on Venue property; provided, however, that nothing in this Section shall require you to indemnify Northwestern against any Claim to the extent such Claim results from the negligence or willful misconduct of Northwestern.
7. You acknowledge and agree that you have all necessary rights to provide or perform all content or other information that you submit or present as part of your Engagement, and that such content and information does not violate the law or anyone’s rights (including intellectual property rights).  This letter constitutes the sole, complete, and entire agreement and understanding between you and Northwestern concerning the subject matter of this letter, and supersedes all prior agreements, representations, warranties, statements, promises, and understandings, whether oral or written, between you and Northwestern concerning the subject matter of this letter.  This letter may not be amended, changed, or modified except by written mutual agreement signed by both parties.  This letter shall be governed by and construed and enforced in accordance with the laws of the State of Illinois, excluding its choice of law rules.  The parties hereto expressly agree that the UN Convention on the International Sale of Goods shall not apply to this letter.  All disputes relating to this letter not resolved between the parties hereto shall be resolved by binding arbitration administered exclusively by the International Institute for Conflict Prevention & Resolution in accordance with its arbitration rules. The place of arbitration shall exclusively be Chicago, Illinois.  This letter may be executed in one or more counterparts, each of which when executed will be deemed to be an original but all of which taken together will constitute one and the same letter.  Delivery of any executed counterpart of this letter by facsimile or other electronic imaging or delivery will be effective as delivery of a manually executed counterpart hereof.


If you agree with the foregoing terms, please sign and return a copy of this letter to me at your earliest convenience.

	
							Very truly yours,



							___________________________	Comment by Joseph David Kline: Instructions:  Insert the name and title of the authorized signatory for the school or unit engaging the speaker for the event.
Northwestern University
[Insert Name and Title of Signatory]

Accepted and agreed to this
____ day of ______________, 20___

Signed:	________________________________
[Insert Name of Speaker]

