EVENT SERVICES LETTER OF AGREEMENT TEMPLATE

[CLIENT NAME]

[CLIENT STREET ADDRESS]

[CLIENT CITY, STATE, ZIP]

[CLIENT EMAIL ADDRESS]

[CLIENT PHONE NUMBER]

[EVENT SERVICES PROVIDER NAME]

[PROVIDER STREET ADDRESS]

[PROVIDER CITY, STATE, ZIP]

[PROVIDER EMAIL ADDRESS]

[PROVIDER PHONE NUMBER]

[AGREEMENT DATE]

RE: EVENT SERVICES LETTER OF AGREEMENT

This Event Services Letter of Agreement (the "Agreement") is entered into as of [AGREEMENT DATE] (the "Effective Date") by and between [CLIENT NAME] ("Client") and [EVENT SERVICES PROVIDER NAME] ("Provider"). Client and Provider may be referred to individually as a "Party" and collectively as the "Parties."

1. EVENT INFORMATION
1.1 Event Name: [EVENT NAME]
1.2 Event Type: [EVENT TYPE]
1.3 Event Date: [EVENT DATE]
1.4 Event Start Time: [EVENT START TIME]
1.5 Event End Time: [EVENT END TIME]
1.6 Event Location Name: [VENUE NAME]
1.7 Event Location Address: [VENUE STREET ADDRESS]
1.8 Event Location City, State, ZIP: [VENUE CITY, STATE, ZIP]
1.9 Event Contact On Site: [ON-SITE CONTACT NAME]
1.10 On-Site Contact Phone Number: [ON-SITE CONTACT PHONE NUMBER]
1.11 Estimated Number of Attendees: [ESTIMATED ATTENDEE COUNT]

2. SERVICES PROVIDED
2.1 Provider shall provide the following services for the Event (collectively, the "Services"): [DESCRIPTION OF SERVICES]
2.2 Additional Services: [DESCRIPTION OF ADDITIONAL SERVICES]
2.3 Services Not Included: [DESCRIPTION OF EXCLUDED SERVICES]
2.4 Provider shall supply the following equipment, materials, and personnel: [EQUIPMENT, MATERIALS, AND PERSONNEL LIST]
2.5 Client shall supply the following equipment, materials, and personnel: [CLIENT-PROVIDED ITEMS LIST]

3. SERVICE SCHEDULE
3.1 Load-In Date and Time: [LOAD-IN DATE AND TIME]
3.2 Setup Start Time: [SETUP START TIME]
3.3 Setup Completion Time: [SETUP COMPLETION TIME]
3.4 Service Start Time: [SERVICE START TIME]
3.5 Service End Time: [SERVICE END TIME]
3.6 Breakdown Start Time: [BREAKDOWN START TIME]
3.7 Load-Out Date and Time: [LOAD-OUT DATE AND TIME]
3.8 Any changes to the Service Schedule must be approved in writing by both Parties.

4. FEES AND PAYMENT TERMS
4.1 Total Service Fee: [TOTAL SERVICE FEE]
4.2 Deposit Amount: [DEPOSIT AMOUNT]
4.3 Deposit Due Date: [DEPOSIT DUE DATE]
4.4 Deposit Refundability: [DEPOSIT REFUNDABLE OR NON-REFUNDABLE]
4.5 Balance Due Date: [BALANCE DUE DATE]
4.6 Accepted Payment Methods: [ACCEPTED PAYMENT METHODS]
4.7 Payment Instructions: [PAYMENT INSTRUCTIONS]
4.8 Late Payment Fee: [LATE PAYMENT FEE OR INTEREST RATE]
4.9 Additional Charges: [DESCRIPTION OF ADDITIONAL CHARGES]
4.10 Overtime Rate: [OVERTIME RATE]
4.11 Travel or Mileage Charges: [TRAVEL OR MILEAGE CHARGES]
4.12 Taxes: [APPLICABLE TAXES]

5. CANCELLATION AND RESCHEDULING
5.1 Client Cancellation Notice Period: [CLIENT CANCELLATION NOTICE PERIOD]
5.2 Client Cancellation Fee: [CLIENT CANCELLATION FEE]
5.3 Provider Cancellation Notice Period: [PROVIDER CANCELLATION NOTICE PERIOD]
5.4 Provider Cancellation Liability: [PROVIDER CANCELLATION LIABILITY]
5.5 Rescheduling Request Deadline: [RESCHEDULING REQUEST DEADLINE]
5.6 Rescheduling Fee: [RESCHEDULING FEE]
5.7 Force Majeure Cancellation Terms: [FORCE MAJEURE CANCELLATION TERMS]

6. CLIENT RESPONSIBILITIES
6.1 Client shall provide timely access to the Event location for setup, service, and breakdown.
6.2 Client shall ensure the Event location is safe, lawful, and suitable for the Services.
6.3 Client shall obtain any permits, licenses, or insurance required for the Event, unless otherwise stated: [PERMIT AND LICENSE RESPONSIBILITIES]
6.4 Client shall provide accurate Event information and promptly notify Provider of any changes.
6.5 Client shall ensure attendees comply with Provider rules and venue policies.
6.6 Client shall be responsible for any damage caused by Client, Client's guests, or Client's agents: [DAMAGE RESPONSIBILITY TERMS]

7. PROVIDER RESPONSIBILITIES
7.1 Provider shall perform the Services in a professional and workmanlike manner.
7.2 Provider shall provide qualified personnel and maintain all required licenses and permits: [PROVIDER LICENSE AND PERMIT DETAILS]
7.3 Provider shall comply with all applicable laws, regulations, and venue rules.
7.4 Provider shall maintain insurance coverage as follows: [PROVIDER INSURANCE COVERAGE DETAILS]
7.5 Provider shall promptly notify Client of any issue that may affect the Services.

8. INDEPENDENT CONTRACTOR
8.1 Provider is an independent contractor and not an employee, agent, joint venturer, or partner of Client.
8.2 Provider is solely responsible for the compensation, taxes, and benefits of its personnel.
8.3 Nothing in this Agreement creates an employment relationship between Client and Provider or Provider's personnel.

9. INSURANCE AND LIABILITY
9.1 Client Insurance Requirements: [CLIENT INSURANCE REQUIREMENTS]
9.2 Provider Insurance Requirements: [PROVIDER INSURANCE REQUIREMENTS]
9.3 Certificate of Insurance Deadline: [CERTIFICATE OF INSURANCE DEADLINE]
9.4 Limitation of Liability: [LIMITATION OF LIABILITY TERMS]
9.5 Indemnification by Client: [CLIENT INDEMNIFICATION TERMS]
9.6 Indemnification by Provider: [PROVIDER INDEMNIFICATION TERMS]
9.7 Neither Party shall be liable for indirect, incidental, or consequential damages, except as otherwise provided herein.

10. INTELLECTUAL PROPERTY AND MEDIA
10.1 Ownership of Materials: [OWNERSHIP OF MATERIALS TERMS]
10.2 License Granted to Client: [LICENSE GRANTED TO CLIENT]
10.3 Photography and Recording Rights: [PHOTOGRAPHY AND RECORDING RIGHTS]
10.4 Use of Event Footage or Images: [USE OF EVENT FOOTAGE OR IMAGES]
10.5 Confidentiality of Event Details: [CONFIDENTIALITY OF EVENT DETAILS]

11. CONFIDENTIALITY
11.1 Each Party shall keep confidential any non-public information received from the other Party in connection with this Agreement.
11.2 Confidential information shall not be disclosed to third parties except as required by law or with prior written consent.
11.3 This confidentiality obligation shall survive termination of this Agreement for a period of [CONFIDENTIALITY SURVIVAL PERIOD].

12. TERM AND TERMINATION
12.1 This Agreement begins on the Effective Date and ends upon completion of the Services, unless earlier terminated as provided herein.
12.2 Either Party may terminate this Agreement for material breach upon [TERMINATION NOTICE PERIOD] written notice if the breach remains uncured.
12.3 Either Party may terminate this Agreement immediately if the other Party becomes insolvent or files for bankruptcy.
12.4 Termination shall not relieve either Party of obligations accrued prior to termination.

13. DISPUTE RESOLUTION
13.1 Governing Law: [GOVERNING LAW STATE]
13.2 Venue: [VENUE FOR DISPUTES]
13.3 Negotiation Period: [NEGOTIATION PERIOD]
13.4 Mediation: [MEDIATION TERMS]
13.5 Arbitration: [ARBITRATION TERMS]
13.6 Attorneys' Fees: [ATTORNEYS' FEES TERMS]

14. GENERAL PROVISIONS
14.1 Entire Agreement: This Agreement constitutes the entire agreement between the Parties and supersedes all prior discussions and agreements.
14.2 Amendments: Any amendment must be in writing and signed by both Parties.
14.3 Severability: If any provision is held invalid, the remaining provisions shall remain in full force and effect.
14.4 Waiver: No waiver of any provision shall be effective unless in writing and signed by the waiving Party.
14.5 Assignment: Neither Party may assign this Agreement without the prior written consent of the other Party, except as permitted by law.
14.6 Notices: All notices shall be in writing and sent to the addresses listed above or to [NOTICE EMAIL ADDRESS].
14.7 Counterparts: This Agreement may be executed in counterparts, including electronic counterparts, each of which shall be deemed an original.
14.8 Headings: Section headings are for convenience only and do not affect interpretation.

15. SIGNATURES

IN WITNESS WHEREOF, the Parties have executed this Agreement as of the Effective Date.

CLIENT:

Signature: ______________________________

Printed Name: [CLIENT SIGNATORY NAME]

Title: [CLIENT SIGNATORY TITLE]

Date: [CLIENT SIGNATURE DATE]

PROVIDER:

Signature: ______________________________

Printed Name: [PROVIDER SIGNATORY NAME]

Title: [PROVIDER SIGNATORY TITLE]

Date: [PROVIDER SIGNATURE DATE]
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