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Marguerita McManus
Booking Information & Contract for Workshops & Lectures

This information packet contains information both you and I will need in order to plan a successful quilting work-
shop/lecture for your guild, show or store. Please keep this information, along with copies of signed pages, to refer 
to in planning your event. This information packet contains: Contract for Workshops & Lectures, Explanation of 
Fees & Expenses, Sales & Photography Policy, Travel Arrangements form, Logistics Information 

Send one copy of the signed Contract and the Deposit Check ($150.00 per event) to:

Marguerita McManus 
PO Box 925
Seward, AK 99664-0925

(A signed contract will be returned via email and postal mail if requested.)

Communication: email is preferred because cell service in Alaska is marginal marguerita.mcmanus@gmail.com  
TEXT works better than calling for the same reason or text/phone 907-575-1660.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Marguerita McManus (“Marguerita” or “Marguerita McManus”) agrees to present, the class, workshop and/or 
trunk show(s) listed below and on Page 2 of this agreement according to the terms herein.

Event Date(s):  ________________________________________________________________

Guild Name __________________________________________________________________

Guild’s full business address is:

________________________________________________________________________________________

The contact person for the Guild (Program Chair or Event Coordinator) is:

Name: (printed) _____________________________________________ Title: ________________________

Phone: _____________________________ Cell Phone: _______________________________

Email: ______________________________

An alternate contact person for the Guild (Alternate Coordinator) is:

Name: (printed) ___________________________________ Title: ________________________ 

Email: _____________________________Cell Phone: _______________________________
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Contract

A signed copy of this contract must be part of any agreement between Marguerita McManus and the Guild. All 
requested information must be filled out, signed by Guild’s representative, and returned to Marguerita McManus 
with the deposit in order to reserve dates for your event.

If you have any questions regarding the contract or arrangements for Marguerita’s visit to your event, please email 
Marguerita at marguerita.mcmanus@gmail.com or phone 907-575-1660.

It is understood that the Coordinators for this event may not be the persons doing airport pickups, setting up class 
and lecture rooms, or may have passed on the office of Program Chair to someone else before Marguerita’s visit. 
The Coordinators agree, therefore, to pass on the information in this contract to all future Coordinators, group 
members, hostesses, etc. in charge of these activities, and to keep Marguerita informed of any relevant change in 
Coordinators and other persons assisting with the event.

Lectures and/or Workshops Requested

Class/Workshop:    ______________________________________________________ Fee $ ______________

Date: __________________________Time Start: ______________

Name & Address of Venue: ___________________________________________________________________

Trunk Show:  Quilt As You Go—A Progression of Techniques—Trunk Show                  Fee: $400

Date: __________________________Doors Open Time: _____________ Trunk Show Time: ____________

Name of Venue: _______________________________________ Estimated No. of Attendees: ____________

Address of Venue: _________________________________________________________________________
 
A complete, signed copy of this Contract and the deposit must be received by Marguerita in order to reserve dates. 
Waiver of any portion of this contract does not invalidate any other portion of it, or any future application of the 
terms waived. This contract is governed by the laws of the State of Alaska.

I have read this contract, which includes the Explanation of Fees and Expenses, and I understand and agree to its 
terms.

Guild Name: _____________________________________________________________________________

Authorized Representative of Guild Signature:__________________________________________________

Title: _________________________________________________     Date: ___________________________

Print Signer Name: ________________________________________________________________________

Marguerita McManus ____________________________________       Date:_________________________
(signature)
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Guild Contact Information

Please provide the name of a contact person and address where materials for this event can be safely delivered prior 
to your event. Items may be shipped via US Mail, UPS or Fedex and may require that someone sign for delivery. 
Usually this only pertains to Workshops, where Marguerita may send a quilt in advance of teaching, for display 
to the guild.

Name: (printed) _____________________________________________   Title: ________________________

Street Address: _____________________________________________________________

City: State: Zip: ____________________________________________________________

Phone: ___________________________Cell Phone:________________________

Email: ______________________________

Send signed contract via email to marguerita.mcmanus@gmail.com 

Explanation of Fees & Expenses Expenses to be Paid by Guild

Travel and event-related expenses will be paid by the Guild, including:

Transportation to/from and at Event: Transportation to the event will be agreed upon with the guild representa-
tive in advance of signing this contract and all emails regarding travel are considered part of this contract. Please 
keep in mind that due to factors beyond control (such as airline delays or highway construction), last-minute 
changes in transportation may need to be made and may increase transportation costs. While Marguerita will do 
everything reasonably possible to contain costs, the Guild agrees that all transportation costs, even if incurred due 
to such changes, are the responsibility of the Guild.

Driving: Marguerita lives in Alaska and travels the United States of America and parts of Canada extensively by 
vehicle—car and RV. If she is already scheduled, for personal or professional reasons, to be in the same state as the 
event transportation expenses shall be paid in the form of mileage as determined by the Internal Revenue Service 
code (unless otherwise agreed upon in writing/email by both parties) from the nearest town she is visiting, or 
traveling through, to the venue for your event. 

If Marguerita is lodging in her own RV the Guild will pay the expenses of parking the RV in a campground with 
full facilities for the night of arrival (prior to a morning event) through the night of the last presentation.  If  lo-
gistics allow, Marguerita prefers to park her RV at evening events/venues overnight.

Meals: In order to simplify accounting, a $35.00 per diem is required if Marguerita is not traveling in her own RV. 
If she is has access to her RV during classes/workshops (if it is parked on site of the event/venue) there is no per 
diem. There is no per diem for the Trunk Show.

Miscellaneous Other Expenses: Shipping samples (quilts) for promoting the workshop; shipping class materials 
required for workshop/lecture; visa and customs fees; excess baggage charges, if necessary to bring required work-
shop/ lecture materials; and other expenses as reasonably necessary. Costs to ship items for sale but not required 
in a workshop will not be charged to the Guild.
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Payment of Fees & Expenses
A deposit of $150 for each event must be received with the contract in order to reserve dates. An invoice for the 
cost of airline tickets may be sent to Guild at the time they are purchased, and payment is due upon receipt. The 
balance of all fees and expenses is due at completion of the Event. If Marguerita incurs necessary additional ex-
penses after the end of the Event (airline baggage handling fees, for example), an invoice will be sent to the Guild, 
and payment is due upon receipt.

Cancellations & Refund Policy

The Guild may cancel a workshop at any time; cancellations less than 60 days (90 days for international venues) 
before the event (or before the start of a multi-venue tour of which the event is a part, if applicable) will result 
in forfeiture of the deposit. If a workshop is canceled after airline tickets have been purchased and/or any other 
non-refundable expenses have been incurred, the Guild(s) will reimburse Marguerita for the full amount of such 
expenses. The deposit is not credited against these expenses.

If you cancel a workshop/lecture, and coming to your group for fewer workshops/lectures than originally agreed 
upon in this contract will cause economic hardship for Marguerita, Marguerita reserves the right to cancel the 
remainder of the contracted workshops/lectures; if this occurs less than less than 60 days (90 days for international 
venues) the deposit is not refundable.  If Marguerita cancels an engagement and it cannot be rescheduled within 
a year of the originally scheduled date, the deposit will be refunded.

Cancellations due to natural disasters, weather, airline disruptions or other factors beyond the control of Margue-
rita or the Guild will be dealt with on a case-by-case basis. Marguerita’s preference in such cases is to reschedule.
Sales

Marguerita may offer items for sale, which may include materials and tools needed by students to complete the 
workshop projects, as well as books, patterns, CDs, fabrics and fabric kits, pins, etc. The Guild will not collect any 
commission on these sales. Marguerita will limit promotion and sale of these items to times outside workshop 
hours, unless they are directly related to or needed in the workshop. The cost of shipping items not directly related 
to workshops/lectures will not be charged to the Guild.

Photography Policy

All the quilts that Marguerita shows at lectures and workshops are copyright protected under U.S. law. Because of 
this, please observe the following guidelines with respect to photography:

The photographs provided on Marguerita’s workshop pages may be used in the Guild’s promotional materials, 
including websites or blogs, to promote events in which Marguerita is involved.

Photography of Marguerita’s quilts in lectures, workshops or other events is permitted only by an official represen-
tative of the Guild, for Guild’s official publications, including website or blog, and Marguerita must appear with 
her quilt(s) in all photographs.

Video taken by anyone other than Marguerita is not permitted under any circumstances.

Photographs of Marguerita’s quilts may be posted on a personal or private website, blog or other media if both 
that person and Marguerita are in the photograph with the quilt(s). As an alternative, links to Marguerita’s gallery 
(www.crazyshortcutquilts.com/quilts) may be included on a blog or website. For any photography outside these 
guidelines, please ask in advance. Thank you for your understanding and cooperation.
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Travel Arrangements
 
   This area is to incorporate any arrangements agreed upon via email/text/phone prior to signing the contract.

  ______________________________________________________________________________________

  ______________________________________________________________________________________

  ______________________________________________________________________________________

   ______________________________________________________________________________________.

Promotional Materials

Marguerita’s website: www.crazyshortcutquilts.com & www.margueritamcmanus.com
Biography & Photo: Marguerita’s photo and bio can be downloaded from her website at
http://www.crazyshortcutquilts.com/the-authors

Publicity Images:  Images for promoting workshops will be emailed to the coordinator upon request. 
Samples:  When booked for a workshop Marguerita will send one quilt that is a sample of the workshop, to be held 
by the Guild until the time that she arrives for my Trunk Show or Workshop. Guild agrees to return that quilt at the  
Trunk Show if booked, at the workshop if no Trunk Show is booked.

Expenses/Shipping: Any costs of providing and shipping promotional materials/quilts are the responsibility of 
the Guild.

Supply Lists & Equipment Needed

Materials lists for each workshop will be emailed to the Guild/Coordinator upon receipt of a signed contract, or 
upon request. These may be printed or emailed for distribution to students participating in workshops.

Equipment Needed For Lectures:

Two large tables for lecture materials and quilts.
Public address system for audiences of more than 50 people. 
Two volunteers from the audience to hold quilts.

Classroom Requirements for Workshops:

–  Two tables for display/demonstration and for materials for Marguerita.
–  For each student: Table space to work at a sewing machine, with space alongside for stacking blocks.
–  A table with an oversized cutting mat for every 3 students is requested, each one placed to allow for greatest 
 access (along walls is best). Try to arrange tables so that all students’ work areas are equally accessible.
–  Outlets and electrical capacity to support sewing machines and four irons. 
–  Work wall that can be pinned into, or movable design boards, such as 40” x 60” foamcore, or insulation board,   
 40” / 1 meter square (minimum).
–  Room must have adequate lighting and ventilation.


