
Letter of Agreement / Contract 
for Workshops & Lectures by Sue Andrus

A signed copy of this document must be part of any agreement between Sue Andrus and your group. ALL requested 
information must be filled out, signed by you, and returned to Sue Andrus no later than 90 days prior to Sue's 
departure for your venue. (120 days for international venues) Please read this entire contract before requesting that 
Sue reserve time in her schedule for your group. If your group has it's own contract, this contract will also be needed, 
in addition to your contract. Please cross out and initial any clauses in your contract that are in conflict with the 
requirements spelled out in this contract.

This is to confirm our verbal agreement that Sue Andrus will present workshop(s) and/or lecture(s) for: 

Conference / guild name: 

Address: 

Phone: 

Email & website: 

to be held on date(s): 

Fees are as Follows: 

• Lectures: $250.00 with workshop / $300.00 for lecture alone. 

• Six hour classes and multi day classes:$400 per day for up to 20 students. Additional students may be added for an 
additional fee of $15.00 per student, per day, up to a maximum of 25 students, providing the classroom is adequate. (see 
classroom requirements)

• Three Hour Workshops & Seminars: $250.00 for each class, for up to 20 students ($10.00 for each extra student). 

• NOTE: Two 3 three hour classes and an evening lecture may be scheduled in a single day.

**Most workshops have materials fees. See individual workshop descriptions **

• Materials Fees will be collected from students at the time of the workshop- cash or check made out to Sue Andrus.

SALES: In Sue's workshops and lectures a number of items will be available for sale to interested students. The guild / 
conference will not expect to collect any commission on these sales. Sue will not promote these items during the class, 
nor will she spend class time selling them. They are simply available for sale to interested students. These items may 
include: 

• Patterns by Sue

• Fabrics designed or hand painted by Sue

• Note Cards of Sue's work 

• Mini Art Quilts, Bookmarks, or Quilted Jewelry made by Sue 

• Items needed by students to complete the workshop projects. 



General Requirements for Classrooms and Lecture Halls
Specific requirements for each class and lecture can be found at the bottom of each class and lecture summary.

EQUIPMENT NEEDED FOR LECTURES
I will be showing actual quilts and pieces that I have created. I will need 2 tables in the front of the room for 
display of work. If a quilt stand is available for hanging quilts, that can be used for larger pieces. Most of 
my quilts are fairly small, so this is optional. Public address system for audiences of more than fifty people. 

WORKSHOP CLASSROOM REQUIREMENTS: 

• At least two tables, one for display and one additional table for demonstration. 

• Table space with enough room for each student to work at a sewing machine, with a large cutting board and iron 
next to it. (Ideally, one table per student; 2 students per table will work for some workshops) 

• Outlets and electrical capacity to support sewing machines and at least one iron for every four students. Access 
to the circuit breaker box is very important in case this is mis-calculated. (PLEASE DO NOT IGNORE THIS 
REQUIREMENT) 

• Room must have adequate lighting and ventilation 

• For 3-5 day workshops: Work wall that can be pinned into, or movable design boards, such as 40" x 60" 
foamcore, or insulation board. 40" / 1 meter (minimum) per student. 

Additional equipment requested if available:

• Quilt Stand 

IMPORTANT: Please fill in ALL of the requested information below, including: date, name of venue, street address, 
city, zip code, phone number and time. I will be driving to a place I have never been before, and will need to print maps 
and directions from the internet before leaving home. I also need to leave contact information with my family when I'm 
on the road. 

Lecture(s) requested
1. Title of lecture______________________________________________

date: __________________ time: __________________ 

2. Title of lecture______________________________________________
date: __________________ time: __________________ 

Location: please include name of venue, street address (including zip code) & phone number



Workshops requested
1. Title of workshop______________________________________________

date(s): __________________ time: __________________ 

Location: please include name of venue, street address (including zip code) & phone number

2. Title of workshop______________________________________________

date(s): __________________ time: __________________ 

Location: please include name of venue, street address (including zip code) & phone number

3. Title of workshop______________________________________________

date(s): __________________ time: __________________ 

Location: please include name of venue, street address (including zip code) & phone number

Supply lists are available by clicking on the name of the workshop at the bottom of Lectures/Workshops main page. 

Visuals to promote workshops and lectures can be sent upon request. Biographical material and pictures for brochures, 
newsletters, and introductions is available on my website. 



Travel arrangements will be made by Sue Andrus or the travel agent of the conference / guild, with Sue's agreement 
on dates of travel, routes, airline etc. 

In order to secure the most economical air transportation, Sue must be provided with all necessary information about 
exact dates and times of workshops and other events at least 90 days prior to the first scheduled event on the trip which 
includes your events. Please keep in mind that you may not be the first group on her itinerary, and you may be required 
to provide this information more than 90 days prior to your events. If your failure to provide this information results in 
increased travel expenses, your group will be solely responsible for paying the difference in cost.

EXPENSES: All travel expenses will be borne by the guild / conference. These include: 

Transportation: 

• Driving: 

• When driving to workshops, Sue will expect the group or groups to pay or share the economy airfare to 
your locations(s) or the mileage (IRS mileage rate current at time of event) whichever is less. 

• Highway tolls 

• Flying: 

• Round trip air fare 

• Transportation to Airport and parking: 

Elmira, NY is a one hour drive (44 miles one way/88 miles round trip) Your group will be 
responsible for paying mileage, parking at the airport. 

Parking at Elmira airport is $6.30 per day, or $31.50 per week.

• At workshop location:: 

• Ground Transportation: 
Arrangements will be made by the guild/conference to meet Sue Andrus at airport locations with 
a vehicle adequate to handle Two large (50 pound/ 23 kilo) suitcases. Remember we will be 
lifting them in and out. 

Or       Sue will rent a car and drive herself to your location, with the car rental fees to be paid by your 
group. 

• Lodging: A private room in a non-smoking guild member's home or hotel/motel room will be needed for 
venues over 2 hour's drive from my home. A room on the first floor is preferable, due to my difficulty 
walking up stairs, but I won't refuse a second story room. 

• Meals: Meals will be provided by the guild during my stay. Meals need to offer selections that do not 
contain shellfish (shrimp, crab, lobster and sauces made from shellfish broth), as well as alternatives to 
very spicy dishes (I need to avoid most Chinese and Mexican spiced dishes). 

• Extra Days: If Sue needs to spend extra time at your location in order to save the guild or conference 
money on air fare your guild/conference will be responsible for all expenses on these extra days. 

• If Sue will be in your area for extra days in order for your group to share expenses with other 
groups in your area, the guild / conference will be responsible for sharing all expenses on these 
extra days with the other groups involved.

• Sue will need at least one day of rest after seven days of teaching and traveling before teaching 
additional workshops. Your guild/conference will be responsible for expenses on these days. 
These expenses may be shared by other groups in the event that this is a multi-group tour.

http://www.irs.gov/


LODGING provided by your group will be at: 
Name of hotel/motel or guild member:

Street address:: 

City and Zip Code: 

Phone: 

Reservation #: 

AGREEMENT OF PROGRAM CHAIR/CONFERENCE DIRECTOR TO DISTRIBUTE THIS 
INFORMATION: The program chairperson understands that she may not be the person doing airport pickups, 
preparing meals, and setting up class and lecture rooms. She may also have passed on the office of program chair to 
someone else before Sue's visit. Therefore, the program chairperson agrees to pass on the information contained in this 
Letter of Agreement to all of the group members, hostesses and caterers, etc. in charge of these activities.

Cancellations:
The Guild may cancel a workshop due to insufficient enrollment at any time prior to the purchase of non- refundable 
airline tickets, or any other expenses incurred by Sue Andrus. If a workshop is canceled due to insufficient enrollment, 
Sue Andrus must be notified before she has incurred any expenses. If a workshop is canceled after the purchase of 
airline tickets, the guild will be responsible of paying for the tickets. If a workshop is canceled, and coming to your 
group for fewer workshops or lectures than originally agreed upon in this contract will cause economic hardship for 
Sue Andrus, she reserves the right to cancel the remainder of the contracted workshops / lectures. If your workshop 
cancels in the middle of a multi-venue tour, your group will be responsible for covering Sue's daily minimum fee of 
$300.00. If an engagement is canceled while I am en route or at the engagement location, the sponsor will be 
responsible for all contracted fees. If I am unable to fulfill this contract due to illness, injury, or serious family 
emergency all previously incurred expenses are my responsibility.

Sharing Expenses: When expenses are shared by several groups, expenses will be split for groups having similar 
programs. If groups sharing expenses will have disproportionately more or disproportionately less events than other 
groups, expenses will be apportioned fairly. Each group will be charged a percentage of total airfare, parking, tolls, and 
mileage, as well as meals, and lodging on rest and travel days. Individual groups will be responsible for lodging and 
meals on the days I am working for them. In order to simplify accounting, a $25.00 per diem will be assessed for meals 
on days when they are not provided by your group.

A signed copy of this letter of understanding or the must be returned to Sue Andrus before a firm commitment can be 
made.

If your group would like to reserve future dates, but has not yet booked a venue or made decisions on which workshops 
to schedule, a copy of this agreement may be used to reserve the time in Sue's schedule. A completed copy of this 
contract must subsequently be forwarded at a later date and at least 60 days before the scheduled workshops/lectures. 
(90 days for international venues) Contracts that have not arrived by 60 days prior to the scheduled dates are subject to 
cancellation by Sue. Airline tickets will not be purchased until a contract is completed. 



Images from the workshop pages on Sue's website may be used in brochures and other publicity materials to promote 
her workshops and lectures. 

The Guild/Conference will also provide the name of a second person in your organization who can be contacted in the 
event that the organizer/program chair is not available.

I have read the above letter of agreement, and I understand and agree to it's terms:

Guild / Conference Representative 
Name: (printed) 

Address: 

Phone(s): 

Email: 

Signature & Date: 

Second person in your group who can be contacted:
Name: (printed) 

Address: 

Phone(s): 

Email: 

Signature & Date: 

Teacher / Lecturer____________________________________ date____________ 

Sue Andrus
Andrus Gardens and More

RR #5 Box 5279

Towanda, PA 18848
Phone: 570-265-7475 
Email: sue@andrusgardensquilts.com
Website: http://www.andrusgardensquilts.com/

http://www.andrusgardensquilts.com/

