Contract Request Form
· A Wesleyan University contract cannot be completed until all of the following information is filled out. 
· THIS IS NOT A CONTRACT, only the information the university needs to create one. 
· Stop by the Office of Student Activities and Leadership Development to learn more about contract procedures.  
· Please allow two to four weeks for contracts to be finalized and payment to be remitted due to negotiations and signatures. 
Performance Information

	The following information needs to be obtained before a contract can be completed.

	1. Artist Name: 
2. Sponsoring Organization: 



Student Contact: 
3. Type of Service/Performance:  
4. Artist Fee: 
5. Date of Engagement: 
6. Venue/Engagement Address:  

7. Start Time:  




End Time:  
8. Schedule of Sets:  




Schedule of Breaks:  
9. Time of Artist Arrival:  

10. Time of Set-up:  

11. Ticket Price (if applicable):
12. Sound System:  

13. Light System:  

14. Other Arrangements:  



Payment Processing

· Once Contract Request Form is completed please return to SALD. All contracts must have the following information in order for payment to be processed. 
· You can pay an individual or an agency. 
· When all necessary signatures are complete you will be contacted to pick up the completed Contract and Financial Request form to process payment with the WSA. 
· A W-9 form must also be submitted for anyone who has not been paid by the University in the last 3 years.

	Contract can be created with only the name, but it is helpful to have the other information as well as this will expedite the contracting process.

	1. Business or Individual Name: 
2. Mailing Address (at which federal taxes are received)
Street: 
City/State/Zip: 
3. Contact Phone Number: 
4. Contact Email Address: 
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CONTRACT PROCESS:						PAYMENT PROCESS:


___________________Initiated 				___________________W-9 Received 


___________________Contract Sent to Artist 			___________________New Vendor Sent to AP


___________________Signed Contract Received 		___________________New Vendor ID


___________________Given to Student/			___________________Due Date Requested


WSA Financial Request Form Attached








