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Letter of Agreement
Between: SEARCH Canada
AND

Venue (The College)
Dates
June 7-13, 2008 (Module 6)
Guestrooms

The College guarantees that a minimum of 12 townhouses with 4 guestrooms each will be reserved for SEARCH Canada for the week of June 7-13, 2008. If possible, all guestrooms will be non-smoking. All guestrooms will be guaranteed for late arrival on the specified arrival date. 

SEARCH Canada will provide confirmed room lists two weeks prior to the start of the module. The room list will specify guest name, arrival and departure dates. 
Guestrooms will be charged at a rate of $xx.xx/night/room. SEARCH Canada will cover room charges and applicable taxes; guests are responsible for any incidental charges on departure.
	Date
	Function
	Room
	Comments
	Cost

	June 7
	Guestrooms
	12 townhomes
	Early arrival of staff for set up and long distance participants
	$38.15/person

	June 
8-12
	Guestrooms
	12 townhomes
	to accommodate 35-40 per night
	as above


Check in time is: Resident Assistants available by cell phone for Saturday and Sunday check-ins as needed. 

Check out time is: Between 12:00-2:00 PM or by arrangement with the Office. 
Group Function Meeting Rooms and Arrangements
	Date
	Function
	Room
	Comments
	Cost

	June 
8-13
	Computer Lab
	B208
	College computers removed from room, tables set up for groups of 4, plus presenter’s table at front, room for 8 faculty/staff at back.
	$210/d = $1260

	June 
8-13
	Classroom
	B305
	Tables set up in 5 groups of 6 plus presenter’s table at front, room for 8 faculty/staff at back.
	$210/d = $1260

	June 
8-13
	Meals
	Courtyard
	Catering costs separately invoiced
	$150/d = $900

	June 
8-13
	Office
	B201
	Room for 4 laptops; table for printer
	$150/d = $900

	June 
8-13
	Breaks
	Lounge beside B208
	Table for coffee and snacks
	Included

	June 8-11
	Hospitality Suite
	College Bar
	Open from 9:00 – 10:30 PM (Last call @1015)
Beer, wine and coolers $$ 
Pop, Juice paid by SEARCH
	$50.00/d FLAT

$25/hr late

	June 
11
	Mini Clinics
	2nd office

?B301
	0830-1150
	$150

	June 
11
	Faculty Meeting
	Crowfoot Room
	Boardroom style table for dinner and meeting to follow
	Included

	IT Support
	
	
	After hours support on weekend and evenings
	$48.00/hr

	June 
11 1-3pm June 12 315-5pm
	Integrative Exercise
	B369
	Tiered classroom
	XX


Food Service
All catering menus will be approved by the SEARCH Classic Manager prior to June 3. All allergies and diet restrictions will be provided in advance to the catering staff. The College or the designated caterer will ensure that allergies and diet restrictions will be observed and any items will be clearly marked.
Unless specified ahead of time, or approved by the SEARCH Classic Manager, SEARCH Canada will not cover alcohol or special orders at meals, other than what is provided as per the catering schedule. Participants, faculty and staff will be responsible to cover these charges.

Minimum number guarantees will be provided three (3) days prior to the start of the module.

Audio Visual

The College will provide projectors and screen surfaces in B208 and B305, as well as 3 flip chart stands in each room. These costs are included in room rental costs.
Internet Technology Access
The College will provide internet access and a contact person to work with SEARCH Canada and the Centre for Health Evidence (CHE) to ensure appropriate technology is available for the module. Any upgrades or changes will be completed, tested and confirmed by CHE or their designate at least two (2) weeks prior to module start. Details are outlined in the CHE SEARCH Module IT Requirements document. A The College IT specialist will be available on-site during set-up on Sunday morning, June 8, 2008 as well as available in person or by phone throughout the rest of the week to problem solve any issues that may arise.
Should the agreed IT minimums not be met (excepting failure of performance due to acts of God, war, natural disaster or other declared national emergency that makes performance of this agreement inadvisable, illegal or impossible), The College will reimburse SEARCH Canada by decreasing the guestroom and meeting room account by 1% per hour of time lost during working hours (0830-2100h) Sunday June 8 to Friday June 13, 2008.
Payment Method

All charges, including guestrooms and tax, catering, and meeting rooms will be posted to a Master Account. The College will provide SEARCH Canada with daily invoice that lists all charges posted in the previous 24 hours. After the total charges are invoiced and confirmed, SEARCH Canada will provide payment within 30 days.

Construction

The College shall promptly notify SEARCH Canada in writing for any major construction or remodelling to be performed in The College over the week of the module; The College shall make reasonable efforts to insure that any such occurrence shall not materially interfere in any way with SEARCH Canada’s use of The College. 
Acceptance

When signed by both parties, this agreement will serve as a binding contract between SEARCH Canada and The College. Any changes to this contract must be in writing and signed by both parties.

Copy ___ of 2
	
	
	

	Signature for SEARCH Canada
	
	Signature for The College

	
	
	

	Printed Name
	
	Printed Name

	Program Director
	
	

	Title
	
	Title

	
	
	

	Date
	
	Date


Process:
· Sign two (2) original copies of this Letter of Agreement and return both originals to SEARCH Canada. 
· Both originals of this Letter of Agreement will be signed at SEARCH Canada and one (1) original returned to The College.
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