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Center for Student Involvement/Funds Allotment Council
Artist Inquiry Guide

In contacting an agent or potential guest, introduce yourself as a Truman student and be upfront with the person and tell them you do not have authority to engage in verbal or written contract negotiations on behalf of Truman State University.  Rather, your call is only to INQUIRE about their potential visit.  You will then be passing the information along to a Truman staff member (CSI Program Advisor/FAC Advisor) who will be contacting them if we decide we can offer them a contract.  To speed the potential contract process along, we recommend you ask/gather the following info:

1. What dates are available for them to come to Truman? 
_____________________________________________________________________________

1. Request their contact information (name, company name, address, phone, fax, e-mail) :
_____________________________________________________________________________
_____________________________________________________________________________

1. What their honorarium/performance fee would be if we decide to bring them to campus (You can tell them how much we cannot exceed): 
_____________________________________________________________________________

1. Discuss travel arrangements - How they would be traveling (air, car rental, train); who would book their travel; who would be responsible for payment and method of payment (reimbursement, purchase order, etc.):
_____________________________________________________________________________
_____________________________________________________________________________

1. Discuss hotel arrangements (number of rooms and nights needed; location; who would book the hotel; any special accommodations needed; who would be responsible for payment and method of payment):
_____________________________________________________________________________
_____________________________________________________________________________

1. Discuss meals (do they need you to make special arrangements; who would be responsible for payment and method of payment and delivery):
_____________________________________________________________________________

1. Ask them if they have a contract form they prefer to use, or do they prefer we forward them our contract?
_____________________________________________________________________________

1. Tell them that we will need a W9 form from them upon receipt of a contract.  They can obtain this by going to http://businessoffice.truman.edu/ and looking under Forms or we can send the form once we get the contact info.

Upon gathering the above information, set up a meeting time with the CSI Program Advisor/FAC Advisor  in the Center for Student Involvement (CSI) to relay the contracting information.  The Program Advisor is located in the CSI and can be reached at 660-785-4222.
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