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ARTREE Artist Request Form
Send this form to MCArts@ArtsMerced.org using the ( button

at the top of the page, or go to “File, Send Mail….”.

Date submitted:      
Teachers must submit a separate request form for each artist, even if they are being billed through the same purchase order.

Request forms must be complete and submitted at least six weeks prior to the anticipated artist event.

Teacher/Event Coordinator: The artist will contact coordinator to schedule and/or get further details.
Name:     


School:     
Phone Number:      
Best Time to Reach Coordinator:     
Email:     
Artist Requested:     ; Workshop/Performance Requested:     
Number of Students being Served by Workshop/Performance:     
	Request
	MCAC Use Only

	Date(s)
	Alternate Date(s)
	Time(s)
	Grade Level
	Teacher

(Workshop only)
	Date(s) Confirmed
	Time(s) Confirmed

	     
	     
	     
	     
	     
	
	

	     
	     
	     
	     
	     
	
	

	     
	     
	     
	     
	     
	
	

	     
	     
	     
	     
	     
	
	


Cost:
Performance(s)/Demonstration(s):       *       = $0






     # of perf/dem * fee





 Workshop(s):       * 32 = $0






        # of classes  * fee





      Materials:        *       = $0






  # of classes * materials/class





   Orientation:        *   $10   = $0

Funding Source/Account #:






     # of orientations


     



         TOTAL:

     = $0 
Purchase Order #:









     
Important Information

2-Hour Minimum: Artists must be requested for a minimum of 2 consecutive hours per day if traveling out of town for a requested activity. Artists are free to negotiate with schools for additional compensation or those breaks over 30 minutes (not including lunch or recess).

Teacher Responsibility: The students who are attending an ARTREE activity are the sole responsibility of the school at all times. A teacher must be present at all times during an ARTREE activity.
Artists: This is not a contract. You must have a signed contract before working at a school in order to receive payment. Call the coordinator within two weeks of receiving this request form to confirm the schedule. The artist is responsible for confirming this schedule with MCAC within four weeks after receiving this request. A contract and invoice will be completed at that time.

Note: MCAC cannot process contracts the day of the ARTREE activity.
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