Missouri Music Educators Association

A Federated State Association of the National Association for Music Education

MMEA WEBSITE INSTRUCTIONS
CLINICIAN/SERVICES AGREEMENT (CONTRACT)

Revised for 2025 Conference

The following procedure is to be used by all MMEA Board of Directors and Advisory Council members that

have secured service agreements for their respective areas to be presented at the annual MMEA In-Service

Workshop/Conference.
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Select the “About MMEA” section from the Home Page of the MMEA Website.

Select “MMEA Administration Resources” from the MMEA Administration Section.

a. Login to the to the Leadership Hub using your MMEA Office Login.
Locate your office page and select the link to access the “Administrative Page” for your office.
Scroll to the bottom of the page and select “Conference Administration.”
Download the appropriate blank Clinician Agreementdocument.
Save and rename the blank document directly to your computer.
Open the document from your computer.
Complete all relevant information pertaining to the terms of the agreement.
a. Do Not Sign this copy.
Save the completed agreement to your computer.
Select the “Clinician Contract/Agreement Form” tab in the Clinic/Session Administrative Forms section.
Complete all information on the online form.
Upload the completed agreement that was saved to your computer.
Click “Submit” to submit the contract agreement.
Paul Swofford will process the paperwork and send a copy of the completed agreement (via email) to be
electronically signed by all parties.

Electronically sign and submit the completed contract.

More detailed instructions are included below.



MMEA Contract Agreement Instructions

Online Submission of Contract Agreements

1. Select “About MMEA” from the MMEA Home Page

WORKSHOP/CONFERENCE

ABOUT MMEA MISSOURI MUSIC COMMUNITY

2. Select “MMEA Administration Resources” and enter the password to enter the Leadership Hub.

MMEA ORGANIZATIONAL STRUCTURE

MMEA Organizational Structure Outline
MMEA Governing Documents

MMEA Strategic Plan 2020-2022 (Draft)
MMEA Board of Directors Meetings

MMEA Committee Review Resources

MMEA ADMINISTRATION

MMEA Administration Resources 4

3. Locate your officer page and select the link to access the “Administrative Page” for your office.

MMEA Vice Presidents

Band Choral Early Childhood General Music Jazz Orchestra College/University
VP VP Elementary VP VP VP VP VP

Jared Brockmeyer

bandvp@mmea.net

Band Vice President | Administrative Page | <«




MMEA Contract Agreement Instructions

4. Scroll to the bottom of the page and select “Conference Administration.”

Conference Planning Information

Performing !l lection A ] Conference Administration | Choral

5. Download the appropriate blank Clinician Agreementdocument.

[r—
PDF DOCUMENTS

| Sttt |
Out-of -State Clinician/Presenter In -State Clinician/Presenter ‘ In -State Clinician/Presenter
(All Out-of-State) (Current Missouri Educator) (Non-Educator)

6. Save and rename the blank document directly to your computer.
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7. Open the document from your computer

\ﬂ" A Missouri Music Educators Association
S A Federated State Assoclation of the National Assockation for Music Education
W

MMEA CLINICIAN AGREEMENT

This is an agreement entered into between MMEA and

NAME OFFICE PHONE
HOME ADDRESS _ HOME PHONE

ary STATE zp

EMALL

Social Security Number

To be completed by MMEA Vice-President
IN-STATE CLINICIAN (EDUCATOR)

IN-STATE CLINICIAN (NON-EDUCATOR)
OUT-OF-STATE CLINICIAN

The clinscian named above agrees to render services at the assignment described below

CLINIC DATE: CnoosaOne W TIME OF SESSION LENGTH OF SESSION: Chaose One ¥
CLINIC DATE Ghoose One  w TIME OF SESSION LENGTH OF SESSION: Cioase One >
CLINIC DATE: Crogss One  w TIME OF SESSION LENGTH OF SESSION: 90 Minutes w

NOTE TO CLINICIANS/PRESENTERS: All financial transactions must be submitted through the MMEA
website by MARCH 1, 2019 to recesve reimbursement for fees and/or expenses.



MMEA Contract Agreement Instructions
8. Complete all relevant information pertaining to the terms of the agreement.

*SAVE THIS FILE ONCE COMPLETED. *DO NOT SIGN this copy.

A x . . -
A issouri i tath 5 Missouri Music Educators Association
MBS Mis Music Educators Association A Federated State Association of the National Assoclation for Music Education
A Federated State Association of the National Association for Music Education g
MMEA CLINICIAN AGREEMENT
MMEA AREA INDEPENDENT CONTRACTOR AGREEMENT SIGNATURE PAGE
OUT-OF-STATE CLINICIAN .
Name of Clinician: —
omplcted by Member
Terms of Agreement:
CLINICIAN INFORMATION
isis e MMEA agrees to pay the following expenses (pre-negotiated):
This s an agreement entered into between the MMEA and: *Ser attached reimburscnaent information
NAME OFFICE PHONE
HOME ADDRESS: HOME PHONE: Fee S, Transportation Room Meals
. STATE . MMEA requires that a PDF of handouts to be presented in all clinic sessions be
submitted electronically through the MMEA Website by January 10.
EMAIL
MY SPONSOR (Name). agrees to pay for the
Tax ID # / Social Security Number: (Only if appearance fee excoeds $600) follow lated appearance (Check app!
All Expenses Fee Transportation Room | Meats
SESSION INFORMATION 1. Ihaveread and I and cond Conference Cl
The clinician samed sbove der services at the
21 to1the Te of Agreement Listed abow
agree erms of Ag e
DATE OF APPEARANCE:  Sefect One
TIME OF SESSION. Select One DATE

LENGTH OF SESSION:  Sgject One -
SESSIONZ
DATE OF APPEARANCE:  Select One
TIME OF SESSION Select One i *

OGEA Vi Preient /Gl
LENGTHOF SESSION.  ggjact One
SESSIONY
DATE OF APPEARANCE:  Selact One SIGNED: DA’

TIME OF SESSION Select One

LENGTHOF SESSION: g4 0

‘Submit Contract Electroically.

s ‘memes pet mmes documest aplosd:

9. Save the completed agreement to your computer
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10. Select “Clinic Session Title Form” from the Conference Administrative Forms section.

Clinic/Session Administrative Forms

Clinic/Session Clinician Clinic/Session 2025 Session Check
Title Form Contract/Agreement Information C F
Form Form Lodging Form Form
Form

2025 CLINICIAN CONTRACT/AGREEMENT FORM

« Submitted by the MMEA Board Member that is responsible for the clinic
« Includes uploading the appropriate Independent C Agr (Completed -NO si, )
+ DEADLINE: SEPTEMBER 15

Complete the following form for gach 2025 conference clinic/session.




MMEA Contract Agreement Instructions

11. Complete all information on the online form.

12. Upload the completed agreement that was saved to your computer along with your clinic session title information.

13. Click “Submit” to submit the clinic information and contract agreement.

—l Upload File/s Here

Drop files here or

Max. file size: 456 MB, Max. files: 5

NOTE: Contracts/Agreements are consid: 1 “Pending” until the document reflects all required electronic signatures

The MMEA Executive Director will finalize the agreement and confirm the binding agreement (via email) to all relevant

parties

Once submitted, you will receive a confirmation statement
on the screen.

NOTE: You will also receive a confirmation email for this THANK YoU!
transaction.

Your document(s) has been received.

Please contact Rob Nichols (website@mmea.net) with any questions.

13. Paul Swofford will process the paperwork and send a copy of the completed agreement (via
email) to be electronically signed by all parties.

14. Sign and submit the completed agreement through Adobe Sign.
*Instructions will appear in the email that contains the completed agreement.
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