
Performance Contract Instructions 

When is a contract required? 

Anytime you are paying someone to provide a service, including, but not limited to: 

• Performers (DJs, Comedians, Musicians) 

• Speakers 

• Massage Therapists 

• Activity Vendors 

• Printing/Publications 

If an artist or agency does not have a contract available, student organizations may use the sample contract on the next 

pages.   

Important Notes: 

• Never verbally agree to anything when talking to vendors or performers. 

• If there are items required beyond what is on the contract, it is important to include them in the “additional 

conditions” text box on the contract.   

• It is up to the Office of Student Leadership and Activities to negotiate on the behalf of the organization once the 

contract is received. 

• While an organization representative’s name is required on the contract, the only person who has signing 

authority for the Division of Student Life (including student organizations) is the Dean for Students, Sarah Neill.   

• Do not sign any document given to you by an artist or agency before discussing it with a professional staff 

member from the Office of Student Leadership and Activities. 

• Any contract other than the standard Office of Student Leadership and Activities contract on the attached page 

will also need to be reviewed by the College Counsel. This will add additional time to the contract review 

process. 

Payment Terms 

• The person being paid (or representative for the company being paid) must be the one to sign the contract and 

submit payment paperwork (W-9, Vendor Registration Form). If there is a discrepancy between the person filling 

out the contract and the person who should be paid, this will delay payment. 

• Typical payment terms are 30-60 days after the event unless otherwise specified. 

• On the contract, specify if the payment is due 10 business days after the event (standard for student 

organizations) or on the day of the event (in which case, make sure that you submit the contract and paperwork 

with enough advance notice). 

Contract Timelines 

• If using the standard performance contract, please submit the contract and any additional paperwork no less 

than 2 weeks in advance of the event. 

• If using another contract (submitted by the artist or agent), please submit the contract and any additional 

paperwork no less than 3 weeks in advance of the event. 



Additional Paperwork 

If this is an artist or group who has not been paid by Simmons before, you will also need to submit the following forms.  

If the performer does not want to send you this paperwork directly, they must fax it directly to the Purchasing and 

Accounts Office, but should specify that the information should be shared with the Office of Student Leadership and 

Activities. (Note: please indicate this when you submit the paperwork to OSLA). 

• W-9 – this needs to be filled out by the person or company being paid. This is the MOST important form, and is 

needed for tax purposes. 

• Vendor Registration form: this form is what puts the vendor into the Simmons database in order to get paid, and 

contains the following sections.  The vendor should fill out all of the required sections (Section I and IV)  and 

make sure to sign and date the form. 

o Section I: General Vendor/Individual Information (REQUIRED) 

o Section II: Remit Locations: please indicate if there is a difference between the address of the company, 

and the address the payment should be sent to.  Typically, this is not necessary for vendors who work 

with Simmons student organizations. 

o Section III: Payment Terms: College payment terms are 60 days from the date of invoice unless 

otherwise specified in a signed contract 

o Section IV: Federal Tax Identification Number. Most individual performers are considered a “sole 

proprietorship” and should submit their Social Security Number. (REQUIRED) 

o Section V: Business Classification: this is for statistical purposes. 

o Section VI: Other: This sections not necessary for vendors who work with student organizations  

o Section VII: Simmons College Account Number (If Applicable): Not applicable for student organization 

vendors. 

 



Copies: Artist, Purchasing & Accounts Payable, Office of Student Leadership& Activities, Student Organization 

Artist is responsible for reporting and paying all employment taxes 

Simmons College • Office of Student Leadership and Activities • 300 The Fenway • Boston, MA 02115 

(617) 521-2423 (P) • (617) 521-3148 (F) studentactivities@simmons.edu (Email) 
 

PERFORMANCE CONTRACT 
 

This contract is for the personal services of __________________________________ on the engagement described below, made 

this _____ day of _______, 20____ between the undersigned presenter and ________________________________ (herin called the 

Artist). The Artist is engaged severally on the terms and conditions on the face hereof. The leader represents that the other members 

of the group have agreed to be bound by said terms and conditions. The Artists severally agree to render services under the 

undersigned leader.  

 

Print name of Band, Group or Performer:           

Name & Address of place of engagement:          

                      

Date of engagement:                    

Type of engagement:                     

(Specify dance, concert, etc.)  

Length of engagement :                  

(Include length & number of breaks) 

Artist(s) report to:       Phone:     

Artist Fee:              

Payment: Presenter will make payment by Simmons issued check _________________________________________ 

Additional payment terms:________________________________________________________________________ 

 

The agreement of the Presenter is subject to proven detention by accidents, riots, strikes, epidemics, acts of God, or any other 

legitimate conditions beyond the control of the Presenter. By signing this contract, the Artist agrees to perform at said performance 

at said time.  

 

                                                      

Print Artist/Manager’s Name    Print Presenter’s Organization (not an authorized signer) 

 

                        

Signature of Artist/Manager    Print Presenter’s Organization Representative (not an authorized signer) 

 

                          

Artist SSN#/Employer ID number (for company) Designated Institutional Representative (OSLA) (not an authorized signer) 

 

                

Street Address, Apartment #    Designated Institutional Representative (Dean of Students) 

         

       

City, State, Zip      

 

       

Phone Number/Alternate Phone Number 

Additional Conditions: 

 

This person been paid by Simmons before. (If not, leave unchecked and fill out the Vendor Registration Form and W-9.)








