LUMINARY™
An International Speakers Bureau of DK Education Collaborative
Exceptional Minds. Big Ideas. Practical Solutions.™
Client Booking Agreement
This Client Booking Agreement (the "Agreement") is entered into as of the date it is signed or accepted online by Client (the "Effective Date") between:
DK Education Collaborative, an Indiana limited liability company, with its principal office at 8916 Stockbridge Place, Fort Wayne, Indiana 46804 ("DKEC"), which operates the LUMINARY™ speakers bureau ("Luminary"); and
Client: the organization named in the Booking Schedule ("Client"), acting through the individual who signs or accepts this Agreement, who confirms they are authorized to bind Client.
DKEC and Client are each a "Party" and together the "Parties." The speaker named in the Booking Schedule is the "Speaker." The Booking Schedule (Schedule 1) and DKEC's written booking confirmation form part of this Agreement.
Background
Luminary represents a selected roster of educators, practitioners and change-makers, educational warriors against the status quo, for keynotes, workshops and related engagements. Client wishes to book the Speaker for the engagement described in the Booking Schedule (the "Engagement"), and DKEC agrees to arrange it on the terms below.
1. How a Booking Becomes Confirmed
1.1 Request. When Client submits a booking (online or in writing), signs or accepts this Agreement, and either pays the Deposit or, where the Engagement is grant funded under Section 4.5, provides a purchase order or written funding commitment, Client makes a binding request for the Engagement on these terms.
1.2 Pending until the Speaker accepts. Every Luminary speaker decides personally whether to accept each engagement. The booking is pending, and is not confirmed, until the Speaker accepts it in writing and DKEC sends Client a written booking confirmation.
1.3 If the Speaker does not accept. If the Speaker declines, or DKEC has not confirmed the booking within three (3) business days after Client pays the Deposit (or, under Section 4.5, provides the purchase order), the request lapses, and DKEC will refund any Deposit in full to the original payment method within five (5) business days. Neither Party will have any further obligation for that booking. DKEC may suggest other Luminary speakers, but any substitute requires a new booking.
1.4 No promise of availability. Dates shown on the Luminary website are a guide. Availability is confirmed only by the booking confirmation.
2. The Engagement
2.1 Scope. The Speaker will deliver the session(s) described in the Booking Schedule, including the format, length, date, start time and time zone, and location or virtual platform (the "Scope").
2.2 Content. The Speaker controls the content and manner of the presentation. DKEC will share Client's goals, audience information and reasonable requests with the Speaker before the Engagement, and will arrange a planning call where time allows.
2.3 Additions need a written change. Any addition to the Scope, including an extra session, workshop, meal, interview, meeting, book signing, a longer appearance, a different audience, or a change from virtual to in person, requires the Speaker's consent and a written change confirmed by DKEC, and may carry an additional fee.
3. Fees
3.1 Speaking Fee. Client will pay DKEC the Speaking Fee stated in the Booking Schedule.
3.2 Travel is included. The Speaking Fee includes the Speaker's travel, lodging, meals and ground transportation. Client will not be invoiced separately for Speaker travel unless the Booking Schedule says otherwise.
3.3 Taxes. The Speaking Fee does not include any sales, use, value-added or withholding taxes that apply to Client's payment. If Client is required by law to withhold any tax from a payment, Client will tell DKEC before signing so the Parties can agree how it will be handled.
3.4 Pay DKEC only. All payments for the Engagement are made to DKEC, not to the Speaker. DKEC is responsible for paying the Speaker.
4. Payment
4.1 Deposit. Client will pay a deposit of fifty percent (50%) of the Speaking Fee (the "Deposit") when submitting the booking. The Deposit is required for every Engagement except as provided in Section 4.5.
4.2 Balance. Client will pay the remaining balance no later than thirty (30) days before the Engagement date. For bookings made fewer than thirty (30) days before the Engagement, the full Speaking Fee is due at booking.
4.3 How to pay. Client may pay by card or bank transfer (ACH) through Stripe, or by another method DKEC accepts in writing. DKEC does not add a card surcharge.
4.4 Purchase orders. If Client's rules require a purchase order, Client will provide it before the Deposit is due. A purchase order does not change this Agreement, and any terms printed on it do not apply unless DKEC agrees in writing.
4.5 Grant-funded Engagements where a deposit is prohibited. The Deposit in Section 4.1 is required for every Engagement unless the Engagement is paid with grant funds whose terms do not allow payment before services are delivered. Client must identify the funding source in the Booking Schedule. If the Engagement is not grant funded, or the grant terms allow a deposit, Sections 4.1 and 4.2 apply. If the grant terms prohibit payment before delivery, Client will (a) name the grant and funding source and confirm in the Booking Schedule that its terms prohibit advance payment; (b) provide a signed purchase order or written funding commitment for the full Speaking Fee before the booking is confirmed; and (c) pay the full Speaking Fee within thirty (30) days after DKEC invoices it following delivery. DKEC may ask for a copy of the relevant grant terms. If the Engagement is not in fact covered by such terms, DKEC may require the Deposit and balance under Sections 4.1 and 4.2. Cancellation charges under Section 5 still apply and will be invoiced on cancellation.
4.6 Late payment. If the balance (or, under Section 4.5, the invoice) is not received when due, DKEC may, after written notice and five (5) business days to pay, treat a not-yet-delivered Engagement as cancelled by Client under Section 5. Amounts more than thirty (30) days overdue may carry interest of 1% per month or the maximum allowed by law, if less.
5. Cancellation and Rescheduling by Client
5.1 Cancelling. Client may cancel a confirmed Engagement by written notice to DKEC. Because the Speaker has reserved the date and may have declined other work, cancellation charges apply as follows, measured from the date DKEC receives the notice to the Engagement date:
	When Client cancels
	Client owes

	More than 60 days before
	Nothing. Any Deposit is refunded in full.

	60 to 31 days before
	The Deposit (non-refundable)

	30 days or fewer before
	The full Speaking Fee



5.2 Rescheduling. Client may ask to move a confirmed Engagement once, by written notice at least sixty (60) days before the original date, to a new date within twelve (12) months that the Speaker accepts. Payments already made carry over to the new date. If no new date is agreed within sixty (60) days of the request, the request is treated as a cancellation on the date it was made.
5.3 Changing a virtual or in-person format. A change of format is a change to the Scope under Section 2.3.
6. If the Speaker Cannot Attend
6.1 If the Speaker cannot deliver the Engagement because of illness, injury, family emergency, travel disruption or another cause beyond the Speaker's reasonable control, DKEC will tell Client promptly and offer, at Client's choice: (a) a new date the Speaker accepts; (b) virtual delivery, if suitable; (c) a substitute Luminary speaker that Client approves in writing; or (d) a full refund of all amounts Client has paid for the Engagement.
6.2 The options in Section 6.1 are Client's only remedies for the Speaker's non-appearance for those reasons. DKEC is not responsible for Client's other event costs, such as venue, catering, printing or attendee travel.
6.3 If the Speaker fails to appear for any other reason, DKEC will refund all amounts Client paid for the Engagement.
7. Events Beyond Anyone's Control
Neither Party is liable for failing to perform because of events beyond its reasonable control, such as severe weather, natural disaster, epidemic, government order, war, terrorism, civil unrest, or widespread transport or communications failure (a "Force Majeure Event"). If a Force Majeure Event prevents the Engagement, the Parties will first try in good faith to reschedule or move it to virtual delivery. If that is not possible within ninety (90) days, DKEC will refund amounts paid, less any non-refundable costs actually incurred by the Speaker and documented to Client.
8. Client Responsibilities
Provide accurate event information, a named event-day contact, and the venue or virtual platform as agreed.
Provide the room, staging, sound system, microphone, projector and screen, and any other technical needs listed in the Booking Schedule or the event brief, plus reasonable time for a sound check.
Make the venue accessible and safe, and tell DKEC in advance about any policies the Speaker must follow.
Introduce the Speaker using the approved introduction DKEC provides.
For virtual Engagements, provide a working link, a technical rehearsal where reasonable, and a host who can manage the platform.
9. Recording, Photos and Promotion
9.1 No recording without consent. Client will not record, livestream, broadcast or distribute the Engagement (in audio, video or any other form), in whole or part, unless the Booking Schedule says the Speaker has consented. Any consent is limited to the uses stated there and may carry an additional fee.
9.2 Photos. Client may take still photographs for its own internal and news use unless the Booking Schedule says otherwise.
9.3 Promotion. Client may use the Speaker's name, approved photo, approved biography and session title to promote the Engagement, using materials DKEC provides. Client may not state or imply that the Speaker or Luminary endorses Client, its products or its services.
9.4 Ownership. The Speaker owns the presentation and its materials. Nothing in this Agreement transfers any intellectual property to Client. Handouts may be shared with attendees only as the Speaker allows.
9.5 Marks. LUMINARY™ and the Luminary tagline belong to DKEC. Client may use them only to identify Luminary as the booking agent for the Engagement.
10. Working with the Speaker After the Engagement
10.1 Client agrees that the Speaker was introduced through Luminary. For twelve (12) months after the later of this Agreement's Effective Date or the Engagement date, Client will arrange any further paid speaking, consulting, coaching, professional development or similar work with the Speaker through DKEC, or let DKEC know in writing before contracting with the Speaker directly.
10.2 This Section does not stop Client from working with the Speaker. It ensures DKEC is informed, consistent with DKEC's separate agreement with the Speaker.
11. Conduct and Safety
The Speaker and Client will each treat the other and all attendees with respect. If the Speaker reasonably believes the venue is unsafe, or the Speaker faces harassment or abuse, the Speaker may pause or end the session. That will not count as a Speaker non-appearance if the concern is with the venue or attendees and is reported to DKEC promptly.
12. Relationship of the Parties
DKEC acts as the booking agent for the Speaker. The Speaker is an independent contractor and is not an employee or agent of DKEC or Client. DKEC is responsible for paying the Speaker from the fees Client pays.
13. Liability
13.1 Each Party will indemnify the other against third-party claims to the extent they arise from its own negligence, willful misconduct or breach of this Agreement.
13.2 Neither Party is liable for indirect, special, consequential or lost-profit damages.
13.3 Except for indemnity obligations and Client's payment obligations, each Party's total liability under this Agreement is limited to the Speaking Fee.
13.4 Client is responsible for its venue, event operations and attendees, and will carry customary event liability insurance for in-person Engagements.
14. Confidentiality and Privacy
Each Party will keep the other's non-public information confidential, including the terms of this Agreement and the Speaker's private contact details, except as needed to deliver the Engagement or as required by law (including public-records laws that apply to public-sector Clients). DKEC handles personal information under the privacy policy on its website.
15. General
Governing law: the laws of the State of Indiana, with venue in the state or federal courts serving Allen County, Indiana, unless Client is a public body whose laws require otherwise.
Notices: in writing by email. DKEC: adam@DKEducationCollaborative.com. Client: the contact in the Booking Schedule.
Entire agreement: this Agreement, the Booking Schedule and the booking confirmation are the entire agreement for the Engagement. Changes must be in writing and confirmed by DKEC. If any provision is unenforceable, the rest remains in effect.
Order of precedence: if they conflict, the Booking Schedule controls over these terms, and these terms control over any purchase order, vendor form or Client policy.
Assignment: neither Party may assign this Agreement without the other's written consent.
Electronic signature: acceptance by electronic signature or by checking an acceptance box online is valid and binding, and counterparts are valid.
Signatures
For online bookings, Client's electronic acceptance replaces the signature block below.
	DK EDUCATION COLLABORATIVE
Signature: ________________________
Name: ________________________
Title: ________________________
Date: ________________________
	CLIENT
Organization: ________________________
Signature: ________________________
Name: ________________________
Title: ________________________
Date: ________________________





Schedule 1: Booking Schedule
Completed for each Engagement. Online bookings fill this in automatically from the booking form.
Booking
	Booking ID
	

	Client organization (legal name)
	

	Client address
	

	Authorized signer (name, title, email)
	

	Event-day contact (name, phone)
	

	Billing contact and PO number (if any)
	



Engagement
	Speaker
	

	Session title(s)
	

	Format (keynote, workshop, panel, virtual)
	

	Length
	

	Date
	

	Start time and time zone
	

	Venue and room, or virtual platform
	

	Expected audience (roles and size)
	

	Client's goals for the session
	



Fees and payment
	Speaking Fee (USD, includes Speaker travel)
	

	Funding source (general funds, grant, other)
	

	If grant funded: grant name and funder
	

	Do the grant terms prohibit payment before delivery? Yes / No
	

	Payment route: Standard, 50% Deposit + balance (required unless the answer above is Yes) / After delivery (grant prohibits deposit; PO up front, invoice after event, net 30)
	

	Deposit (50%) and date paid (Standard only)
	

	Balance and due date (Standard only)
	

	PO or funding commitment number (after-delivery only)
	

	Travel paid separately by Client? (normally No)
	

	Payment method (card / ACH / other)
	



Permissions and logistics
	Recording / livestream permitted? (Yes / No; uses and fee)
	

	Photo restrictions (if any)
	

	Technical requirements
	

	Accessibility, interpretation or captioning
	

	Approved changes (with dates)
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