TIPS ON BOOKING PERFORMERS

- For most libraries this process may involve about five phone calls/e-mails.  By the time you have your performers lined up, you have a very good start on planning for your summer program. If you need help, Shawn Brommer may be able to answer your questions.

-Performers make most of their bookings over the phone or via e-mail and they are very accessible and friendly.  Many have answering machines and they return calls promptly – and they are very prompt with e-mail replies.   The new links to performer web pages and e-mail on the DLTCLS’s page http://dpi.wi.gov/pld/performers.html may make it easier than ever for you to arrange bookings via e-mail messages.

-If you are contacting someone who speaks English as a second language or uses a TDD, you may need to make some accommodations.  All the performers speak English, but the person who answers the phone might not.  If you do not have a TDD, use the Wisconsin Relay System for the Deaf by calling 1-800-947-3529.  The person who answers will be able to hear you and talk to you; explain that you have not used the System before and they will walk you through the process.  They are very helpful and friendly.  There will be pauses as they type your message in and wait for the other person to type in their answer.  They will then relay the other person’s message.

-Before contacting performers work out your budget and identify people you can use as alternatives; if your first choice is not available, you may have to turn to an alternate choice, provided that the alternate fits in your budget.  Check into prices before you begin calling performers.

-There is an etiquette to booking performers that begins with you trusting them to live up to verbal agreements and them trusting you.  It is best to consider confirmations you make on the phone or e-mail binding, but negotiable, if there is a problem.

-There is a difference between a call to “just check” and one to confirm.  Make it very clear, which you are doing.

-If you are arranging several different programs on different dates, plan out everything before you start calling.  Call one performer, check which dates work, then the next.  Avoid giving several performers all your dates because they may all get back to you with the same one.   It annoys performers to confirm a date and then have a library call back in a few minutes and ask a performer to switch to a new date to accommodate another performer’s schedule.  If possible, select a third performer instead.  Keep close track of your budget when changing to a different performer.

-Plan to send the contract to the performer within a week, at most, of the telephone confirmation.  Give them at least a week to return it to you.  Have the contract completed, except for the name and price, before you call.  

-Send two copies of the contract to the performers and give them a specific date to return both signed contracts to you. Upon receipt of the contracts, the librarian signs each copy and then returns one of the contracts to the performer for his/her records and keeps a copy for the library’s files.

- If you are using letters of agreement, ask them to send you a note acknowledging the terms or confirming the date etc.

-Don’t ask a performer to hold a date unless you are ready to follow up with a contract.  If you need to check room availability etc., ask them to “pencil in” the date until you get back to them.  Give them a specific date and then call back and either confirm or cancel.

-If your library does not allow commercial transactions in the building, be very careful to check with your performer to see if they include sales or if they are willing to do programs without them.  Most are willing to come even if they can’t sell.  Discuss this before you confirm things so there are no misunderstandings.  Include wording in the contract, which acknowledges your discussion. 

- It might be easier/faster to send an e-mail attachment of the contract to your performer.  (In this case, you will need to send the contract in Word or other word processing program.)  It also might be convenient to fax a copy of the contract to the performer who can sign it and fax the contract back to you.

- Many performers will provide their own contracts.  We will accept these contracts, provided that the key elements (Name of Performer, Name of the Program, Day of the Week and Date of Program, Fee [include mileage, if possible], Location and Address) are included.

-Send photocopies of all your contracts to Heidi Moe at SCLS when you’ve collected them from all your performers.  This helps with our book keeping.  Be sure your contract includes Name of Performer, Name of the Program, Day of the Week and Date of Program, Fee (include mileage, if possible), Location and Address if it’s not at the library; please provide a specific location and not just the name of a park if the program is held outdoors
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