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Letter of Agreement for Business Writing Series

This Letter of Agreement is between the City of Ocala and Emily Gay.

This Letter of Agreement confirms that Emily Gay will provide a Business Writing Series for the
City of Ocala. This series will consist of the following three 4-hour modules:

e Business Writing
e Grammar Brush-up
e Editing and Proofreading

There is a maximum of 30 participants in each class.

Classes will be held from 8 am — 12 noon or 1 pm — 5 pm. Classes beginning at 8 am or held
after September 1, 2023, will include fees for travel and overnight lodging.

Emily Gay will provide the following:

e Instructor training delivery
e Materials

The cost for each four-hour program will be
$1300 for instruction and materials
$ 250 for travel/lodging expenses

Emily Gay will invoice the City of Ocala upon the completion of each program. Payments will
be made to Emily Gay.

If these arrangements are satisfactory, please countersign this agreement as indicated below and
return a signed letter as soon as possible. Emily Gay will return a fully signed agreement to the
city.

City of Ocala Emily Gay
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