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SITE HOST AGREEMENT for AOTSS SEMINAR (latest revision 3-1-09)

This Site Host Agreement, hereafter referred to as "Agreement," sets forth 
the conditions agreed upon by:

(Presenter/ Seminar Facilitator)

___________________________________________________________________________________
(Name of Site Host)

___________________________________________________________________________________
(Name of Seminar and Presenters)

(Dates) (Location)

Local marketing to ensure minimum registration is achieved. Sample template brochures can be provided for 
site host use. AOTSS will provide a link to Site Host’s website (with a two-sentence description of your 
company) on AOTSS’ website and PR materials. AOTSS will provide its website information to be placed on 
Site Host’s website and marketing materials for this seminar.

Listing of hotels and restaurants in the immediate area of the seminar site location.
Directions to the site and transportation information from airports and other public transportation and taxi 
services.
If needed: Continuing Education (CE) seminar approval for contact hours from the Site Host’s state
professional licensing boards. Documentation should be provided upon request. Note: All AOTSS seminars
are approved for CE by Maryland OT, PT, and SLP/Audiology state licensing boards (with the exception of the 
“Accessibility Consulting” seminar, which does not provide CE for SLP/Audiology). AOTSS is an “AOTA 
Approved Provider of Continuing Education” (#5019) and a member of the “NBCOT Preferred Provider 
Registry for Continuing Education.” Over 20 state licensing boards for OT automatically approve CE earned 
through all AOTA Approved Providers. AOTSS provides its own Continuing Education Certificates of 
Attendance accepted by Maryland OT, PT, and SLP/Audiology state licensing boards. Your company is 
designated on the CE Certificates as the Site Host.

Conference room set up for approximately ______ participants with tables and chairs and direct access to an 
accessible restroom and the entrance/parking area.
Snacks, drinks, utensils, and paper goods for AM and PM breaks during each day of the course, as well as a 
registration table and its setup for processing arrivals each morning. AM refreshments will be set up prior to 
AM registration/sign-in on both days. Items available at all breaks will include coffee, tea, water, juice, fruit, 
and a snack. Additional items may include soft drinks, candies, cookies, vegetables and dips, etc.
Pens, blank paper for notes, and any other office supplies needed to conduct the seminar.
TV/VCR/DVD Player (closed captioning feature recommended).
Overhead Projection System for DVD/Videos and a laptop computer with a surface for projection.
CD/Cassette Player for playing music for Sensory Motor and Brain Gym seminars.
Large presentation pad or whiteboard/blackboard, and markers/chalk.
1 helper per ______ registrants to assist the presenter with registration at the seminar and with materials and 
group projects, set up, and clean up. Examples: 1 helper per 15 registrants for “Sensory Motor Activities on a 
Shoestring Budget” seminar and “Brain Gym 101” seminar; 1 helper per 25 registrants for “Accessibility 

SITE HOST AGREEMENT for AOTSS SEMINAR

  Abilities OT Services and Seminars, Inc. (AOTSS)

and  

for the following seminar:

on   ______________________________________  in  ____________________________________________
   

Agreement between Site Host and Abilities OT Services and Seminars, Inc. (AOTSS):

Site Host will provide the following at least 3–4 months prior to the seminar date:

Site Host will provide the following via e-mail to AOTSS at least 8 weeks prior to the seminar date:

Site Host will provide the following at the seminar: 

•

•
•

•

•

•

•
•
•
•
•
•
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Consultation” seminar. Helpers can be registered seminar participants since this will not take them from the 
learning environment.
"Sensory Motor Activities on a Shoestring Budget" and “Brain Gym 101” seminars require a scissor, glue stick, 
shoebox/poster board, 2 picture magazines/collage pictures, and at least 1 colored marker and 1 page of
construction paper of each color—blue, green, red, orange—for each participant.  
Appropriate accommodations for people with disabilities who are registered participants and have made a 
special accommodations request such as for a sign language interpreter or large print or Braille materials. 
Seminar facility and parking must also be accessible.

National advertising and sample template brochures for seminars for site host mailings. Listing of Site Host
and its website on AOTSS’ website and PR materials related to the seminar.
Registration of seminar participants prior to seminar and registration assistance at seminar.
Confirmation letter with directions/accommodations information to each participant via e-mail or fax.
Seminar manual and handouts/materials for each registrant ($_____ per registrant).
Continuing Education Certificates of Attendance from AOTSS with approval by the Maryland State Licensing 
Boards for:
______ CE hours from the PT Licensing Board ( ________ CEUs)
______ CE hours from the OT Licensing Board ( ________ CEUs)
______ CE hours from the SLP/Audiology Licensing Board ( ________ CEUs)
______ CE hours from ______________________________ ( ________ CEUs)

2 Free registrations (value $________ X 2 = $________) for the first 15 full payment registrations and 1 
additional free registration for every 10 additional full payment registrations. (For example, the Site Host 
receives 3 registrations for 28 full payment registrations.)
8 additional registrations at 50% of the standard registration seminar fee ($________ each) and then 10 
additional registrations at $________ special discounted rate.
Recognition as Site Host on the AOTSS website (www.aotss.com), at the seminar, on CE Certificates of 
Attendance, and PR materials where possible.

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

AOTSS has the right to cancel all arrangements if a minimum number (#_____) of participants are not registered for 
the seminar within ________days of the seminar. Notice of cancellation will be provided to the Site Host no less then 2 
weeks prior to the course date.

AOTSS respects the copyright of all publishers, product manufacturers, and intellectual property. In order to reprint an 
article for educational purposes, permission is required in writing from the publisher or manufacturer. Written 
permission must be kept on file and the following must be included: “Permission to reprint this copyrighted material has 
been provided by (name of appropriate author, publication, or company).” In addition, presenters must disclose if they 
have a vested interest in products that they are promoting.  

•

•

•

•
•
•
•

•

•

•

AOTSS will provide the following:

Site Host will receive:

Special Stipulations:

Seminar Cancellation:

Copyright and Disclosure Policy:

(fill in all that apply) 1 CEU = 10 Contact Hours
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Name of Site Host ___________________________________________________________________________

Contact Person ___________________________ E-mail ____________________________________________

Address ___________________________________________________________________________________

Cell Phone ______________________ Phone ________________________ Fax _________________________

Site Host E-mail _____________________________ Site Host Website _________________________________

Mailing address for Site Host to receive course materials (if different from above):

Name _____________________________________________________________________________________

Address ___________________________________________________________________________________

Phone _____________________________________

Abilities OT Services and Seminars, Inc. (AOTSS) 
Attn: Shoshana Shamberg
3309 W. Strathmore Ave.
Baltimore, MD 21215-3718
Phone 410-358-7269/Fax 410-358-6454 / Cell Phone 443-794-8858
info@aotss.com / www.aotss.com

________________________________________________________________        ___________________
Abilities OT Services and Seminars, Inc. Authorized Representative Signature                   Date 

Print Name/Title: _________________________________________________________________________

________________________________________________________________       ___________________
Site Host Authorized Representative Signature                                       Date

Print Name/Title: _________________________________________________________________________

Site Host Contact Information:

AOTSS Contact Information:

This Agreement, prepared in duplicate and distributed to both parties, is valid and binding when the original 
signatures of the authorized AOTSS and Site Host representatives are on each copy.

SIGNATURES:
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