
PROFESSIONAL SERVICE AGREEMENT 

This Agreement is made effective as of January 1, ______, by and between the [Chapter, of [address], and [Name of Contractor], of [address].

In this Agreement, the party who is contracting to receive services shall be referred to as “Chapter Name”, and the party who will be providing the services shall be referred to as “[Contractor Name]”.

[Contractor Name] has a background in Association Management and is willing to provide services to [CHAPTER NAME] based on this background.   [CHAPTER NAME] desires to have services provided by [Contractor Name].

Therefore, the parties agree as follows:  

1.
DESCRIPTION OF SERVICES.  Beginning on January 1, 2001, [Contractor Name] Services will provide the following services (collectively, the “Services”) as the [CHAPTER NAME] Executive Secretary/Administrator:  


A.
Board Development & Organization:  all duties associated with the ongoing support and development of the [CHAPTER NAME] Board of Directors and Board Committees such as organizing and planning Board meetings, orientation of new board members, recording meeting minutes & filing of same, and acting as liaison between the [CHAPTER NAME] Board and its legal counsel, accountant and the National Tooling & Machining Association.              


B.
Financial Services:  maintain [CHAPTER NAME] accounts and general bookkeeping; maintain proper records for IRS filings and submitting appropriate forms to IRS and accountant in a timely manner.                          


C.
Meeting Planning & Organization:  all duties related to planning and organizing [CHAPTER NAME] dinner meetings and Annual Meetings including securing meeting sites, disseminating meeting information, personal phone calls to members, setting meeting format and menu.     


D.
Publications:    design, development and dissemination of [CHAPTER NAME] membership directory, newsletters, meeting flyers, membership information and promotional materials, all membership correspondence, Board materials and reports.                                           


E.
Member Services:  all duties relating to maintaining and improving chapter services and programs including correspondence, attendance at dinner meetings and other events, providing answering and referral services, website oversight and updates, research of issues of technological, governmental, and regulatory importance to the members and the precision custom manufacturing industry.

2.  PERFORMANCE OF SERVICES.  [Contractor Name] shall determine the manner in which the above Services are to be performed and the specific hours to be worked by [Contractor Name].  Additional area(s) of service, other than those listed will be treated as an addition to this agreement(s) and negotiated as such.

3.
PAYMENT.  [Contractor Name] will submit an invoice to [CHAPTER NAME] on a monthly basis for billable hours worked the prior month, up to the amount of $_________ and according to the terms indicated on the attached Purchase Order.  Upon termination of this Agreement, payments under this paragraph shall cease; provided, however, that [Contractor Name] shall be entitled to payments for periods or partial periods that occurred prior to the date of termination and for which [Contractor Name] has not yet been paid.  

4.
TERM/TERMINATION.  This Agreement shall be reviewed yearly by both the [CHAPTER NAME] and [Contractor Name] on or before the 31st of December.  For [CHAPTER NAME], the Board President and/or Association Executive Committee will perform the review.  

5.
RELATIONSHIP OF PARTIES.  It is understood by the parties that [Contractor Name] is an independent contractor with respect to [CHAPTER NAME], and not an employee of [CHAPTER NAME].  [CHAPTER NAME] will not provide fringe benefits, including health insurance benefits, paid vacation, or any other employee benefit, for the benefit [Contractor Name].

6.
CONFIDENTIALITY.  [Contractor Name] recognizes that [CHAPTER NAME] has and will have the following information:


Membership Lists


Financial Information


that are valuable, special and unique assets of [CHAPTER NAME] and need to be protected from improper disclosure.  In consideration for the disclosure of the Information, [Contractor Name] agrees that [Contractor Name] will not at any time during the term of this contract, or in any manner, either directly or indirectly, use any Information for [Contractor Name]’ own benefit, or divulge, disclose, or communicate in any manner any Information to any third party without the prior written consent of [CHAPTER NAME].  [Contractor Name] will protect the Information and treat it as strictly confidential.  A violation of this paragraph shall be a material violation of this Agreement.

7.
RETURN OF RECORDS.  Upon termination of this Agreement, [Contractor Name] shall deliver all records, notes, memoranda and equipment of any nature that are in [Contractor Name]’ possession or under [Contractor Name]’ control and that are [CHAPTER NAME]’s property or relate to [CHAPTER NAME]’s business.

8.
NOTICES.  All notices required or permitted under this Agreement shall be in writing and shall be deemed delivered when delivered in person or deposited in the United States mail, postage prepaid, addressed as follows:

IF for [CHAPTER NAME]:

Name,  [CHAPTER NAME] President

Company Name

Address
IF for [Contractor Name]:

Name

Company Name

Address
Either party may change such address from time to time by providing written notice to the other in the manner set forth above.

9.
ENTIRE AGREEMENT.  This Agreement contains the entire agreement of the parties and there are no other promises or conditions in any other agreement whether oral or written.  This Agreement supersedes any prior written or oral agreements between the parties.

10.
AMENDMENT.  This Agreement may be modified or amended if the amendment is made in writing and is signed by both parties.

11.
SEVERABILITY.  If any provision of this Agreement shall be held to be invalid or unenforceable for any reason, the remaining provisions shall continue to be valid and enforceable.  If a court finds that any provision of this Agreement is invalid or unenforceable, but that by limiting such provision it would become valid and enforceable, then such provision shall be deemed to be written, construed, and enforced as so limited.

12.
WAIVER OF CONTRACTUAL RIGHT.  The failure of either party to enforce any provision of this Agreement shall not be construed as a waiver or limitation of that party’s right to subsequently enforce and compel strict compliance with every provision of this Agreement.

13.
APPLICABLE LAW.  This Agreement shall be governed by the laws of the State of _________________.

Party receiving services:

Chapter Name
By:
____________________________________________________


Name

President

Party providing services:

Contractor Business Name
By:
____________________________________________________


Name

Management & Administrative Services




