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TERMS OF AGREEMENTPRIVATE 

Administrative Systems, Inc. (ASI) will provide services as described in this agreement and the attached Scope of Services to the International Association of Association Management Companies (IAAMC).
Term:




August 1, 2003  - July 31, 2005.  This Agreement will renew automatically for 





additional terms of two years each should neither party cancel the Agreement as 





provided below.






The management fee will be reviewed and may be adjusted annually based on 





the Scope of Services and as agreed to by both parties.

Cancellation:



This agreement may be cancelled by either party during the term following 180 





days prior written notice. 

Management fee:


$XXXXXXX- Annually for XXXX hours of service 

The above management fee is based on 3792 annual hours of work. If projects arise outside the Scope of Services, ASI will submit a budget for the project to include staff time support.  The president or treasurer may approve the project and related fees.

Additional Charges:


Additional hours of service beyond those listed in the Scope of Services will be 





billed at $XX per hour and work must be pre-approved by the president or 





treasurer.

· Copies
   
$ .XX each

· Faxes           
$ .XX each 

· Broadcast fax
$XX

· Web Hosting
$XX/month

· Transportation
Cost

· Out-of-Pocket
Cost

· Service Charge   
1.5% per month on invoices past 30 days

Invoices:



Submitted monthly with the management fee paid by the first day of the month 





of service.

Information & Property



Ownership:



All computer data and paper records prepared by ASI specifically for IAAMC or 





prepared or provided by IAAMC, its officers, directors, members, or agents, along 




with supplies purchased by IAAMC are the property of IAAMC.  Other data and 





records, including regarding the 
operations of ASI, along with all other supplies 





and property, shall remain the property of the ASI.

Upon termination of this contract, all IAAMC property will be returned to IAAMC and all outstanding ASI bills will be paid by IAAMC.






Computer data will be placed on disks compatible with an IBM format in an 





ASCII file - data fields will be documented on paper - a hard copy will be 





provided of all data. 






ASI may retain a copy of the IAAMC data and records for archival purposes.  Any 




additional expenses incurred during the transfer process from ASI will be billed 





according to the contract.
Representation:


ASI is authorized, subject to the approved IAAMC budget and annual plan, to 





acquire on IAAMC’s behalf and for its benefit, goods and services.  Any resulting 





agreements and/or contracts are the responsibility of IAAMC.

Indemnification:
 

IAAMC shall indemnify and hold harmless ASI, its officers, directors, employees and agents for and against all liabilities related to any and all claims and causes of action by third parties, including but not limited to judgments, verdicts, settlements, fines, court costs, and reasonable attorneys’ fees, resulting from any act or omission of IAAMC, its officers, directors, members, or agents, or any act or omission of ASI, its officers, directors, employees, or agents acting within the scope of their authority on behalf of IAAMC.  







ASI shall indemnify and hold harmless IAAMC its officers, directors, members 
and agents for and against all liabilities related to any and all claims and causes 
of action by third parties, including but not limited to judgments, verdicts, 
settlements, fines, court costs, and reasonable attorneys’ fees, resulting from 
any act or omission of ASI, its officers, directors, employees, or agents, that are 
outside the scope of their authority to act on behalf of IAAMC.   












 

Confidentiality:


ASI agrees that with respect to any and all materials, reports, correspondence, or other documents, which have been stamped or otherwise identified as confidential matters by IAAMC’s Executive Committee (“the Confidential Materials”), ASI shall not disclose, distribute or publish such Confidential Materials to any third party, unless otherwise requested by a duly authorized member of IAAMC’S Executive Committee.

 Accreditation:


ASI will maintain its ANSI/IAAMC Accreditation status throughout the term of this management agreement.

 Miscellaneous:


This Agreement and the attached Scope of Services represent the entire understanding of IAAMC and ASI and supercede any prior or contemporaneous agreements or representations.  This Agreement may be amended only by further written agreement signed by the authorized representatives of IAAMC and ASI






This Agreement is governed by the laws of the State of Illinois.  Any legal proceeding brought to enforce the terms of this Agreement or to seek a remedy for breach of this Agreement shall be brought in State or federal court in the State of Illinois.

Signed this ________________ day of _______________________________, 2003

________________________________    
_________________________________

Russell Snyder, President, IAAMC   

Judith K. Keel, President, ASI

SCOPE OF SERVICES

Central Office Facilities and General Administration


· Provide centrally located office, to serve as IAAMC headquarters, open Monday through Friday, 9:00am - 5:00pm CT

· Mailing address and telephone services

· Provide central files and storage of materials, current and historical

· Maintain working supplies inventory

· Answer and/or route correspondence and telephone calls

· Serve as Registered Agent for the Association.

· Conference/Meeting room space

· Maintain a scheduling calendar of events

· Service IAAMC email address

· Maintain and develop as necessary databases to support the activities of IAAMC
The following list of service areas is in alignment with the 2003/2004 IAAMC budget. ASI will support the following areas of service:

· Membership (Including development of new membership benefits)
· Financial Management & Annual Audit

· Meeting Management (Summer, Winter and two RoadShows)
· Marketing 

· New Business Referral 

· Accreditation

· IRS 

· Standard Maintenance 

· Board of Directors Meetings 

· AMCinstitute Support 

· Awards Committee

· Benchmark (Survey) Committee 

· Web Maintenance

· Nominating Committees
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