AMC Institute offers this document as a sample only and may not be held responsible in any way for the implementation of a contract.  Consult your legal advisor.


TERMS OF AGREEMENTPRIVATE 

Association Management Company (AMC) will provide services as described in this agreement and the attached Scope of Services to the Organization’s Name (ASSOCIATION).
Term:




date - date.  This Agreement will renew automatically for 







additional terms of one year each should neither party cancel the Agreement as 





provided below.

Cancellation:



Upon 60 days prior written notice by either party.

Management fee:


$_________Annually for 2000 hours of service through date
· 10% increase effective August 1, 2002 through date
· 10% increase effective August 1, 2003 through date
· Additional increases to be negotiated annually.

The above increases are based on 2000 annual hours of work.  If the Scope of Work increases beyond 2000 annual hours, the annual fee will be reviewed.  

Additional Charges:


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





billed at $___ per hour and work must be pre-approved by the president.

· Copies
   
$ 0.09 each

· Faxes           
$ 1.00 each 

· Broadcast fax
$50

· Transportation
Cost

· Out-of-Pocket
Cost

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

Invoices:



Submitted monthly with the management fee and any additional charges due 





and payable by the first day of each month.

Information & Property

All computer data and paper records prepared by the AMC specifically for 





the ASSOCIATION or prepared or provided by ASSOCIATION, its officers, 





directors, members, or agents, along with supplies purchased by the 






ASSOCIATION are the property of the ASSOCIATION.  Other data and records, 





including regarding the 
operations of the AMC, along with all other supplies and 





property, shall remain the property of the AMC.

Upon termination of this contract, all ASSOCIATION property will be returned to the ASSOCIATION and all outstanding AMC bills will be paid by the ASSOCIATION.






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





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





provided of all data. 






The AMC may retain a copy of ASSOCIATION data and records for archival 





purposes.  Any additional expenses incurred during the transfer process from the 




AMC will be billed according to the contract.

Representation:


AMC is authorized, subject to the approved ASSOCIATION budget and annual 





plan, to acquire on the ASSOCIATION’S behalf and for its benefit, goods and 





services.  Any resulting agreements and/or contracts are the responsibility of 





the ASSOCIATION.

Indemnification:
 

The ASSOCIATION shall indemnify and hold harmless the AMC, 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 the ASSOCIATION, its officers, 





directors, members, or agents, or any act or omission of AMC, its officers, 





directors, employees, or agents acting within the scope of their authority on 





behalf of the ASSOCIATION.  






The AMC shall indemnify and hold harmless the ASSOCIATION 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 the AMC, its officers, directors, 





employees, or agents, that are outside the scope of their authority to act on 





behalf of the ASSOCIATION.   





















 

Confidentiality:


The AMC 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 the ASSOCIATION’S Executive Committee (“the Confidential Materials”), the AMC shall not disclose, distribute or publish such Confidential Materials to any third party, unless otherwise requested by a duly authorized member of the ASSOCIATION’S Executive Committee.

 Miscellaneous


This Agreement and the attached Scope of Services represent the entire understanding of the ASSOCIATION and the AMC 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 the ASSOCIATION and the AMC.






This Agreement is governed by the laws of the State of _____.  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 _______________________________, YEAR.


________________________________    
_________________________________

, President, ASSOCIATION    



, President, AMC

SCOPE OF SERVICES

I. 
CENTRAL OFFICE FACILITIES


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

· 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.

· Provide Conference/Meeting room space for the Board of Directors and Committee meetings.

· Maintain a scheduling calendar of events

· Service ASSOCIATION email address

 II.
MEMBERSHIP INQUIRIES
· Maintain and update membership marketing materials

· Respond to telephone and mail inquiries within 24 hours

· Mail prospective member packets, including applications and personalized letters to all prospects

· Add prospects to computer data base for minimum of six months (or until deemed as “old or unreliable information”) to receive information on meetings

· Respond to email requests

· Assist in the implementation of any ASSOCIATION membership promotion plans  


 III.
MEMBERSHIP PROCESSING
· Receive and record all applications

· Process membership applications per ASSOCIATION procedures

· Send each new member a welcome letter, directory, and other appropriate materials

· Add to member file/mailing list and deposit check

· Add original application to membership files

· Maintain membership applications and related records

· Prior to each Board meeting, prepare a report on membership totals

· Produce, distribute and secure corrected data annually with membership renewal

  IV.

DATABASE DEVELOPMENT
· Develop and modify as necessary
  V. 

FINANCIAL
· Establish and maintain a quality financial accounting system

· Prepare, mail and collect income from dues, workshops and seminars, meetings, advertising, etc.

· Collect, record and deposit to checking account all cash and checks as received by mail or at events

· Re-bill outstanding receivables every 30 days

· Invoices not paid within 30 days, report to Treasurer

· Budget preparation

· Process payments to Visa/Master Card/American Express

· Monitor and recommend investment decisions concerning cash assets, administrate such investments (follow ASSOCIATION’S investment policies)

· Notify the Treasurer of due and reinvestment dates

· Monitor all requests for payment comparing them to budget

· Issue checks during the same month 

· Maintain all journals and ledgers

· Balance accounts

· Prepare financial reports, coded by chart of accounts
· Furnish financial statements to the treasurer prior to distribution

· Prepare for external audit by hired accounting firm

· File annual reports and the 990 Federal Tax Report as prepared by auditor

· Send the following reports to the Treasurer on a quarterly basis: Statement of Financial Position, Statement of Activities, General Ledger
VI.  

MEMBER MEETINGS (1 or 2 per year)
· Negotiate contracts

· Interface with Committee

· Prepare program/meeting budget

· Inspect selected site prior to event, as needed

· Conduct a search for location of meetings and recommend to committee for final decision

· Staff shall make all logistical arrangements for member meetings scheduled during the year

· Confirm speakers

· Make necessary arrangements for speakers, special guests and council members as necessary

· Assist in preparing promotional materials and mailing them to members

· Receive and record reservations, keeping the Chair and hotel informed as appropriate

· Mail registrants confirmation materials as necessary

· Prepare badges for pre-registrants, including special designations for Officers, Directors, Chair and others as directed

· Handle on-site registration for each event and work with the site regarding logistics

· Prepare a final attendance report and make deposits or render invoices as needed

· Prepare board and speaker material packets

· Prepare certificate of appreciation, plaque or gift for speakers

VII.  
COMMUNICATIONS
· Implement a member and prospective member communications schedule 
VIII.

WEB SERVICE (Billed additionally at the hourly rate)
· Recommend and support ongoing development and improvements to the Homepage and email system
· Update site as necessary
· Receive and respond to requests from the Homepage and Email system
IX.  

BOARD  MEETINGS
· Prepare Board Information Packets

· Make all logistical arrangements for the Board meeting

· Prepare agenda and appropriate attachments and mail to Board prior to meeting

· Take minutes of meeting, mail to Board

· Maintain a minute book

X.  

STANDING COMMITTEES/AD HOC COMMITTEES/TASK FORCES
· Support the plans of the Marketing Committee

· Support the plans of the Strategic Planning Process

· Support the New Business Referral Service 

· Support the Insurance and Printing Programs

· Support the Awards Committee Programs

XI.

DIRECTORY (HARDCOPY or ONLINE VERSIONS)
· Mail membership renewals and update forms

· Oversee directory production and distribution twice annually

· Update directory online each month

XII.

GOVERNMENT AFFAIRS

· IRS 990 (Billed additionally) Monitor status, communicate with IRS and legal as necessary, and work with members to resolve the inappropriate instruction.

XIII.

Standard Development and Accreditation (Billed additionally at the hourly rate)
· Interface with ANSI, committee, consultant, and legal
· Develop Standard 
· Maintain integrity of Canvass Process
· Submit appropriate ANSI forms and fees
· Track and respond to negative ballots
· Update Standard
· Develop Workbook for Accreditation
· Assist in the presentation of accreditation information to members at meetings
· Oversee accreditation process once the Standard is developed

Insert 


AMC LOGO








PAGE  
1

