Sample Management Contract

YOUR ORGANIZATION
and

Association Management Systems, Inc. (AMS)
Contract Duration
AMS, Inc., proposes a one  or two-year renewable contract period with the YOUR ORGANIZATION.  During the first 120 days, either party may choose cancellation without penalty.  A 30-day notice is required. After the initial contract period, the contract can be re-negotiated by either party. 

Contract Fees
AMS, Inc., will provide a detailed invoice with receipts issued on the 15th of each month.  Payment will be due by the 12th day of the following month.  A late penalty of 1.5% is charged monthly on invoices not paid by the 5th day of the month following invoice.  In addition to administrative fees, direct association expenses will be billed at cost.  Examples of direct expenses would include: telephone and fax charges, direct printing costs, postage and postal fees, duplication, bank fees, etc. 

Association Management Systems, Inc., as an independent contractor, will manage the business operation of the YOUR ORGANIZATION from 207 Third Avenue, Hattiesburg, MS  39401.  Association Management Systems, Inc., will manage employees or independent contractors who shall be acceptable to Association Management Systems, Inc. to perform duties as described below:

……………………………………………………………………………………………………………….

Administration/Management

· Manage day-to-day activities of the YOUR ORGANIZATION office 

· Answer and respond to incoming YOUR ORGANIZATION calls and e-mails

· Maintain standard office hours of operation

· Maintain physical address for shipping and receiving

· Verify adherence to YOUR ORGANIZATION Bylaws and operating procedures

· Maintain official YOUR ORGANIZATION records and documents

Support for the Board of Directors and Committees

· Participate in regular Board of Director meetings

· Provide communication to Board of Directors and Committee Members as required

· Prepare an Executive Director’s report for each board meeting

· Record and circulate Board of Director meeting minutes

· Forward officers names and convention/seminar chairs as directed

· Provide mailing labels as requested

Member and Non-Member Communication

· Maintain a current membership roster

· Send membership renewals and reminders

· Maintain the on-line membership directory, email list, sponsor list and event schedule

· Offer assistance and provide timely referrals as required

· Disseminate membership recruitment information on demand

· Verify and facilitate applications and payments in a timely manner

Convention and Seminars

· Coordinate meeting invitation mailings

· Process registrations and provide confirmation

· Coordinate event logistics and site selection 

· Negotiate hotel contract based on specifications provided by the YOUR ORGANIZATION

· Coordinate and communicate with event planning vendors and talent as required

· Coordinate and recruit vendors and sponsors

· Coordinate meeting attendee material

· Coordinate post-meeting mailings

· Coordinate necessary plaques, signs, banners, awards, speaker merits, etc. as required

Publications

· Publish and distribute YOUR ORGANIZATION newsletters and other publications

· Maintain current and prospective advertiser list and solicit ads and sponsorship when appropriate

………………………………………………………………………………………………………………..



Proposed Fee Structure:  



Additional information is required before a management retainer fee could be determined. Required information such as; 

· the frequency of the board meetings

· convention/seminar meetings details and attendance

· required travel

· the number of association members

· the size and type of publications

· the current condition of the membership database

· potential vendor and advertiser roster

· and financial records. 

Non-retained services are currently billed at a rate equal to $25/hour for clerical duties and $35/hour for administrative duties. Discounts of these rates are available for retained services. The discount is generally a twenty-five percent value to the estimated contact requirements.

Association Management Systems is considered an independent contractor.  YOUR ORGANIZATION would not be responsible for payroll taxes, employee benefits or other employee-related liabilities.  AMS employees are bonded and fully insured. 
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