DATE

CLIENT

ADDRESS

ADDRESS

Letter of Agreement

Dear XXXXX:
CONSULTANT NAME is excited to begin working with CLIENT.  The following describes the basic terms of our agreement.

1. Effective Date:  Month/Date/Year - Month/Date/Year

Agency Retainer:  Three (3) month project at $XXXXXX per month, for a total of XXXXXX for three (3) months, with a three (3) month program review and the option to renew/continue



Invoices will be billed as follows:

· $X,000 due at the signing of the agreement

· $X,000 due at the first of each month thereafter

Late fees will be assessed at 5% each week late (including new total) for every retainer which is 30 days overdue. There is a $30 service charge on all returned checks.
Taxes: CONSULTANT NAME is responsible for paying when due all income taxes, including estimated taxes, incurred as a result of the compensation paid by CLIENT for services under this agreement.
Hours: CONSULTANT NAME shall not be required to devote full time, attention, and energy to the performance of agency’s duties pursuant to this agreement. CONSULTANT NAME agrees to devote the necessary time and make the best efforts towards performance of contracted services.

2. Indemnification Clause: CONSULTANT NAME is not an employee of JBLH Communications or NeedPRNow. CONSULTANT NAME will obtain prior approval from CLIENT before issuing any press release, white paper or other written document for public consumption so that CLIENT is fully aware of all claims, statements or presentations made by CONSULTANT NAME on CLIENT’s behalf. Therefore, CLIENT will indemnify and hold harmless CONSULTANT NAME, JBLH Communications/NeedPRNow, its officers, directors, employees, sub licensees, customers and agents from and against any and all claims, losses, liabilities, damages, expenses and costs (including attorneys’ fees and court costs) that result from statements, presentations, claims, publication of documents in any medium and other actions that CONSULTANT NAME undertakes on CLIENT’s behalf to satisfy the terms and intent of this Agreement, provided that CONSULTANT NAME gives CLIENT written notice of any such Claim and CLIENT has the right to participate in the defense of any such Claim at its expense.
3. Services to Be Performed by PR Consultant: CONSULTANT NAME agrees to perform services within the realm of a public relations agency. Services include: public relations, media relations, crisis communications, and basic press kit materials, press releases, targeted media list, pitch letters, basic competitive analysis and basic media training (and other materials listed on NeedPRNow). Additional services, as posted on NeedPRNow may be included (and may be included at an additional expense, at cost, as well); these are to be determined during the execution of the public relations program. CONSULTANT NAME will determine the method, details, and means of performing the above described services.
Reviews: CONSULTANT NAME will provide written status reports every two (2) weeks to CLIENT, and a final report at the end of the project. In addition, during the weeks that a status report is not provided, CONSULTANT NAME will conduct 2-3 weekly conference calls with CLIENT to review materials, progress, effectiveness of program, possible expansion of program and increasing budget for the program and team. At the end of the three (3) month program, the relationship will be reviewed and a decision will be made to continue or to end the relationship.  Should the program continue and expand, the monthly retainer flat fee may be subject to change at a later date during the execution of the public relations program. Should the monthly flat rate fee change, this will be agreed upon and signified by a signed agreement between both parties, CLIENT and CONSULTANT NAME, in a new and revised contract.
Employees/Subcontractors: CONSULTANT NAME may, at the Consultant’s expense, use any employees or subcontractors deemed necessary to perform the services required of the agency by this agreement.  CLIENT shall not control, direct or supervise PR Consultant’s employees or subcontractors performance of those services.
4. Out-of-Pocket Expenses:  Billed to Client at direct Consultant cost, without mark-up.

A. Fees do not include the cost of press release distribution, international/long distance phone calls, any faxing fees, duplication/printing fees, FedEx/UPS, messenger service, mailing, office/press kit/stationery supplies, production and postage.  Any fees incurred listed above will be billed separately.

B. Transportation to/from meetings/interviews, hotel and TV taping will also be billed to CLIENT.  All expenses over $150 must receive written approval. CONSULTANT NAME will provide at least one (1) to four (4) weeks notice for any necessary travel expenses, to allow CLIENT and CONSULTANT NAME to obtain the most cost effective means of transportation and accommodation. CONSULTANT NAME shall only incur these additional necessary expenses with the prior written approval of CLIENT.

The following, if necessary to be used, will be billed separately, either directly to CLIENT or CONSULTANT NAME (then to the client), whichever can be most easily set up, at direct cost, without mark-up:

i. Clipping and video monitoring services and media leads (VMS, Multivision, Burrelle'sLuce, Cision, MediaMap, ProfNet, PR Leads, etc.)

ii. Press release wire services (PR Newswire, Business Wire, HispanicWire, PRWeb, InternetWire, CSRWire, UWire, MarketWire, eReleases, PR Log, etc.)
iii. Satellite Media Tours (SMTs)
iv. Radio Media Tours (RMTs)

v. Electronic Press Kits (EPKs)/Production of Videos
vi. Trade Show Booth Expert

vii. Holiday Gift Guide Shows/Special Events and/or Celebrity Gift Bag Opportunities
viii. Website, SEO, and/or Graphics Designer/Expert
ix. Translation Services

x. Award Submissions
xi. Photographer, Videographer, Camera Crew, Messenger
xii. Event services including event planner (if necessary), room rental, catering, invitations, furniture rentals, lighting/staging, decoration, etc.
xiii. Marketing services, not related to PR
xiv. International Public Relations

xv. Premium Items (Promotional Marketing)
xvi. Travel expenses (Air, Hotel, Transportation, Meals, etc.)

5. Referral Fees:  While CONSULTANT NAME appreciates client referrals for new business, CONSULTANT NAME does not pay referral fees of any kind for that business.
6. Confidentiality: CONSULTANT NAME will keep all information deemed confidential, confidential.  That means we will not share that information verbally, in writing, or digitally with anyone without your express approval.

7. Intellectual Property:  All materials prepared by CONSULTANT NAME for CLIENT belong to you and will be returned if and when our agreement concludes.  The only exceptions are our proprietary media mailing lists and special programs conceived by CONSULTANT NAME but rejected by you.

Competition: CONSULTANT NAME agrees not to engage in any unfair competition with CLIENT and will not sign agreements with other clients in the same space/industry while this agreement is under contract. CONSULTANT NAME shall not misuse, misappropriate, or disclose any of the trade secrets described herein, directly or indirectly, or use in any way, either during the term of this agreement or any time thereafter.

8. Dispute Resolution:  We mutually agree to resolve any dispute in the most fair and expeditious manner possible. This agreement shall be governed by the laws of the State of STATE.
9. Waiver: The failure of either party to insist on strict compliance with any of the terms, covenants, or conditions of this agreement by the other party shall not be deemed a waiver of 
that term, covenant, or condition, nor shall any waiver or relinquishment of any right or power at any one time or times be deemed a waiver or relinquishment of that right or power for all or any other times.
Partial Invalidity: If any provision in the agreement is held by a court of competent jurisdiction to be invalid, void, or unenforceable, the remaining provisions shall nevertheless continue in full force without being impaired or invalidated in any way.

Attorney’s Fees: If any legal action is commenced or necessary to enforce or interpret the terms of this agreement, each party will be responsible for their own legal fees, and the prevailing party shall be entitled to necessary disbursements in addition to any relief to which that party may be entitled.

10. Termination:  This agreement ends in 90 days. However, on or about the 90 day mark this relationship will be reviewed and a decision will be made to continue or to end the relationship. Either party may terminate this contract at any time during the relationship.

Early Cancellation: Should early cancellation of the PR program/contract on the Client’s behalf be necessary for whatever reason, CLIENT is required to provide thirty (30) days notice, whereas the initial deposit of $XXXXX will cover the final month of the program.  Should CLIENT not provide thirty (30) days notice, an additional one (1) month fee will be invoiced of $XXXXX to be paid by CLIENT for termination of program without thirty (30) days notice.  Should CLIENT cancel within the first thirty (30) days of program, the first month’s fee will be applied and kept by CONSULTANT NAME. Exception to both parties granted for Force Majeure.

11. Publicity Rights: CONSULTANT NAME is proud to have CLIENT as a client and wants to tell people so in a press release and in our promotional materials, subject to your prior approval, not to be unreasonably withheld. CONSULTANT NAME will not be considered your “PR Agency of Record” (AOR).

12. Responsibility of Client and Consultant: 
RESPONSIBILITY OF CLIENT: Timely approval of press releases and other promotional material; cooperation in setting up a reasonable schedule of media interviews and in timely arrival for appointments with the news media; provision of product samples for the news media and for other promotional opportunities; being honest with your PR Consultant so he/she may do job properly; and timely payment of invoices. 
RESPONSIBILITY OF PR CONSULTANT: Provide best effort on Client’s behalf; create and implement basic public relations campaign; communicate Client’s position truthfully and creatively to the press; make deadlines; distribute promotional material to the press; inform the Client of press feedback in order to improve the campaign; suggest new ways to promote the Client; coach Client in press relations as necessary; provide honest accounting of expenses to Client. 
13. Getting Started: 
a. This agreement supersedes any and all other agreements, either oral and in writing, between the two parties. Any modifications of this agreement will be effective only if they are in writing and signed by both parties.

b. Please sign two (2) copies of this agreement, return one to CONSULTANT NAME, keep the second signed copy on file for your records, and

c. Please include the first payment totaling $XXXXXX, payable to “CONSULTANT NAME”

CONSULTANT NAME is ready to begin immediately and is excited about our future together. 
AGREED AND ACCEPTED


This the ____ day of _____________ of 200_.

CONSULTANT NAME

_________________________________

BY: 


TITLE: PR Consultant

AGREED AND ACCEPTED


This the ____ day of _____________ of 200_.

CLIENT
__________________________________

BY: 


TITLE:

