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Sample Contract and Terms of Reference 

for the Design of  a Performance Snapshot 
Disclaimer: The only purpose of this sample contract is to serve as an educational example of the contract terms and project work plan and deliverables.
ENGAGEMENT OF SERVICES

BETWEEN

NAME OF CLIENT

AND 

NAME OF CONSULTANT

The following agreement is between the NAME OF CONSULTANT and NAME OF CLIENT. This agreement confirms our understanding of the terms of our engagement.

Description of Services to be Performed:

NAME OF CONSULTANT will work with NAME OF CLIENT to plan and design a  Performance Snapshot for NAME OF CLIENT.  This includes the identification of performance and impact measures, design of a customized reporting  template  (a ‘Performance Snapshot’) and direction on how to develop data for the measures (a ‘Data Development Plan’).  A full description of technical advisory services is described in the project Terms of Reference (Annex A). 
Payment Schedule

Billed upon completion: $2,500 

Term of Contract:

This project will commence upon signature of this contract and will close upon completion of a Performance Snapshot reporting template and a Data Development Plan. 

Confidentiality

NAME OF CONSULTANT shall keep all confidential information of the client in confidence. NAME OF CONSULTANT shall only use the confidential information in connection with the performance of the project and for no other purposes. 

Disclaimer

Notwithstanding any other provision of this agreement, the aggregate liability of NAME OF CONSULTANT on whatever basis, shall not exceed the fee actually received by NAME OF CONSULTANT.  NAME OF CONSULTANT accepts no responsibility for loss of data or software, or failure to adequately back up data or software.

Scope and Termination

This agreement constitutes the entire agreement between the parties hereto relating to the subject matter hereof and supersedes all prior oral and written and all contemporaneous oral negotiations, commitments and understandings of the parties.

Client confidentiality will continue to be maintained following termination.

Should either party wish to terminate this contract, billing will be negotiated based on work performed.  

All work performed will become the sole property of the client.

Unless the Client may otherwise agree, no changes shall be made in the personnel.

Governing Law

This agreement shall be construed and interpreted in accordance with the laws of xxxxx.
SIGNED

_______________________________ 

____________________________

NAME OF CONSULTANT



Date

_______________________________ 

____________________________

NAME OF CLIENT 




Date

Technical Support – NAME OF CLIENT

STATEMENT OF WORK

Work Activities
NAME OF CONSULTANT will design a Performance Snapshot for NAME OF CLIENT.

The Performance Snapshot is an at-a-glance report that efficiently communicates program impact. The Snapshot will be designed using a guided process involving the staff of each social enterprise. This process works out the “need-to-knows” that are essential to establishing an organizational story. Working through this process can uncover valuable insights into what really drives mission performance and business success.

This work will be conducted by Bryn Sadownik. 

Deliverables

We will provide:

• A design of a Performance Snapshot that is aligned to NAME OF CLIENT’s organizational development objectives, and which also provides information relevant to NAME OF CLIENT’s reporting needs.

• An initial Performance Snapshot that includes currently available data.

• Identification of additional data development that would be beneficial to the future development of the Snapshot.

The Performance Snapshot will be designed to communicate how NAME OF CLIENT creates overall value as an organization, particularly in terms of being a leader in social innovation and social finance. 
Process

The work will take place between ADD DATES. Here is an approximate timeline and associated milestones.

ADD DATE

NAME OF CLIENT goals are clearly mapped to performance indicators and data sources.
A clear purpose, audience and format are identified for the Performance Snapshot.

ADD DATE

Snapshot design complete

ADD DATE

Snapshot developed with real data (only data that are currently available or easily developed)

ADD DATE

A data development plan is outlined for missing data
 
The snapshot will be developed in ADD FORMAT.  If an interactive format is desired, we will provide you with a Flash file that can be used in a presentation and/or on a website. The scope of work will not include a copy of the SAP Crystal Dashboard Design software or software training, though we will provide guidance on how it could be acquired. 

Project Budget

	Rate
	 $     x
	/hour

	Hours support 
	30
	

	
	
	

	Total
	 $  x 
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