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PROFESSIONAL SERVICES and NON-DISCLOSURE AGREEMENT

__________________________________________
__________________________________________
__________________________________________

PHONE: ______________   FAX: ______________
To: ______________________________
This letter shall serve as a letter of agreement between ___________________________ (CLIENT) and PGBC, Inc. - Paul Gunn Business Consulting (CONSULTANT) governing the provision of professional business consulting services for CLIENT by CONSULTANT.

SCOPE

CONSULTANT shall provide professional government contract proposal, pricing, contract cost accounting and related issues advice, training, and support to CLIENT on an as needed basis for such a time as mutually agreed to by CLIENT and by the CONSULTANT.  More specifically, CONSULTANT will assist CLIENT in the review of, and if required, the design and set-up of an acceptable accounting system in accordance with DCAA guidelines, and provide advice and training on indirect costs and rates.  Other guidance and support services that may be required are contract administration, cost proposal support, liaison or representation with DCAA, Prime Contractor and other government auditors, training of accounting staff, and third party reviews as required.  

Notwithstanding the above specific activities, the nature of additional services that may be rendered are many and varied.  Therefore, if requested by CLIENT and upon agreement by CONSULTANT, a retainer-based agreement for availability for ongoing support may be entered into.  Under any such retainer agreement, it is agreed that the CLIENT will be invoiced at a base monthly retainer rate mutually agreed upon by CLIENT and CONSULTANT under a general description (see consideration section below).  The CONSULTANT agrees to be available to CLIENT on an as needed basis to the extent possible.  The CONSULTANT is an independent contractor.

TERM
This agreement shall be effective from _________________ through termination according to terms for work specified and agreed to by CLIENT and the CONSULTANT.  This agreement may be terminated upon 30 days written notice by either party.  This is an ongoing agreement and therefore does not require renewal unless CLIENT and/or CONSULTANT deem it necessary due to material changes in scope of work or consideration.  Payment of invoices for services rendered will act as acceptance of delivery of such services at the invoice price for the period covered on the invoice.

CONSIDERATION

Regular Terms: CONSULTANT shall provide services at a rate mutually agreed upon for the term of this contract and CLIENT shall provide payment to CONSULTANT within 21 days of the date of any invoice for services rendered.  The current hourly billing rate is $230.00 per hour for small businesses (except see discounted rate under Special Discount Terms below).  Billing rates are reviewed annually for escalation in accordance with inflation or other adjustments due to market changes.  The CONSULTANT publishes rate changes at least 30 days prior to any effective change in rates.  Time is billed in ¼-hour increments (0.25 hour/15 minutes) for all effort including telephone, email advice or consultation.  When applicable, time billed will include any travel time over 1 hour round-trip.  Normally, time clocked begins upon leaving the corporate office.

When an engagement involves significant travel time, normally more than 6 hours round-trip, billing will be as follows: Initial Days rate of $4,600 plus travel expenses.  No additional time will be billed for travel.  Each additional day’s rate is $1,840.00 and can be utilized in ½-day increments of $920.00.  The daily rate is based on an average 8-hour day.  Any time over 8 hours in a day will be billed at the then current hourly rate or offset against additional day’s hours if required.  For OCONUS Travel, there is a 30% premium applied to all prices and no discounts.

Special Discount Terms: As a Subscribing Member of our online community and small business contractor, the above regular terms are amended as follows - CLIENT will be billed at a discounted rate of $180.00 per hour in ¼-hour increments.  If this engagement involves significant travel as outlined under the regular terms section above then the fixed daily rate will be invoiced at a discounted rate for the Initial Day of $3,600 plus travel expenses.  Additional days will be invoiced at a discounted rate of $1,440.00 and can be utilized in ½-day increments of $720.00.  For subscribing members of our online community, the discounted rates will continue.  All invoices must be paid promptly to maintain the discounted rate applied.  All other terms as outlined under the regular terms remain the same.
Initial Deposit: Prior to any service to be performed that is expected to be greater than 8 hours, CLIENT agrees to submit an initial good faith deposit of $500.00 unless otherwise mutually agreed due to time constraints.  In such case, a check is to be presented to CONSULTANT at the initial meeting.  This deposit will be applied against future invoices for effort during the 6-month period beginning with the date of this agreement or will be forfeited by CLIENT.

Travel Costs:  Normally, no other travel or other direct expense is expected.  However, if under the terms of this agreement travel is required.  The CLIENT agrees to reimburse CONSULTANT for travel expenses incurred as a result of providing services, within 21 days of the date of such invoice.  To meet government cost allowability requirements under FAR Part 31, travel expenses shall be invoiced, if and when applicable, in accordance with Joint Travel Regulations on a Per Diem Basis for travel in excess of 25 miles from our corporate headquarters.  CLIENT shall not be liable for any other expense except those enumerated above unless mutually agreed.  If required, any other direct cost, such as training materials, will be billed at published rates as posted online.
Ongoing Retainer Agreements: If applicable and requested by CLIENT - CLIENT shall provide payment based on an agreed upon monthly retainer for availability of CONSULTANT to provide services on an as needed basis.  The current minimum monthly retainer is $720.00 per month.  This monthly retainer represents the monthly rate for availability and does not include billing for actual level of effort.   If not effort is required during a monthly period the retainer will still be invoiced and payable by CLIENT.  Retainer will be applied against any effort expended during a monthly period. 

NON DISCLOSURE and CONFLICT OF INTEREST

The CONSULTANT agrees to abide by any and all restrictions imposed by CLIENT in regard to the safeguarding of the proprietary data furnished to the CONSULTANT during the course of assignment.  The data may be CLIENT generated or furnished by other sources and accessible to CLIENT.  The CONSULTANT agrees not to transfer or cause to be transferred, any proprietary data or knowledge of the existence of such data to any other person, group of persons, company, organization, association, or corporation without a specific written release furnished by CLIENT.  CONSULTANT agrees to obtain any required security clearance and follow any CLIENT generated security manual requirements.  CONSULTANT agrees to attend any CLIENT required training on security issues.  If required, these activities will be billed at the current rates applicable to the CLIENT.

SECURITY

If applicable: In accordance with Paragraph 2-213 of the “National Industrial Security Program Operating Manual,” DoD 5220.2-M, we certify that if (____________) enters into an agreement whereby (Paul Gunn Business Consulting) will provide services requiring access to (Secret) information.  The following guidelines apply:

1.  Except in connection to authorized visits:

a. The consultant shall not possess classified material away from the premises of the using contractor.

b. The using contractor shall not furnish classified material to the consultant at any location other than the premises of the using contractor.

c. The consultant shall accomplish performance of any consulting services that involve the use of classified material only on the premises of the using contractor.

2.  The using contractor shall provide classification guidance to the consultant, and shall brief the consultant as to the security controls and procedures applicable to the consultant’s performance.

3.  The consultant shall not disclose classified information to any unauthorized person.

4. The consultant is the owner of the consulting firm and is the only official/employee of the consulting firm who may provide consulting services pursuant to this agreement unless otherwise agreed.

CONSULTING FIRM




CLIENT FIRM
PGBC, Inc.







Paul Gunn Business Consulting



_______________________________________________
SIGNATURE:  Paul Louis Gunn


SIGNATURE:  ________________________________________








          Signature of Authorized Company Representative

TYPED NAME/TITLE:  Paul L. Gunn, Sr., President/CEO

TYPED/PRINTED NAME/TITLE:___________________________________
ADDRESS: Mailing Address




ADDRESS:  ________________________________

    PO Box 5161 





      ____________________________________

     Huntsville, AL 35814




       ________________________________
DATE:  _______________, 2010



DATE:  _____________________________    
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