
THIS MEMORANDUM OF UNDERSTANDING (“MOU”) is made on the ____________day of______________, 2015, between the parties:  Philbrook & Associates of Rockland, Maine, 04841, (hereinafter referred to as “P&A”) and ______________________________________ of ______________________________________ (hereinafter referred to as “Client”). 
(city, state, zip)
1. Introduction

The draft principles outlined in this MOU are intended as a clear definition of the Agreements between the parties who mutually agree that:  1) Client intends to engage P&A on an annual basis as bookkeeper and financial manager, and 2) a definitive Scope of Work and Annual Bookkeeping Service Contract for the anticipated work cannot yet be executed because Client needs are subject to further evaluation by P&A including Client’s business records, accounting systems and clarification of user defined outcomes.
2.
Purpose

The purpose of this document is to record the fact that the parties are: 1) simultaneously entering into a preliminary exploratory bookkeeping engagement, and 2) agreeing to undertake negotiations governing suitable terms and conditions for Annual Bookkeeping Services wherein professional services are to be provided by P&A to Client. 
3.
Price and Payment

The general basis upon which the parties are proceeding is as follows:  P&A’s fees for item(s) 2.1 above are based on all time required to complete the Scope of Work at standardized billing rates for such work, plus out-of-pocket expenses (i.e., postage, envelopes). All billing is calculated at 1/10th of an hour. Rates for this limited engagement are as follows:

· Associate’s bookkeeping work @ $50.00 (fifty dollars) per hour

· Tax work, reporting, and review @ $70.00 (seventy dollars) per hour

· Financial consulting work @ $70.00 (seventy dollars) per hour

· Reimbursable costs at 100% of direct expense

Invoicing is rendered weekly, and all invoices must be paid in full within five days of presentation. In the event of Termination (Paragraph 9), all outstanding invoices, as well as additional billing through the date of termination, are due in full and Client agrees to pay same in full within five days of termination. 
A retainer in the amount $____________ is required before work will begin.
4. Scope of Work 
The Scope of Work may entail some, or all, of the following: organize Client’s records; analyze all Client-provided documents; create/edit/refine a bookkeeping and accounting system suitable for Client needs; prepare accounting software necessary to meet demands; and, advise Client on most appropriate accounting tools required to meet their needs.
5. Due Diligence and Information Delivery
Upon the signing of this MOU, Client will permit P&A, and its advisers, complete and unfettered access to Client’s books, business records and employees so as to enable P&A to complete its analysis of Client’s business records and permit P&A to complete its work in a timely manner.
P&A agrees to perform tasks in a timely and efficient manner.  Such tasks are identified in detail, along with the agreed-upon delivery schedule for the work contemplated in this MOU, in the Scope of Work.   If all required/requested Client documentation is not received by P&A from the Client pursuant to said delivery schedule, it will impede P&A’s ability to perform its services and will result in additional time billed to the Client.  Client agrees to pay all such billing as rendered without limitation. 

No services will be provided, nor bookkeeping started, until adequate information has been received from Client and verified by P&A staff.

6. Exclusive Rights

Throughout the term of this MOU, Client agrees not to negotiate with any other person or company for similar bookkeeping, accounting, or financial services.
7. Binding Effect

This MOU and the discussions resulting from this MOU do not create any future legal or binding rights or obligations with the exception of Paragraphs #3 (Price & Payment); #6 (Exclusive Rights); #7 (Binding Effect); #8 (Confidentiality); #10 (Governing Law); and, #11 (Relationship) until a long-term contractual services agreement is executed.

8. Confidentiality

All information, negotiations and future agreements relating to the discussions and this MOU (including the terms) are confidential, and each party to this MOU agrees to keep them confidential. Confidentiality extends to all employees, contractors and agents or any other person or company associated with the parties.

9. Termination

This MOU will continue in force, unless otherwise terminated as follows: Either party may terminate this MOU by giving one month’s written notice in writing to the other party. Paragraphs 3 (Price & Payment); 7 (Binding Effect); 8 (Confidentiality); and, 10 (Governing Law) survive the termination of this MOU, unless and until the terms and conditions of any subsequent agreement between the parties supersede these clauses.

10. Governing Law

This MOU is governed by the laws of the state of Maine.
11. Relationship

Nothing in this MOU creates a partnership, or relationship of employer or employee, or principal and agent between the parties.
Executed for and on behalf of P&A:



__________________________________
Renee Philbrook, President
Date

Renee Philbrook, Inc., d/b/a Philbrook & Associates


Name of Witness
Signature of Witness

Executed for and on behalf of Client:



__________________________________


Signature & Title
Date

Name of Witness
Signature of Witness
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