[bookmark: _GoBack]Sample Contract for WPPF
________________________________________
By Michelle Cooper

The following sample contract is one way of preparing a contract for a client who has hired you to facilitate a meeting.  It is provided to you as a Word document to edit to suit your style and preferences.

Date
[bookmark: _Toc513205306]To: INSERT ALL COMPANY INFO HERE (NAME, ADDRESS, CONTACT, ETC.)
Dear INSERT NAME OF CONTACT HERE;
Thank you for inviting me to facilitate the “INSERT NAME OF EVENT HERE” session on INSERT MEETING DATE HERE with the INSERT ORGANIZATION HERE. The following outlines my understanding of the terms of our engagement based on our discussions to date. Please return a signed copy of this agreement to me at your earliest convenience. Do not hesitate to call if you have any questions.
Situation as Understood
Provide about 6-8 short paragraphs outlining the situation of why the organization is engaging a consultant and that you are the consultant that they are engaging. State the purpose of the engagement.
Givens
List the “givens” that were identified for the contract
Deliverables
The meeting is expected to achieve:
· List the deliverables
Other desired outcomes include:
· List auxiliary outcomes such as improved staff morale
Role of the Consultant
· Meet with the staff to discuss the meeting outcomes deliverables and design;
· Work with the  staff on planning the event as required;
· Facilitate the meeting on date;
· Prepare and deliver a print ready and/or electronic copy of a summary report of the proceedings, findings and outcomes of the day;
· Provide feedback to the organization about the consultation process;
· Meet with the organization staff or with the staff and Steering Committee if preferred following the event to debrief and to discuss strategies for moving forward.
Role of the Organization
· Meet with the consultant prior to the event to determine the meeting deliverables and design;
· Provide the consultant with background materials to support facilitation;
· Distribute the invitations;
· Print any handout materials;
· Provide the meeting location. The room set up has been discussed and includes:
· Arranging chairs in a circle with no tables 
· Access to breakout space breakout space (this does not necessarily need to be rooms, just space.) Participants can access out of doors during breaks or working sessions if weather permits;
· Use of a cordless microphone;
· Welcome participants as the sponsor of this event;
· Provide meals and refreshments during the meeting;
· Provide flip chart paper, masking tape and coloured markers;
· Copy and distribute the report of the proceedings to participants following the meeting; 
· Meet with the consultant following the event to debrief and discuss strategies for moving forward.
Approach
The consultant will use facilitation methods that enable people to access their individual and collective wisdom and that pay attention to all learning styles. This approach is founded on a belief that the expertise exists among the participants to determine answers to the questions posed. Whole person process facilitation will be the meeting methodology used, which is intended to support creativity, meaningful dialogue, consensus building, action planning, and fun! This is one element of the Genuine Contact Program, a program for building skill and capacity within organizations for working with change. The consultant will create an environment where every person can contribute ideas and no single person’s ideas will have greater influence than another’s in the overall outcome of the meeting. Common side effects of this kind of facilitation include deep learning, relationship building and enhanced communication among participants, which positively impacts future work together.
A draft facilitation plan is attached.
[bookmark: _Toc513205307]Investment 
The consultant’s fees to facilitate this one-day planning session are $AMOUNT plus 7% taxes. The cost includes the consultant’s fees for professional service, related office expenses and travel. 
An invoice for a deposit of fifty per cent (50%) of the total professional fee is attached to confirm the date of the event. The remaining 50% will be invoiced when the report is submitted. Should the client cancel within 14 days of the event, the deposit is not refundable. Fees for professional service for work completed that exceeds the deposit will be invoiced at the time of cancellation. With more that 14 days notice of cancellation, the deposit may be transferred to another date within a one year period. 
I look forward to working with you on this event.

Yours truly,
SIGNATURE AND CONTACT INFORMATION.




__________________________________
Representative of organization

__________________________________
Date

Attachments

Draft Facilitation Plan
Outline the draft plan for the meeting

· The times provided are for planning purposes. I do not usually include them in the agenda that I distribute or put up for the day as the process is fluid and may be adjusted based on the energy of the group.
· Specific “break times” are not allocated as people are invited to get coffee as they move in and out of exercises. The flow of the facilitation process gives people opportunity to take comfort breaks as needed. That will be explained at the beginning.

