PERSONAL/PROFESSIONAL SERVICE AGREEMENT

This Agreement is made between the Minnesota Association of Assessing Officers (MAAO) and INSERT CONTRACTOR NAME (Contractor) for contracting services to be provided under the terms of this agreement.

The parties agree as follows:

1. TERM AND COMPENSATION OF THE AGREEMENT

Contract Period: Contractor agrees to furnish services to MAAO commencing April 1, 2026 and terminating October 31, 2026 unless terminated earlier in accordance with the termination provisions of this Agreement. 

Monthly Fee: Contractor shall be paid at a rate of $XXXX.XX monthly for services provided.  No contractor expenses will be reimbursed by MAAO.   

2. PAYMENT FOR SERVICES

Contractor shall submit monthly invoices for services rendered.  Payment shall be made within thirty (30) days from receipt of invoice.  

3. SERVICES TO BE PROVIDED

	General Course Management, including courses/general sessions offered at Summer and Fall Conference
· Managing course materials, exams, and supporting documents.  Services include the following but not limited to:
· Continuing Education Credit and/or PACE Credit documentation review/submittal to Minnesota State Board of Assessors or Minnesota Department of Revenue (MN DOR)
· Maintain document libraries & files associated with MAAO Courses
· Maintain course webpage, communications, online registrations, waitlist, and feedback surveys
· Processing post-course attendance data, certificates, and completion records
· Coordinating instructors, registrants, and/or any vendors.  Services include the following but are not limited to:
· Responding to course related inquiries via phone and email
· Troubleshooting online course registration/account issues
· Assisting the Finance Officer, Treasurer with billing/payment related matters/issues
· Providing on-call support services day of for any course
· Coordinating Venues & Service Providers.  Services include the following but are not limited to:
· Negotiating, managing, and executing contracts
· Managing relationships with hotels or other venues as well as any 3rd party service provided for technology or food services pertaining to scheduled courses. 
· Assisting the Finance Officer, Treasurer with billing/payment related matters/issues
· Annual Course Scheduling/Budget & Revenue projections.  Services include the following but are not limited to:
· Prepare and present proposed yearly course schedules to the Executive Board for review and approval.  
· Solicit feedback by way of survey from the general membership regarding which courses they’d like to see in future years.  Report results to the Executive Board so future scheduling decisions can be made. 
· Maintain and track Revenue and Expense data for each course to aid in MAAO’s larger budgeting process

	Summer Conference & Fall Seminar Coordination
· Collaborate with the current Conference Coordinator(s) to learn those functions in calendar year 2026.  The expectation is that the Education Coordinator will fulfill these organizational needs via future service contract starting in calendar year 2027.  Administrative support for both events will be provided by MAAO Volunteer members
· In-person attendance at all Summer & Fall Conference is required unless discussed and approved by the Executive Board ahead of time.  Expenses for such travel/attendance are the responsibility of the contractor but may be built into the overall contracted amount.  
	
	State Board of Assessor Annual Education Meeting
· Coordinate with Education Committee Chair and attend the State Board of Assessors annual meeting to discuss planned MAAO courses each spring.  The meeting date this year is May 12th.  


4. COMPLIANCE WITH LAWS

In providing all services pursuant to this Agreement, the Contractor shall abide by all statutes, ordinances, rules and regulations pertaining to or regulating the provision of such services, including those now in effect and hereafter adopted.  Any violation of said statutes, ordinances, rules, or regulations shall constitute a material breach of this Agreement and shall entitle the MAAO to terminate this Agreement immediately upon delivery of written notice of termination to the Contractor.

5. FINANCIAL RESPONSIBILITIES

MAAO to provide Contractor with a credit card in the Contractors name for authorized MAAO business expenses. The Contractor is authorized to use the MAAO credit card solely for necessary and approved business expenses incurred in the performance of services under this Agreement, including venue charges, overnight accommodations, course and conference materials, and software. The Contractor agrees to comply with all MAAO’s expense policies, attached hereto as Exhibit A. The Contractor will provide detailed receipts for every transaction to the MAAO Treasurer. MAAO is liable to card provider for all charges made on the card and is responsible for the repayment of all charges to the credit card. The Contractor shall not use the credit card for any personal expenses, cash advances, or any other non-approved purposes. 

Unless otherwise stipulated, Contractor shall be responsible for the following expenses incurred while performing services under this Agreement: automobile, truck, and other travel expenses; vehicle maintenance and repair costs; vehicle and other license fees and permits; insurance premiums; road, fuel, and other taxes; fines; and radio, pager, or cell phone expenses. 




6. DISCLAIMER OF PERSONAL LIABILITY FOR BUSINESS EXPENSES

The Parties expressly agree that all charges made on the MAAO credit card in the Contractor's name for approved business purposes are made on behalf of MAAO and for the MAAO’s benefit. The Contractor is acting in a representative capacity when using the card for such purposes. MAAO acknowledges and agrees that these expenses are MAAO’s financial obligations and not the personal debts of the Contractor.

MAAO expressly assumes full financial responsibility for all charges made on the MAAO Card that are in compliance with the authorized business expenses policy. The Company agrees to pay all such charges, including any associated fees, interest, or penalties, directly to the credit card issuer in a timely manner to prevent late fees or negative impacts on the Contractor's personal credit history. MAAO shall provide the Contractor with regular statements or access to online statements to monitor payments and charges.


7. DISPUTE RESOLUTION

This Agreement shall be governed by the laws of the State of Minnesota. In the event of any dispute or claim arising under or relating to this Agreement, the parties agree to the following dispute resolution process:

1) Informal Negotiation – The parties shall first attempt in good faith to resolve any dispute through direct discussions between authorized representatives.

2) Mediation – If the dispute is not resolved, the parties shall submit the matter to mediation before a mutually agreed upon mediator.

8. TERMINATION

Either MAAO or Contractor may terminate this Agreement without cause by giving thirty
(30) days prior written notice to the other party. In such an event, final payment to Contractor for services rendered (prorated for any partial month) will be paid within thirty (30) days from receipt of complete and acceptable invoice for the same. MAAO shall have no obligation to pay any invoices received more than 120 days after the termination date of this agreement.

9. AUDIT DISCLOSURE AND RETENTION OF RECORDS

The Contractor agrees to make available to duly authorized representatives of the MAAO, for the purpose of audit examination, any books, documents, papers, and records of the Contractor that are pertinent to the Contractor's provision of services hereunder.  The Contractor further agrees to maintain all such required records for six (6) years after receipt of final payment and the closing of all other related matters.

10. ENTIRE AGREEMENT

It is understood and agreed by the parties that the entire agreements of the parties is contained herein and that this Agreement supersedes all oral agreements and negotiations between the parties relating to the subject matter hereof as well as any previous agreements presently in effect between the MAAO and Contractor relating to the subject matter hereof.  The parties hereto revoke any prior oral or written agreement between themselves and hereby agree that this Agreement is the only and complete agreement regarding the subject hereof.

11. MODIFICATIONS

Any material alterations, modifications or variations of the terms of this Agreement shall be valid and enforceable only when they have been reduced to writing as an amendment and signed by the parties.

12. INDEPENDENT CONTRACTOR

It is agreed by the parties that at all times and for all purposes hereunder, the relationship of the Contractor to MAAO is that of an independent contractor and not an employee or agent of MAAO.

13. LIABILITY LIMITATIONS

Professional Services Limitation: Except as otherwise expressly provided herein, Contractor's liability for professional errors or omissions is limited to re-performance of deficient services.

Total Liability Cap: Contractor's total liability under this agreement shall not exceed three (3) months of monthly compensation paid under this contract.

Excluded Damages: Contractor shall not be liable for any indirect, incidental, consequential, special, or punitive damages, including but not limited to loss of good will, reputational damages, lost profits, lost data, or business interruption, regardless of the theory of liability.

14. INDEMNIFICATION

MAAO Indemnification: MAAO shall indemnify, defend, and hold harmless Contractor from any claims, damages, or expenses, including reasonable attorney fees, arising from:
MAAO's negligent acts or omissions (including those of its members, volunteers, employees, agents, contractors, or vendors as well as any other person or party that is not under Contractor’s direct control), MAAO's breach of this agreement, Contractor's performance of services in accordance with MAAO's specific written directions, third-party claims related to MAAO's use of Contractor's work product. 

Contractor Indemnification: Contractor shall indemnify MAAO only for claims, damages, or expenses directly resulting from Contractor's gross negligence or willful misconduct.

15. INTELLECTUAL PROPERTY

MAAO Work Product Rights: MAAO owns specific work products created exclusively for MAAO, including course materials, member databases, and MAAO-specific documentation. 

Contractor Retained Rights: Contractor retains ownership of all proprietary methods, processes, templates, and general knowledge developed or used in providing services.

Pre-Existing Materials: All pre-existing intellectual property remains with its original owner.

16. FORCE MAJEURE

Neither party shall be liable for delays or failures in performance due to circumstances beyond their reasonable control, including but not limited to acts of God, natural disasters, government actions, labor disputes, cyber attacks, or public health emergencies. The affected party must provide prompt written notice and make reasonable efforts to mitigate delays.





































Contractor :



And 

Minnesota Association of Assessing Officers (MAAO)
PO Box 1333
Alexandria, MN 56308


MAAO President
By: ______________________________		
Printed name: Robert Thompson		
Date: ____________________________

MAAO Education Steering Committee Chair
By: ______________________________
Printed name: Mike Wacker
Date: ____________________________

Contractor 
By: ______________________________
Printed name: 
Date: ____________________________












