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Chad Ammon
PROPOSAL/CONTRACT
American Planning Association, California Chapter

2012 Annual Conference – Rancho Mirage, CA
Date: October 25, 2011
DATES:
October 21 – 24, 2012
LOCATION:
Rancho Mirage, CA
AUDIENCE:
1,100 attendees (projected)
SERVICES:
Results Delivered, LLC/ThinkREG will provide Meetings Xceptional/APACA with the following items:

· Registration Management Services

· Online Registration and Reporting

· Payment Processing

· Onsite Badge Printing and Production
· Onsite Registration Management

Registration Management Services:

Results Delivered, LLC/ThinkREG Registration Management Services include:
· Reports the client asks to run and emailed by Results Delivered, LLC/ThinkREG on the clients behalf

· Registrant receipt requests processed by Results Delivered, LLC/ThinkREG on the clients behalf

· Registrant changes processed by Results Delivered, LLC/ThinkREG on the clients behalf

· Updating registrant survey or demographic information

· Updating registrant payment information


COST:

· Results Delivered, LLC/ThinkREG Management Fee



*25 hours @ $75 hour (estimate)

1,875.00*



*Based on actual




Subtotal
1,875.00


Registration and Reporting: 


Results Delivered, LLC/ThinkREG will manage the attendee registration and web-based registration services, including: 

· A web link for web-based registration. Results Delivered, LLC/ThinkREG will load the customized online Registration Page on our secure server and link the page to the conference web site.  The online page will maintain the same “look and feel” as your overall web site.  In addition, Results Delivered, LLC/ThinkREG will assist with creation of separate pages and reporting for attendees, speakers, and staff registration.
· Real-time, on-line registration reports.  All report templates are available to you in a password-protected section of the Results Delivered, LLC/ThinkREG web site. All reports can be exported in multiple file formats, all reports are real-time. Reports can be viewed within a web browser, or downloaded to Microsoft Excel.
COST:


· Online Registration Form(s) Development/Setup
1,500.00*

*Up to 3 registration forms 

(such as:  attendee, exhibitor, and sponsor), 

plus review and confirmation page.

*Includes 20 hours of registration form creation and 

event “look and feel” implementation ($75/hr thereafter)


*all elements must be provided by client
· Registration processing

1 – 500 Attendees @ $5.00 each* (minimum)
2,500.00*

501 – 1,100 Attendees @ $5.00 each**
3,000.00**

1,101 + Attendees @ $5.00 each**
*Minimum registration processing @ 500 attendees

**Additional registrations based on actual usage


· Registration by fax, or postal mail

Optional


$9.50 per registrant
*Based on actual usage


· Registration by phone (9AM to 5PM PST)
Optional
Toll Free or 916 Area Code


$9.50 per registrant, plus related phone service fees.
*Based on actual usage


· Custom Reporting

                               As Quoted







Subtotal


    7,000.00


Payment Processing:
· Payments made by check will be handled by Meetings Xceptional/APACA. The client will also handle deposits for these transactions, as well as account reconciliation.


· Payments made online via Credit Card will be deposited into the Results Delivered, LLC/ThinkREG merchant account.  Results Delivered, LLC/ThinkREG will handle reconciliation for payments deposited to Results Delivered, LLC/ThinkREG merchant account. Results Delivered, LLC/ThinkREG will make 3 attempts to charge declined cards, as well as reasonable attempts to resolve “charge-backs”. Payments online via credit card will be made via the discount rate and payment schedule below.
· If an attendee contests a charge, a $35.00 chargeback fee will be assessed to client for each occurrence.  Results Delivered, LLC/ThinkREG will attempt to recoup the charge by contacting the disputing party and the credit card company within the first five business days of receiving the chargeback notification.  If after three reasonable attempts the chargeback is not reversed, Results Delivered, LLC/ThinkREG will turn the case over to the client for further follow up.  Results Delivered, LLC/ThinkREG will not be financially responsible for covering contested charges.




Current Credit Card Processing Fees:
	Discount Rate Visa/MC/Discover
	4.25%

	Discount Rate American Express
	4.29%

	Setup Fee for Results Delivered, LLC/ThinkREG merchant account usage
	$0.00

	Per Transaction Fee
	$0.00 




Credit Card Payment Schedule:

Credit card payments are held for a brief period to allow for any charge-backs or refunds which may need to be issued.  Payment schedule is as follows:



Credit Card Charge Date
                                               Check to Client



Between the 1PstP and 15PthP of the month
                             The 7th day of the following month



Between the 16PthP and last day of the month                    The 21st day of the following month
Onsite Badge Printing/Production: 

Client will provide conference badge stock (4”x3”, 4-color logo, white paper).  Client will print the conference logo, attendees first and last name, and attendee’s company.  Results Delivered, LLC/ThinkREG will print any onsite badges/re-prints and so on.   In addition, Results Delivered, LLC/ThinkREG will provide backup basic clear plastic badge holders.  Lanyards are also available.  Client must provide sample of badge stock at least one month prior to first day of onsite registration.
COST:



· Results Delivered, LLC/ThinkREG Management Fee for


Badge Layout/Quality Control Review
handled by client
· Paper Stock (4”x3”, 4-color logo, paper):
provided by client

                   


· Onsite/Re-print Badge Printing and Production 100 @ $1.00*
100.00
       *Based on actual usage




· Additional Badge Holders (4”x3” plain clear plastic)


100 @ $2.00 each*

200.00


*Based on actual usage

                             


        

Subtotal
300.00


Onsite Registration and Support: 


Results Delivered, LLC/ThinkREG will provide one onsite staffer to coordinate onsite conference registration, badge production, and payment processing (if client is utilizing Results Delivered, LLC/ThinkREG for payment processing – also requires high speed Internet connection), including:

· One Registration Manager responsible registration set-up and operation of the registration desk 

· Local Registration Staff (provided by client)
6 Registration Counters (Peak Days)

Saturday, October 20 – Travel/Setup**

**(registration counters must be ready for set up by 10 am, 10/20)

Sunday, October 21 – Reg Open, 9 am – 6 pm

Monday, October 22 – Reg Open, 7 am – 6 pm

Tuesday, October 23 -- Reg Open, 7 am – 6 pm

Wednesday, October 24 – Reg Open, 7 am – 12 pm

COST:

· One Registration Manager




2,750.00
5 Days @ $550 per day
· Onsite Local Registration Staff

provided by client

                            
· Onsite Registration Equipment*

1,750.00

5 Laptops @ $200 each

3 Printers for receipts/badges/reports @ $250 each

*Final bill will be based on actual equipment shipped to event
· Onsite Registration Server

395.00

· Onsite Server preparation

                                  395.00

· Travel/Lodging (provided by client)

                                                 TBD


· Staff Per Diem $75 per day

375.00
            
                                 Subtotal
5,665.00



Project Total

$14,840.00*

*Project Total does not include any fees associated with payment processing.           

Terms and Conditions:
Results Delivered, LLC/ThinkREG will bill directly for actual usage on all telephone, fax, postage and shipping charges.  Results Delivered, LLC/ThinkREG will bill directly for all staff travel, food and lodging expenses.  The prices included in this proposal do not include Sales Tax or shipping to the event locations.  Client will be responsible for all onsite registration furniture expenses, Internet connectivity, power, signage, and so on.  
Results Delivered, LLC/ThinkREG will invoice APA California, c/o ATEGO Resources and copy Meetings Xceptional in three installments as follows:

Installment #1
50%
Invoiced at Contract Signing

Installment #2
25%
90 Days prior to the event

Installment #3
balance
Upon event completion
Client will pay all invoices within 30 days of the invoice date.  A finance charge of 1.5% will be accessed to all invoices not paid within 30 days.
Customer Support vs. Registration Management Services

Results Delivered, LLC/ThinkREG will provide support at no charge. 

Support is defined as:

· Results Delivered, LLC/ThinkREG will show the client how to run reports

· Results Delivered, LLC/ThinkREG will show the resend receipts

· Results Delivered, LLC/ThinkREG will show the resend edit attendee details

In the event the client requests Results Delivered, LLC/ThinkREG staff handles these services on their behalf, such services would be billed out as event management services, with a 15 minute minimum. Such services that would fall under event management would be defined as:

· Reports the client asks to run and emailed by Results Delivered, LLC/ThinkREG on the clients behalf

· Registrant receipt requests processed by Results Delivered, LLC/ThinkREG on the clients behalf

· Registrant changes processed by Results Delivered, LLC/ThinkREG on the clients behalf

· Updating registrant survey or demographic information

· Updating registrant payment information

Default pricing for such services are $75/hr unless Call Center or Event Management services and pricing are otherwise defined within the proposal signed and provided to the client.

Onsite Setup Time

If onsite is required, Results Delivered, LLC/ThinkREG requires no fewer than 8 hours of time for setup and testing. Ready for setup means that network is available, power is available, tables or registration counters are assembled. The internet connection MUST be stable, average latency of 80ms or better, 1.5 MBit or better. (T1 or better)

· 4 hours for badge/receipt set up

· 2 hours per server

· 1 hour per printer

· 1 hour per laptop

· Registration form setup

· 30 minutes per form if no fees or payments are involved**

· up to 30 minutes if fees are involved**

· more than 30 minutes if additional changes are required, such as additional payments, removal, or addition of questions**


** Changes to registration forms can be taken care of in advance assuming that registration is closed prior to onsite, with sufficient time that changes can be made during normal office hours.

**If a shorter turnaround time is required, more than one engineer may be used for setup. Such time limits are defined as person-hour. (total amount of uninterrupted labor required to perform a task)

**Additionally, there is a 1 hour period of testing required and a 2 hour minimum for setup.

Onsite Labor / Daily Rate

For simplified billing, Results Delivered, LLC/ThinkREG often provides flat rate pricing for onsite staffing. (e.g. A Network Engineer may be provided at a daily rate of $750 / day) For the purpose of all agreements, a “daily rate” is defined as up to 12 hours. (Excluding meal period(s))

· Work periods in excess of 12 hours will result in an additional fee to the client of 1/6th the daily rate, per hour. This is to cover additional costs incurred by Results Delivered, LLC/ThinkREG.

Additionally, Results Delivered, LLC/ThinkREG, as a California Corporation, strictly adheres to California Labor Law regardless as to which state, province, territory, or country the event is held in. In the event that local labor laws are MORE STRINGENT that California Labor Law, such laws will be followed.  

Some of the more relevant points are listed here.

· A 10-minute paid rest period for every four hours worked

· A 30-minute unpaid meal period for every six hours worked (Results Delivered, LLC/ThinkREG prefers to provide a “clean hour” unpaid lunch where available, but requires a the state minimum of 30-minutes as a minimum requirement)

· Rest period must occur AWAY from the workstation of the staff member

· One and one-half ( 1.5 ) times the employee’s regular rate of pay for all hours worked in excess of eight (8) hours in a given day

· Double ( 2.0 ) the employee’s regular rate of pay for all hours worked in excess of 12 hours in any workday and for all hours worked in excess of eight (8) hours on the seventh (7th) consecutive day of work in a workweek.

· The overtime rate of compensation required to be paid to a nonexempt full-time salaried employee shall be computed by using the employee’s regular hourly salary as one-fortieth (1/40) of the employee’s weekly salary.

· No employee shall be required to work more than 16 hours in a 24-hour period unless by voluntary mutual agreement of the employee and the employer, and no employee shall work more than 24 consecutive hours until said employee receives not less than eight (8) consecutive hours off duty immediately following the 24 consecutive hours of work.

If Results Delivered, LLC/ThinkREG is handling payment processing, Results Delivered, LLC/ThinkREG may withhold up to 10% of registration fees for as many as 180 days from end of conference.  In addition, client must provide Results Delivered, LLC/ThinkREG with their Federal Tax ID #.  Results Delivered, LLC/ThinkREG will also need the necessary information to conduct a client credit check prior to the registration site going live.

Results Delivered, LLC/ThinkREG agrees to all credit card company terms and conditions for payment processing – thus - our clients are required to do the same.  By signing this agreement, client also agrees to the credit card company terms and conditions (if you wish to receive a copy of these terms and conditions, please ask your Results Delivered, LLC/ThinkREG representative).  A few specific credit card payment processing terms and conditions client must agree to:  

Obtain the Cardholder’s Signature:  In a face-to-face environment, the card acceptor must give the cardholder the option of a signature-based transaction. Unless the cardholder uses a PIN, the cardholder must sign a receipt.

Signature Not Required:  Note - This requires proof of delivery, such as a FedEx tracking number, or USPS tracking number showing conference materials were delivered to the BILLING ADDRESS OF THE CARDHOLDER.
Give the Cardholder a Copy of the Receipt:  The card acceptor must provide the cardholder with a true and completed copy of the transaction.
If client does not follow the credit cards terms and conditions, Results Delivered, LLC/ThinkREG will not be financially responsible for covering contested charges, “charge-backs”, and so on.  In all cases, client will be required to cover costs/refunds of such occurrences.

At no time does Results Delivered, LLC/ThinkREG assume any liability for any claims aimed at client or the event stated above in which Results Delivered, LLC/ThinkREG provides services.  Under the terms of this agreement, client assumes all liability.

Cancellation Notice:
If client decides to terminate this agreement at any time, or reschedules the event more than 30 days from the original date, Results Delivered, LLC/ThinkREG will charge a cancellation fee per the following schedule:



0-60 days prior to event:  




100% of agreed upon Fees plus any non-refundable




deposits/expenses incurred by Results Delivered, LLC/ThinkREG



61-180 days prior to event:  





75% of agreed upon Fees 



plus any non-refundable deposits/expenses incurred by Results Delivered, LLC/ThinkREG



More than 180 days prior to event:  
50% of agreed upon Fees plus 



any non-refundable deposits/expenses incurred by Results Delivered, LLC/ThinkREG

Agreed:


APA California

__________________________________
             


Signature                                      Date


__________________________________
             


Name (printed)


Results Delivered, LLC/ThinkREG

__________________________________
             


Signature                                      Date


__________________________________
             


Chad Ammon

