
DMC ________   Client ________ 

DMC Logo or Letterhead 
Agreement for Services 

 

Date: <Insert today’s date> 
 
 

Program Name: Program Number: 
Client Name:  Program Dates:    
Title:  Client:    
Street Address: # of guests:  
City State and Zip: Fax:    
Telephone:   Email:    

 
This Service Agreement (Agreement) is a contract by and between [DMC Name] (“DMC”), and [Client Name] [CLIENT]). This Agreement contains 
proprietary information, which may not be reproduced or disclosed by Client except to representatives, attorneys, and accountants of Client. It will be 
binding when signed by authorized representatives of both parties. A signed copy of this Agreement and the initial payment is due by <date> in order 
to hold the dates.   Any alterations to this agreement considered void unless inititaled by both parties. 

 
The parties agree as follows: 

 
1. RESPONSIBILITIES 
Subject to the terms and conditions set forth in this Agreement, DMC shall provide the services specified in the proposal attached as “Attachment A” 
(hereafter referred to as “Event Services”), and subsequent schedules of services as signed by the Client, and incorporated in this Agreement by this 
reference.  Unless otherwise agreed to in writing, DMC shall be appointed by the Client to act as the exclusive provider of Event Services for the 
Program and, as such, will have the necessary authority to act on the Client’s behalf with respect to the organization and management of the 
Program. DMC will make payment to service providers, provided that Client has paid DMC in accordance with this Agreement. 

 
It is understood and agreed that DMC shall have the right on behalf of and in the name of Client to contract with third parties for necessary services, 
suppliers, equipment or otherwise in the carrying out of duties and services outlined in this Agreement. It is specifically understood by both parties that 
DMC is not the employee of Client or any of DMC’s suppliers or subcontractors and that DMC’s relationship with Client, suppliers and subcontractors 
is that of independent contractor acting as a special agent with authority to implement all contracted services described in this Agreement or later 
agreed to by the Parties. In any actions undertaken for Client, DMC’s liability is limited to that of an authorized agent.  

 
2. CLIENT REQUESTED MODIFICATIONS 
Subsequent to the date of this Agreement, it may be necessary for Client to make certain modifications to the Agreement then in effect. Client will 
advise DMC of any modifications or corrections to the Event Services in writing. In such event, and upon receipt of Client’s requested modifications, 
DMC agrees to use its best efforts to accommodate the requested modifications of Client.  In the event DMC is able to accommodate such requested 
modifications, DMC will notify Client of the change in price and DMC shall prepare an Addendum, or an executed change order, which shall 
supersede the previous Agreement then in effect. In the event DMC is unable to accommodate Client’s requested modifications, or in the event Client 
does not approve the prices and terms set forth in the revised Addendum, Client and DMC shall continue to remain obligated to perform their 
respective obligations pursuant to this Agreement and pursuant to the revised Addendum then in effect. 

 
3. TERMS OF PAYMENT 
Total estimated client costs for the program are provided hereto in attached Attachment A. Any additional Event Services costs incurred at the request 
of the Client shall be billed as outlined in subsequent revised schedules of service in accordance with the terms of this Agreement. All rates include a 
professional services fee and/or fees for accounting, supervision, and coordination unless otherwise noted.  

 
A. Initial Payment 

A nonrefundable initial payment of <insert currency> (or xx% of estimated services as outlined in Attachment A) is required upon 
commencement of a written or oral agreement.  

 
B. Payment Schedule 

 
Nonrefundable Initial Payment  
 $   Due on:  DAY, MONTH DATE, YEAR 
Additional Payments (Nonrefundable payments will be indicated as such.) 
 $   Due on:  DAY, MONTH DATE, YEAR 
                $   Due on:  DAY, MONTH DATE, YEAR 
Final Balance 
 $   Due on:  DAY, MONTH DATE, YEAR 
This amount represents the final balance based on the original contracted fees and any mutually agreed upon changes.  The final invoice 
will reflect this balance plus any additional approved expenses. Final payment must be received by DMC within 10 business days from 
date of final invoice. 
Payments  Past Due 
In the event the additional payment is not received by the date listed, even with a signed Agreement, DMC reserves the right to cancel 
any and all services and terminate this Agreement.   
Funds must be received in DMC accounts before delivery of services. 
Additional Payments 
If there is an increase in the estimated program cost prior to the operation of the program, Client agrees to make an additional payment 
to ensure that the total additional payment(s) is/are equal to xx% of the estimated program total prior to the commencement of the 
program. 

 
 
 

C. Method of Payment 
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Payment is to be made in <insert currency> by check drawn on a <insert country> bank or by wire transfer.  Prices quoted in Attachment A 
reflect a x% cash discount for payment made by check or wire transfer.  If payment is not made by check or wire transfer, the discount shall 
be rescinded. These charges will be reflected in the final invoice.   

 
D. Credit card authorization for all Agreements 

Signed credit card authorization is required as a payment guarantee.  If payments, installments or final payments are not received by the 
due date per the above schedule, then the overdue payment will be charged to the credit card on hold.  If payment is paid with credit card, 
final balance will also be charged to credit card at conclusion of program unless other arrangements are made. 

 
E. Past Due 

Final payment is due 10 days after date of final invoice.  A 1.5% service charge on balance per month will be added.  Additionally, should 
any additional charges or costs be accrued with any contracting party because of a delay in payment by Client, Client will be responsible for 
such amounts.   
 

F. Guarantees 
Unless otherwise noted on Attachment A, a final guarantee is due on all services <number> (X) business days prior to operation.  If the final 
guarantee is less than the minimum guarantee upon which the price listed on Attachment A was based, the minimum guarantee will apply. 
Client will be billed for guarantee or actual attendance, whichever is greater.   
 

G. Reduction of Services 
DMC has prepared this program to Client’s specifications including time invested preparing, costing, and confirming all logistics of the 
program.  In the event Client reduces the scope of services as contracted herein, the Client shall be subject to a management fee equal to 
$X per hour to cover the DMC’s time and resources. Itemized accounting of time will be provided.  

 
4. CANCELLATION OR INABILITY TO PERFORM BY CLIENT 
In the event Client should cancel the Program, or DMC’s services, (other than as outlined in Force Majeure, Section 6) or other material breach of this 
Agreement by the Client, or Client representative, both parties acknowledge that it would be difficult to ascertain the exact amount of damages that 
DMC may suffer due to lost revenue, staff time, and unrecoverable expenses.   As such, in the event of cancellation of all or any part of Services by 
the Client, the parties agree to liquidate damages and agree that the formulas specified below are a reasonable attempt to calculate actual damages 
suffered by DMC and not a penalty. Client agrees to pay DMC as liquidated damages and not as a penalty, the actual direct costs, including labor 
costs expended or incurred by DMC and the charges of DMC’s vendors and suppliers, in connection with the cancelled Services, together with a 
cancellation fee for the canceled services, in the following amounts: 

 
A. Transportation and Staff (other than complete program cancellation): 

1. Staff and motor coaches cancelled within fourteen (14) days of scheduled service are subject to a cancellation fee of X% 
2. Staff and motor coaches cancelled within seventy-two (72) hours of scheduled service are subject to a cancellation fee of X% 
3. Minicoaches and vans cancelled within seventy-two (72) hours of scheduled service are subject to a cancellation fee of X% 
4. Sedans cancelled within X (X) hours of scheduled service are subject to a cancellation fee of X%. 
 

B. Other individual service (e.g. Décor/entertainment/activities) or complete program cancellation will apply to estimated service/program total 
then in effect at time of service or program cancellation, less non-refundable payments. Percentage charged is calculated from the date of 
program or activities cancellation to the date of program or activities commencement as follows: 
 
1. Ninety-one (91) or more days prior to the beginning of the program, is subject to a cancellation fee equal to $_______ or X% of the 

estimated program/service total at time of cancellation; 
2. Ninety (90 to sixty-one (61) days prior to the beginning of the program, is subject to a cancellation fee equal to $_____ or X% of the 

estimated program/service total at time of cancellation; 
3. Sixty (60) to thirty-one (31) days prior to the beginning of the program, is subject to a cancellation fee equal to $_______ or X% of the 

estimated program/service total at time of cancellation; 
4. Thirty (30) to fifteen (15) days prior to the beginning of the program, is subject to a cancellation fee equal to $_______ or X% of the 

estimated program/service total at time of cancellation; 
5. Fourteen (14) or less prior to the beginning of the program, is subject to a cancellation fee equal to $_______ or X% of the estimated 

program/service total at time of cancellation. 
 

C. For all cancellations, it is understood and agreed by Client that DMC may retain any prepayments made by Client as payment toward any 
cancellation fee.  All cancellations must be in writing to DMC and any cancellations payments still due must be paid to DMC within 10 days 
of cancellation. 
 

5. CANCELLATION OR INABILITY TO PERFORM BY DMC  
A. DMC will make every effort to conduct the program as described, however, reserves the right to make adjustments to programs without 

affecting their material nature or overall quality.  Should situations beyond the control of DMC make changes necessary, DMC will work with 
Client on any such changes. DMC reserves the right to make equitable substitutions when necessary. Additionally, DMC will not be liable for 
any delays in performance due to causes beyond its control, including acts of third-party suppliers to the Program. 
 

B. In the event DMC breaches its obligations under this agreement for any reason other than as defined in Force Majeure (Section 6), then 
DMC shall return to Client its payments in full (for complete nonperformance) or the full amount paid for that (or those) service(s) not 
provided (for partial nonperformance). In no event shall DMC be liable for incidental or consequential damages sustained by Client arising 
out of any claimed breach of this agreement. DMC makes no warranties, expressed or implied. 

 
6. FORCE MAJEURE / TERMINATION / EXCUSE OF PERFORMANCE 
Either party may terminate its performance obligations without liability to the extent its performance is affected by acts or occurrences beyond its 
control that makes it impossible to hold the Program or for DMC to provide the services specified herein.   The acts or occurrences that trigger the 
right of either party to terminate this Agreement under the terms of this section include, but are not limited to: acts of God, war, government regulation 
(including governmental advisories, quarantines and curfews), natural disaster, fire, strikes or other labor disputes, curtailment or disruption of 
transportation, civil disorder, terrorism and responses thereto, an act or occurrence creating a significant risk to the participants’ health or safety (as 
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determined by both parties), or affecting a party’s performance.  This Agreement may be terminated without liability for any one of such reasons by 
written notice from one party to the other within ten (10) days from the Force Majeure act or occurrence. If the Program is scheduled for less than ten 
(10) days from the Force Majeure event, notice must be received in writing within twenty-four (24) hours of the Force Majeure event. Should this 
Agreement be terminated according to the terms in this Section, DMC will return to Client any payments previously paid by Client to DMC, less all of 
the following amounts which DMC shall be entitled to retain: any non-recoverable and other out-of-pocket costs DMC has paid or is obligated to pay to 
DMC’s vendors, suppliers and subcontractors, and any costs (including labor) for which DMC has otherwise incurred an obligation to pay, as of the 
time of the Force Majeure Termination, so long as such direct and / or indirect costs are supported by reasonable documentation. DMC shall 
additionally not be liable for delays due to causes beyond its reasonable control. 

 
7.   LIABILITY AND INSURANCE 

 
A.   (1)  DMC will be responsible for the acts or omissions of its employees and will indemnify, hold harmless and defend Client from and 

against any and all demands or asserted claims from third parties for damages to persons or property, or losses and liabilities, including 
reasonable attorney’s fees, arising solely out of DMC’s negligence or willful misconduct in connection with its provision of services (as 
distinguished from the performance or omissions of third-party vendors) under this Agreement. Such indemnification of Client by DMC shall 
be effective unless such damage or injury results, in whole or in part, from the negligence or willful misconduct, acts or omissions of Client, 
its agents, servants or employees, in which case liability shall be apportioned between the parties.  DMC shall not be liable to Client for any 
damages in excess of amount paid by Client for Services performed hereunder. 
 

  (2)  Client acknowledges that DMC does not own, operate, or in any other manner exercise any control or influence over third party 
vendors for the provision of goods and services for the Program specified herein, including the service of alcoholic beverages.  DMC 
accepts no liability for the acts of any vendors. DMC requests each major vendor to agree to hold harmless, indemnify and defend Client 
from asserted claims or losses arising from the use of vendor’s service or product. “Major vendor” means vendors who supply services or 
products for transportation, catering or site venues for Client’s activities.  If a specific major vendor will not agree to hold harmless, 
indemnify and defend Client, DMC will offer another vendor if Client so requests.  If Client wants to be named as an additional insured on a 
vendor’s insurance policy, an additional fee of $XXX will apply.   

 
 (3) Regardless of the vendor used, Client hereby releases, covenants not to sue, and forever discharges DMC, and its owners and 

employees from any and all liability, claims, actions, and causes of actions whatsoever arising out of or related to any loss, damage or injury 
that may be sustained due to the alleged or actual acts or omissions of a vendor of products or services under this contract.  Accordingly, 
Client agrees that it will look solely to the vendor for compensation for said losses, damages or injuries.  

 
 (4)  Client will be responsible for the acts or omissions of its employees and agents and will indemnify, defend and hold harmless DMC 

from and against any and all demands or asserted claims from third parties for damages to person’s or property, or losses and liabilities, 
including reasonable attorney’s fees arising solely out of or caused by the negligence or willful misconduct of Client or any employee, 
member, guest, invitee or agent of Client.. Such indemnification of DMC by Client shall be effective unless such damage or injury results, in 
whole or in part, from the negligence or willful misconduct, acts or omissions of DMC, its agents, servants or employees (as distinguished 
from the performance or omissions of third-party vendors), in which case liability shall be apportioned between the parties. 

 
B. Insurance: DMC and Client both agree to carry Commercial General Liability (CGL) insurance and workers compensation coverage on its 

employees, as applicable, in at least the minimum amounts required by the State of <enter state of DMC>.   
 
C. Liquor Service: If alcoholic beverages are ordered through DMC to be served at Client’s event, Client is at all times responsible for the 

actions of its invitees, agents, other vendors and servers. DMC will not supervise or control the actions of said persons and disclaims any 
and all responsibility for their acts or omissions. Accordingly, Client agrees to indemnify, hold harmless and defend DMC, its employees, 
agents, or contractors from any costs, asserted claims, damages, or judgments resulting from the sale and/or consumption of the alcoholic 
beverages. 

 
D. Liability for Property Damage: Both parties shall be responsible to the other for damage to, theft, or loss of, the other’s property, whether 

owned, leased or rented, arising out of the negligence or willful misconduct of the party causing the damage or loss, including the acts or 
omissions of that party’s employees, agents, guests or Client’s other contractors while they are acting on the behalf or at the direction of 
their principal. Client’s responsibility shall include, without limitation, any damage to, theft, or loss of DMC vehicles, third-party vehicles, 
props, linens, centerpieces (not designed to be taken away by Client). This paragraph is subject to the terms in paragraphs 7(A)(1) through 
7(A)(4), above. 

  
8. ATTORNEYS’ FEES / GOVERNING LAW 
This agreement shall be governed by and construed in accordance with the laws of the state in which DMC has its primary office, without 
reference to any choice of law doctrine. DMC and Client shall use their best efforts to settle any controversy, dispute, or claim arising out of or 
relating to this Agreement, its validity, interpretation, or breach thereof, by negotiation or mediation. If, after 30 days from the first written notice of 
a dispute the parties are not able to agree on any settlement, such controversy, dispute or claim shall be settled by arbitration. Such shall be held 
in the county of DMC’s primary office in accordance with the Commercial Arbitration Rules of the American Arbitration Association. The 
arbitration shall be initiated by either Party delivering to the other a written notice of intention to arbitrate. The Arbitrator(s) shall be appointed by 
and in accordance with the existing procedures of the American Arbitration Association. The arbitration process is binding on the Parties and 
shall be a final resolution of any such dispute to the same extent as a final judgment of a court of competent jurisdiction. If necessary, Judgment 
upon the award rendered by the Arbitrator(s) may be entered in any court having jurisdiction thereof. 

 
The substantially prevailing party in any such arbitration, as decided by the Arbitrator(s), shall be entitled to an award of its reasonable costs and 
expenses incurred in connection with such arbitration, including but not limited to attorney fees and expenses, expert and/or consultant fees and 
expenses, the administration fees and expenses of arbitration, and the compensation and expenses of the arbitrator(s).    

  
9. AMERICANS WITH DISABILITIES ACT (ADA) 
It is the policy of DMC, in complying with applicable ADA regulations, to take all reasonable steps to ensure that all persons with disabilities are given 
equal and reasonable opportunity to access all DMC services.  DMC does not have direct control over private and public property that may be 
requested to be a part of the program. DMC will advise Client of any third party suppliers not in full compliance as DMC becomes aware of such 
instances. At least 72 hours prior to event, Client must provide written notice to DMC with the details of any specific disability that guests may have 
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including any special equipment or service needs. DMC will endeavor to provide reasonable accommodation and access to accommodate any 
attendee with a disability. Client shall pay for additional cost of equipment or services, if any, to accommodate the disabled attendee. 

 
10. MUSIC LICENSING 
Pursuant to the United States Copyright Law (Title 17, USCA) Client understands and acknowledges that Client is responsible and liable for obtaining 
music licenses from the appropriate performing rights organizations and for the payment of all fees due under said licenses if copyrighted music, 
either live or recorded, is to be played or performed during the Program.  

 
11. CLIENT / DMC AUTHORIZED CONTACTS 
The contacts for Client and DMC that are authorized to make changes or modifications to this Agreement, receive notices required by this Agreement, 
or respond to inquiries regarding the Program for Client, are listed below: 

 
  
 For Client:   (Name) or designee 
  (Title) 

 (Address) 
 (Phone) 
 (Fax) 
 (E-mail) 

 
 
 For DMC: (Name) or designee 

 (Title) 
 (Address) 
 (Phone) 
 Fax) 
 (E-mail) 

 
12. MISCELLANEOUS 

 
A. Logo’s and Service Marks:  Client agrees to use the DMC’s logo and service marks only in the manner authorized in writing by DMC. 

DMC agrees not to use Client’s name, logo and service marks without further written authorization, except when referring to Client as an 
organization for whom DMC is providing or has provided services. 

 
B. Printed Material:  If Client prepares a program, brochure or other printed material describing the events referenced in Attachment A, or 

attached addenda, Client will provide such written material to DMC in advance, for DMC’s review and approval of any use of the DMC’s 
service mark and to enable DMC to determine what the participants’ expectation about such events will be.  DMC’s approval will not be 
unreasonably withheld.  DMC agrees to perform such review promptly and at no charge. 

 
C. Waivers of Liability:  Client understands and agrees that certain vendors may require participants in a planned activity to sign waivers of 

liability. In the event that some participants refuse to sign said waivers, but are allowed to participate in the activity, Client will indemnify, 
hold harmless and defend DMC and vendor from and against any asserted claims or judgments for loss or injury, including wrongful death, 
brought by the participant or his/her heirs or estate.  

 
D. Severability or Waiver:  Waiver by either party of any term or condition or breach shall not constitute a waiver of any other term or 

condition or breach of this Agreement.  In the event any provision of this Agreement is held invalid or unenforceable or in the event any 
provision of this Agreement is held invalid or unenforceable in a particular application, then, as the case may be, neither the remaining 
provisions of this Agreement nor other applications of the provisions involved shall be affected thereby. 

 
E. Restrictions on Assignment: Neither party will assign any of its rights or obligations under this Agreement, in whole or in part, without the 

written consent of the other party except in the event of a merger, consolidation or sale of assets of either party where the surviving entity 
continues in the same or substantially similar business as that party, no consent is required.  All terms and conditions of this Agreement will 
be binding upon the assignee(s) of the parties to this Agreement.  Where required, consent will not be unreasonably withheld. Should an 
assignment of this type take place, the new entity agrees to notify the other party within a reasonable time. All representations and 
warranties made and indemnities given in this Agreement by either party will survive the termination or assignment of this Agreement. 
 

F. Entire Agreement: This Agreement, together with Attachment A and any other addenda signed by authorized representatives of the 
parties, represents the entire understanding between DMC and Client with respect to the matters contained or referenced herein and 
supersedes all other representations, communications (including, an example but without limitation, the terms of any purchase order issued 
by Client) and understandings between the parties hereto.  If either party uses a facsimile (fax) transmittal hereto, then the fax copy will 
serve as an original unless an actual original is executed and received by both parties within ten (10) days from such transmittal.  Any 
additional vehicles, props, personnel, amenities or services that may be added to those set forth in “Attachment A”, or attached addends, 
will be subject to all terms and conditions of the Agreement. 
 

G. Notices:   
1) Any notice pertaining to this Agreement must be in writing and will become effective when delivered and received by the intended 

recipient by one of the following methods: 
 

a) Letter sent by certified mail or by overnight carrier, return receipt requested, postage prepaid to intended recipient, or 
 
b) Hand-delivered with a signed receipt, or 
 
c) Facsimile (fax) transmission:  Notice by fax is effective when the sender of the fax has written notice from the intended recipient 

that the fax transmission was received. 
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d) Electronic via email or scanned attachment.  
 

2) Notices to Client and DMC may be sent to the attention of contacts listed and addressed as indicated in Section 11, CLIENT / DMC 
AUTHORIZED CONTACTS, above. The names and addresses may be changed by giving written notice of such change in the manner 
provided in this Agreement for giving notice.  Unless and until written notice is received, the last name and address stated in this 
Agreement will be deemed to continue in effect for all purposes. 

 
13.  AUTHORIZED SIGNATURES 
The persons whose names and signatures appear below, represent and warrant that they have authority to enter into this agreement on behalf of the 
company, firm or organization they purport to represent and hereby agree to the terms set forth herein. 

 
The CLIENT and DMC have executed this agreement on the date set forth below: 

Client Name  
     

Client Contact  Title  Date 
 

DMC Name 
     

DMC Contact  Title  Date 
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Attachment A 
 
 
 
 
Program Name: Program Number: 
Client Name: Program Dates:    
     
 
 
DMC will provide the following Services:   
 
The CLIENT agrees to pay fees for services rendered according to the following: 
 

Day/Date Service Number of Guests Fee

Wednesday, January 02, 2008 1 $0.00

Total $0.00

Estimated Total fees for Transportation Management $0.00

Estimated Total fees for Event Management $0.00

Estimated Total fees for Tour Management $0.00

Estimated Total fees for Dinearound Management $0.00

Total fees for All Services $0.00  
 
Quoted costs are subject to taxes currently in effect. Any change in tax rates or the unanticipated implementation of supplementary fees (i.e. 
energy surcharges) by contracted facilities or vendors will be passed onto CLIENT and reflected in the final bill. 
 
Any additional services requested by the client and not included in this agreement shall be included in final invoice. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please note that prices above are valid for x business days after receipt of this Agreement.  
Certain event elements will not be reserved (and therefore not guaranteed to be available) until Agreement is signed and is received. 

 


