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First Stop Web Design





Agreement with <name>
The following constitutes a formal agreement between First Stop Web Design (hereafter referred to as ‘the agent’) and  <The Name> (hereafter referred to as ‘the client’) and is meant to set down clear and defined lines of accountability, and ensure that any protocols in relation to both key parties

are understood and observed.
Please read this agreement in conjunction with ‘First Stop Web Design Charges’ guidance (attached)
Sect A:  General overview
1. The client has requested that the agent is appointed for the purposes as set out in this agreement, namely design and set up of a website (see section B – ‘task(s) & priorities’) and ensuring that appropriate stakeholders are involved or consulted (see section C – ‘third parties’) 
2. The average basic design/set-up period is 8 to 15 hours in the first instance but will depend upon the complexity of the design elements and/or interactive facilities required on the site.  This duration period is for guidance only and may be varied by either party if the demands of, or priorities associated with the task change significantly; or if a conflict of interests arises and/or one or both parties see difficulties with the working relationship (see section D – ‘communications & reports’).
3. prior to this agreement the client and agent would have met and/or discussed the task in some detail, this may also have included the exchange of emails, related paper/electronic documents and other resources as deemed to be appropriate.  
An agreed level of communication between both parties will be maintained (see section D – ‘communications & reports’).
4. The client will, where applicable, pay the fees of the agent as specified (see section E – ‘charges & Invoicing’).

Sect B:  Task & Priorities
1. The agent is instructed to design and set up a website under the direction and guidance of the client, which will include guidance on the purchase of domain name(s), hosting package(s) and/or e-mail accounts.
2. It is anticipated that the average basic design/set-up period is 12.5 hours but this may vary depending upon the complexity of the site.  The client will liaise with the agent accordingly in this respect.

3. The client will ensure the agent has all the necessary information and related documentation in order that the task can be undertaken effectively and in a timely manner (see section D – ‘communications & reports’).
4. The agent will advise the client of the most appropriate domain and site hosting packages where applicable.  The agent will usually purchase any such services on behalf of the client which will be recharged alongside other general design costs.  In so doing the agent will also ensure that the client has agreed to the purchase of any such items (see section D – ‘communications & reports’).

5. The agent will not undertake face-to-face meetings with any third party stakeholders in relation to the design and construction of the site.  This will normally be undertaken by the clients appointed manager or chief executive (hereafter referred to as the CEO) or other nominated member(s) of staff or representative(s) as the client sees fit.

If there are valid reasons which necessitate the attendance of the agent, these should be discussed and agreed in advance of any scheduled meeting (see section C – ‘third parties’).
Sect C:  Third Parties
1. The agent will submit the registered address of the client to web hosting companies and other such service providers in relation to the set up and activation of the website.  The agent will ensure that these details are agreed in advance.  
2. A named contact for the purposes of completing the agents’ tasks shall be drawn from official personnel within the clients’ agency. 
3. Signatures on formal documents of third parties (where applicable) shall be those of a named person within the clients’ agency.  This may be a representative of the agent only by express agreement.

4. All formal third party documents (if sent to the agent by companies etc) will be forwarded to the client.
5. Representatives of the agent must ensure that they have consulted with the clients CEO in advance of making/providing any information on policy or operational matters to potential third parties. 

6. The agent will ensure that the client is forwarded any critical information related to the purchase of domain and site hosting packages in a timely manner (see section D – ‘communications & reports’).
Sect D:  Communications & Reports

1. The appointment of the agent may be terminated by either party if communications are significantly hindered; or if a conflict of interests arises and/or one or both parties see difficulties with the working relationship.
2. The agent will liaise chiefly with the clients CEO.  Liaison with other personnel may be required throughout the appointment, and this would be arranged through the chief contact of the client.

3. It is acknowledged that the agent may require related information from the client as the task progresses.  These should be forwarded in a timely manner to ensure minimum disruption to the task in question.
4. It is also acknowledged that follow-up meetings may need to be arranged with the clients’ appropriate staff for purposes related to the task.  These will be agreed in advance through the CEO of the client.

5. The agent will ensure that regular reports (written or verbal) are relayed to the client on a regular basis or as need may dictate during the design phase of the site.
6. The client and the agent will ensure that their respective personnel communicate effectively and appropriately aiding the smooth running of the task in hand.  Any disputes/disagreement having a potential significant impact on the work should be channelled through appropriate informal lines in the first instance.
Sect E:  Charges & Invoicing

1. The agents charges will be £18.00 per hour (additional charges are outlined in our guidance notes - attached) *
2. In exceptional circumstances * the agent will invoice the client where significant costs are incurred with physical resources related to the completing of the site, extensive travel to visit the clients, or any additional work not covered in this agreement.  In all eventualities additional costs will have been agreed by both parties in advance.  Fixed additional costs are outlined in the attached guidance.
3. The agents will only invoice the client for actual work undertaken, and a detailed record will be maintained and provided to the client at their request.

4. In order to ensure efficiency and reduce the overall time spent on the task in hand, in some instances it may be necessary for the agent to employ an administrative/research assistance (particularly in the initial phase of the task).  Charges will reflect these costs, but will be kept to an absolute minimum.  Such charges will normally be £12.50 per hour (fully inclusive).  In all eventualities additional costs will have been agreed by both parties in advance.

5. Invoices will be issued on completion of work to the site, monthly or after work in excess of 15 hours has been completed (whichever comes first).
Signed on behalf of <The Name>
…………………………………………………………………………………………………  Date …………………………………………………………….
Signed on behalf of First Stop Web Design
…………………………………………………………………………………………………  Date …………………………………………………………….
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