INDEPENDENT CONTRACTOR AGREEMENT 
 FOR PROFESSIONAL SERVICES
 
1. 	Parties. This Agreement is made on DATE by and between Catholic Social Services, Inc. (“CSS”), and  [CONTRACTOR NAME] (“Contractor”).
 
In consideration of the covenants and stipulations herein contained, the parties agree as follows:
 
· Description of Contractor Services: The Contractor will provide the following services: 
· Scope of Work 
The Contractor will provide the following event planning, coordination, and management services in collaboration with CSS staff and the Charity Ball Committee:

A. Planning and Coordination 
· Coordinate event planning among CSS staff, committee members, vendors, sponsors, and other key parties, including communication, follow-up, task tracking, and identifying or escalating issues as needed.
· Coordination with CSS leadership and Charity Ball committee on theme, Together We Can’ project (TWC), and program development 
· Identify required event permits, coordinate and facilitate applications, and support CSS in obtaining all necessary permits
· Review, update and track timelines in the event planning calendar, coordinating with CSS staff and committee leadership to meet all deadlines.   
 
B. Committee Engagement 
· Preparation and distribution of committee meeting agendas 5 days prior to meetings and distribution of meeting minutes to members after each meeting.  
· Maintain the Charity Ball Committee roster, coordinate committee assignments, and support ongoing committee engagement and participation.
· Monitor table and ticket sales and work collaboratively with the Charity Ball Committee and CSS staff to support achievement of established sales goals.
· Provide coordination and support to Charity Ball subcommittees, including the Silent Auction and Live Auction groups. 
 
C. Vendor & Partner Management 
· Management of vendors including: 
· Event venue, rentals, and catering
· Design contractors 
· Greater Giving/BR Fundraising  
· AV, music, photography, videography, auctioneer, and others  
· Solicit and evaluate vendor quotes, assist with vendor negotiations, and facilitate vendor agreements, subject to final approval and execution by CSS.
· Coordination of design, décor, and event room layout in coordination with CSS staff and Charity Ball committee members. 
· Oversee collection and timely submission of vendor invoices to CSS for review and payment. 

D. Auction & Fundraising Oversight 
· Coordinate and support solicitation, procurement, tracking, packaging, photography, and staging of silent and live auction items. 
· Entering table sales, guest preferences, and silent and live auction items into event management software (e.g., Bloomerang, Greater Giving, etc.)
· Establish opening and closing times for silent and live auctions and coordinate related push notifications and announcements prior to and during live event. 
· Coordinate timely transfer of donor, sponsor, attendee, and auction data to CSS staff or designated Charity Ball committee member to support acknowledgment and recordkeeping. 

E. Event Execution (May 2027) 
· Provide on-site management and coordination for event setup, event-day activities, and post-event tear-down.
· Develop and manage the event run-of-show in coordination with designated CSS staff.
· Provide coordination and support for auction item pickup and distribution on the night of the event.
· Identify volunteer roles needed for event setup, day-of activities, and cleanup, and coordinate with CSS to ensure roles are filled.
· Serve as the primary point of contact for vendors during setup and event operations
 



F. Post-Event Closeout 
· Lead contact efforts and manage post-event pickup of unclaimed auction items by guests and coordinate the transfer of unsold items to a designated CSS location.
· Coordinate submission of vendor invoices to CSS for payment.
· Assist with final thank-you communications to donors, attendees, and vendors. 
· Support CSS staff with post-event reconciliation by reviewing event sales and payment records, identifying discrepancies or missing information, and assisting with follow-up needed to resolve outstanding items.
· Facilitate a post-event review with CSS staff and the Charity Ball Committee and provide recommendations for future events. 
G. Other Provisions
· The contractor will be provided with CSS technology (computer, etc.) for services performed on behalf of CSS. This helps mitigate potential for data breaches if they were using person machines or technology that do not meet agency standards.
· The Contractor at all times will be identifiable to CSS staff and security throughout the duration of the Contractor’s agreed-upon services. 
· The Contractor shall disclose to CSS, prior to contract execution, any known scheduling conflicts or commitments that may affect the event planning timeline or established deadlines. The Contractor shall promptly notify CSS in writing of any new or anticipated scheduling conflicts as soon as they become known, and no later than two (3) business days after identification. The Contractor shall coordinate with CSS staff to adjust work schedules, identify alternative arrangements as necessary, and ensure all deliverables are completed on time without disruption to event planning or established deadlines.
 
2. Description of CSS Services: CSS shall coordinate contactor by providing the following: 
· Provide limited, role-based access to CSS systems and information necessary to perform contracted services, subject to CSS approval and applicable data security and confidentiality requirements.
· CSS may require the use of CSS-provided equipment or designated secure systems when necessary to protect donor personally identifiable information (PII) or other confidential information. Such equipment and access shall be provided at CSS's discretion.
· Provide, at minimum, monthly check-ins with the contractor to assign projects and check in on progress. 
3. Service Deliverables/Outcomes: By the conclusion of this agreement, Contractor shall have provided the following outcomes or deliverables: 
4. XYZ
 
5.	Compensation and Payment Terms: CSS shall provide a disbursement of $AMOUNT per hour for services associated with the event or other agreement-related deliverables. Contractor shall invoice CSS monthly for services and CSS agrees to pay invoices within 15 days of receipt. In general, the contractor shall request permission from XXXX to exceed an average of XXX hours per month.
 
6.	Contract term: This contract shall take effect on DATE and remain in effect through DATE
 
7.	Independent Contractor Status: In the performance of Contractor's duties under this Agreement, it is mutually understood and agreed by the Parties that Contractor is an independent contractor as that term is understood for Federal and State law purposes.  Contractor is not an employee or agent of CSS.  The manner, method and means of performing the services hereunder are subject to Contractor’s sole discretion and control.  Contractor shall be responsible for providing the materials, tools and/or any equipment necessary for the provision of services under this Agreement unless otherwise agreed upon in writing.  
 
8.	Benefits: Contractor acknowledges that, as an independent contractor, is not entitled to any employee rights or benefits provided by CSS to its employees including sick leave, vacation, jury duty pay, or health and accident insurance coverage.  
 
9.	Insurance: Contractor will provide their own worker’s compensation or other insurance, as required by law, and expressly acknowledges that the contractor’s agents will not be covered by CSS.
 
Comprehensive (Commercial) General Liability Insurance. Contractor shall provide and maintain Comprehensive (Commercial) General Liability Insurance with coverage limits not less than $1,000,000 combined single limit per occurrence and annual aggregates where generally applicable and shall include premises-operations, products/completed operations, broad form property damage, blanket contractual and personal injury endorsements
 
10.	Taxes: CSS will provide appropriate tax forms for amounts paid to Contractor for services during the tax year. Contractor further acknowledges that he/she is responsible for the withholding and reporting of all applicable taxes.  Contractor will comply with all Federal and State tax laws concerning compensation paid under this Agreement.
 
11.	Confidentiality and Data Sharing:   Contractor shall agree that each shall treat confidentially the terms and conditions of this agreement and all information provided by CSS to the other regarding its business and operations. All confidential information provided by CSS related to this agreement shall be used by Contractor solely for the purpose of rendering or obtaining services pursuant to this agreement and, except as may be required in carrying out this agreement, shall not be disclosed to any third party without the prior consent of CSS. The parties agree to safeguard and maintain the confidentiality of any and all client records, and comply with all provisions of state and federal law, including the Health Insurance Portability and Accountability Act (HIPAA). [Responsibilities of the parties is laid out in detail in the Business Associate Agreement between CSS and Contractor. The preceding comments shall not be applicable to any information that is publicly available when provided or thereafter becomes publicly available other than through a breach of this agreement, or that is required to be disclosed by or to any regulatory authority, any auditor of the parties hereto, or by judicial or administrative process or otherwise by applicable law. 
12.        Termination: Either party may terminate this Agreement, in its sole discretion and without cause, upon 30 days written notice to the other party.
13. 	Dispute Resolution: To the extent that this agreement is not governed by the requirements of the Health Insurance Portability and Accountability Act of 1996, the agreement is governed by the laws of the State of Alaska, without reference to the State’s choice of law rules. Jurisdiction and venue for any dispute arising out of or in connection with this agreement shall be exclusively in state or federal court in Anchorage, Alaska. 

14.	Notices: Any notice required or permitted under this Agreement is effective upon receipt when delivered personally or by email, certified mail, return receipt requested, to the other party at the following address or such other address as either party may provide to the other party prior to delivery of such notice:
 
NAME	NAME 
Catholic Social Services, Inc.	Name of Business, LLC
4600 Debarr Road	[STREET ADDRESS]
Anchorage, Alaska 99508	[CITY, STATE, ZIP]
XXXXX	email@address.com
 
15.	Entire Agreement: This Agreement represents the entire understanding between the parties as related to the subject matter described herein and supersedes and replaces any and all oral or written statements or communications regarding the same dated prior to the date of this Agreement.
 
IN WITNESS WHEREOF, the parties hereto have executed this Agreement this [Date]__________________
 
 Catholic Social Services
 
Signature:  				Name:                   Title:                                 Date:  
Name of Business, LLC

Signature:  				Name:                   Title:                                 Date:  
