TOWN MANAGEMENT ASSOCIATES


REF:
Proposal for Interim Village/City Administrator 
Dear President/Mayor:

Per our conversation this proposal is offered for providing professional management services to the Village/City of ___________.  This proposal, as modified and approved by the Village Board, would form the basis for a professional services agreement with the following provisions:

1.
The agreement is between the Village/City of _____________ and _____________  as a private contractor and not as an employee of the Village.
2.
The term of the agreement is six (6) months with an automatic three month extension by mutual consent.

3.
Either party may cancel the agreement at any time with a written two week notification and payment of all work completed to date.

4.
A billing rate of $/hour.  Billing statements will be submitted every Monday morning (for the previous week) to the Village President/Mayor for review.  These billings will be due and payable within thirty (30) days of submission.

5.
 The Village will be responsible to provide and pay for all appropriate bonding and liability coverage as normally provided the Village/City Administrator.

6.
The services to be provided, upon approval and formal appointment, will be as follows:

A.
Daily operations management as outlined in the municipal code (Reference appropriate section from Village/City Code of Ordinances)
B.
An “on-site” work schedule of not less than 20 hours or more than 40 hours per week, said schedule to be reviewed and approved by the Village President/Mayor prior to the commencing work week.

C.
Telephone availability to the President/Mayor on a “24/7” basis and Trustees/Councilmen/Key employees from 7 AM to 7 PM Mondays through Fridays.  All messages from these individuals to be answered within 2 hours of receipt.

D.
Special Projects as approved by a majority vote of the Board/Council at a regular or special meeting, said projects requiring additional time and resources beyond the 40 hours/week limitation.  Such assignments would require a written addendum to the original agreement.

Examples of such projects would include, but not limited to, the development and implementation of:
1. 
Village/City Administrator Recruitment and Selection Program.
2.
Village Board/City Council Strategic Planning Retreat
3.
Key Staff Team Training Program.

4.
Long term financial analysis and plan.
5.
Financial policies and practices program.


E.
Production of a weekly Village/City Administrator’s Report to be
                        distributed by 4:30 PM each Friday to all key officials and staff 
                        members.
F. Attendance of all Village Board/City Council meetings to be included 
           within the 40  hours/week limitation.

I trust that this proposal meets with your expectations.  I will call you to review it and attempt to answer any questions or concerns.

Yours truly,

801 Brook Street   Elgin, IL 60120

847.888.0432     brucetrego@msn.com

