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Simple Services Agreement

	[bookmark: _Hlk155690820]Name of SU Sponsor:  	
		          
	Department:

	Phone:

	Cell:				
	Email:

	Service Provider:							
	Address:

	Service Provider Contact:			
	Cell:
	Email:

	Location of Service:				
	Date(s):
	Time(s):

	Nature of Service:


	Compensation (if applicable): (Include all particulars below.)   ☐Hold Check  ☐Mail Check





Travel (If applicable):  Southwestern University shall only reimburse or provide for those incidental out-of-pocket expenses which are initialed below by the sponsor up to an amount reasonable and necessary for the performance of your services.

  (1) local travel (beginning/ending odometer readings); or map of starting and ending locations
 
  (2) round trip travel expenses to/from Southwestern (coach);

  (3) reasonable rental car expenses to/from Southwestern (midsize, Toyota Corolla or similar); 
 
  (4) reasonable hotel costs in Georgetown or nearby, if appropriate;
 
  (5) reasonable meal expense during the day(s) of travel and the service, not to exceed $   per day

You must submit an invoice and adequate receipts and documentation as required by Southwestern to support reimbursement of all reimbursable out-of-pocket expenses. Receipts must show details of actual items/food purchased, payment method, and the date and place of purchase (summary receipts will not be accepted).


I. Time and Manner of Payment
Southwestern University agrees to pay Service Provider on the date of service, and/or after the last performance the COMPENSATION specified, if the signed contract and all other required documents are submitted to the Business Office at least 1 week prior to the check run preceding the event.  Payment shall be by University check, payable to the order of the Service Provider or wire transfer for international guests. *If performance under the contract is cancelled by the University or the Service Provider for any reason, the Service Provider shall not be compensated.”
[bookmark: _Hlk155691026]II. Binding Nature of Agreement
This Agreement shall be binding upon and inure to the benefit of the University and the Service Provider and their respective heirs, legal representatives, successors and assigns; provided, however, that the Service Provider shall not assign its rights or delegate its duties hereunder without the prior written consent of the University.

III. Indemnification
The Service Provider shall indemnify and hold harmless the University from all claims, suits, actions, liabilities, damages, costs and expenses of any nature whatsoever, including, but not limited to, reasonable attorney’s fees and court costs incurred or suffered by the University, for or on account of any bodily injury, illness, death, slander, libel, invasion of privacy, property damage, or other injury, loss or damage suffered by any person or person’s property (including loss of use inflicted upon, caused to, received or sustained by any person or persons property) where the same arises out of, or results from any act or omission, negligent or otherwise, of the Performer/Provider, its officers, directors, shareholders, employees, servants, agents, contractors, or persons employed by the Performer/Provider’s agents or contractors in the execution or performance of this Agreement.  The Service Provider shall indemnify and hold harmless the University as provided in this section (i) regardless of the fact that an act or omission of the University, negligent or otherwise, contributed to the cause of bodily injury, illness, death, slander, libel, invasion of privacy, property damage, or other injury, loss or damage suffered by any person or person’s property, and (ii) regardless of the fact that the person who is injured, suffers loss, or damage or whose property is damaged is (a) the University, (b) the Service Provider, (c) an officer, director, trustee, shareholder, employee, servant, agent, or contractor of the University or the Performer/Provider, or (d) any other person whomsoever.
IV. Force Majeure.
The University shall be fully released from its duties and obligations under this Agreement if the service that is contracted is rendered unserviceable due to Force Majeure.  For the purposes of this Agreement, Force Majeure shall mean a cause or causes beyond the University’s control which shall include, without limitation, all labor disputes, civil disturbance, war, war-like operations, invasions, rebellion, hostilities, terrorism, military or usurped power, sabotage, acts of governments, pandemic protocols as defined by the institution to include disease and epidemics, fires or other casualty, inability to obtain any material or service, natural disasters, or acts of God.
V. Compliance with University Policies and Protocol.
Service Providers shall comply with all University policies, procedures, and protocols at the date and time of visit, follow all instructions from authorized University personnel, and maintain communication as directed with their onsite contact person/SU sponsor.  Service Providers shall also uphold and follow all current protocols according to the various government entities including, but not limited to, the United States Government, the State of Texas, the City of Georgetown, Texas, Williamson County, and all protocols for Southwestern University at the date and time of visit.  
VI. Approval of Marketing Materials
To ensure the highest possible quality of marketing materials, service providers are required to seek approval from Southwestern University Integrated Communications for any marketing materials designed for external audiences, as well as highly visible materials designed for internal audiences such as banners and major event signage.

VII. Access to University Facilities & Damages
Service Providers agree that the University retains the right, at its sole discretion, to deny access to anyone to University properties and facilities. If any University Facility, or portion of the University campus, be damaged by the act, default or negligence of the Service Provider, or of the Service Provider’s agents, employees, patrons, guests, or any person admitted to University by the Service Provider during the term of this Agreement, the Service Provider shall pay to the University, upon demand, such sum as shall be necessary to restore said Facility or University campus to its original condition.  

VIII. Personal Injuries and Properties.
Service Providers agree that he/she enters the University at his/her own risk. The University has no responsibility for loss or damage to personal properties.  Further, the University has no responsibility for personal injuries while on University properties.
IX. Agreement Terminations.
Service Providers agree that the University may terminate this agreement at any time at its sole discretion and the visitor(s) shall immediately exit the University and not be entitled to any compensation beyond that for services already provided.
X. Notification of Encountered Difficulties.
Service Providers shall notify the University Sponsor (listed on page one) immediately by phone of any encountered problems that require University resolution.
XI. Insurance
[bookmark: _GoBack]Service Providers shall provide proof of insurance of General Liability listing Southwestern University as additional insured/certificate holder 1) three days prior to service or 2) within ten (10) days of the execution of this Agreement, whichever occurs first.  Any waiver of insurance must be approved by VP of Finance and Administration, and initialed below. (Insurance is not applicable for all service provider types, consult the agreement guide for insurance requirements.)
Insurance Requirement Waived: 		☐Yes 					☐No



IN WITNESS WHEREOF, the parties hereto have executed this Agreement as of the date.


			
1001 East University Avenue, Georgetown, Texas 78626 512.863.6511 southwestern.edu			1



SOUTHWESTERN UNIVERSITY
Georgetown, Texas			
	

	
		
SU Sponsor Signature		Date




AVP (if applicable)			Date




Senior Staff Signature		Date
		



VP of Finance and Administration 	Date
(if applicable)


Service Provider
City, State



Authorized Signer			Date
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Service Provider Type

Refer to the SU Agreement Guide for assistance in selecting the appropriate Service Provider Type and review if any additional documents are required. Please request a certificate of Insurance (COI) when required.  The most frequently used service provider types are included below. If your Service Provider type is not included in the SU Agreement Guide please contact Erica Smith.  This agreement is not applicable for construction or maintenance services.

[bookmark: _Hlk159595663]☐General 3rd Party Service Provider, Performers (COI Required) ☐ General 3rd Party Service Provider, Performers (COI Not Required)
Service Provider shall provide proof of insurance as listed above and should ensure that coverage is in force throughout the dates of service. SU Sponsor shall review the agreement guide for their service provider type to review insurance requirements for their particular service and verify Service Provider compliance. 
☐ Speakers, Lecturers, Panelists, Art Exhibit (COI not Required)
These service providers are compensated monetarily and/or receive reimbursement for travel expenses.  These services are low-risk and don’t require a COI.  Brown Symposium Speakers require video/photography release form and insurance (General Liability-$1M, Auto - $100K. List SU as Additional Insured). 
☐ Animals (COI Required)-General Liability $1M, Auto Liability $100k
	Animal Name
	

	Type of Animal
	

	Date of Rabies Vaccination (if applicable, and all other required vaccines)
	


The Texas Department of State Health Services requires that dogs and cats be vaccinated against rabies by 4 months of age.  The vaccination must be administered by a licensed veterinarian.  Additionally, when traveling with a dog or cat, have in your possession a rabies vaccination certificate that was signed by the veterinarian who administered the vaccination.  Check with your veterinarian about other vaccines that are available for a wide range of diseases in these animals.  For an animal to be considered currently vaccinated against rabies in rabies exposure situations, at least 30 days must have elapsed since the initial vaccination and the time elapsed since the most recent vaccination must not have exceeded the recommended interval for booster vaccination as established by the manufacturer.  Local jurisdictions may require more frequent rabies vaccination intervals.  Animals on campus are subject to the University’s Comprehensive Pet Policy. https://www.southwestern.edu/policy/safety/comprehensive-campus-pet-policy/
☐ Food Truck Delivering to Campus for SU Distribution (COI not Required)
☐ Food Truck Distributing on Campus (COI Required)-General Liability $2M, No Sexual Abuse Exclusion, Auto $1M. List SU as Additional Insured
Food Trucks visiting campus shall comply with all applicable state, county and city ordinances, rules and regulations related to mobile food establishments as outlined in the links below.  Visitor is also responsible for acquiring a Georgetown Fire Department “Mobile Food Vending Permit” by contacting Jason Fryer at the Fire & Safety Division at the Georgetown Fire Department at Jason.Fryer@georgetown.org. Visitor is also responsible for collection, reporting, and payment of Texas Sales Tax. Visitor must work with the designated SU contact person listed above regarding access and egress routes, location and citing of mobile food service vehicles to ensure University property is protected. Visitor is responsible/liable for all damages to property, grounds, buildings, and infrastructure. 
Mobile/Temp Food Vendor Information can be found at: 
https://fire.georgetown.org/code-inspections-and-permitting/mobile-food-vendor-information/
Temporary Food Establishment Requirements can be found at: 
https://www.wcchd.org/healthy_spaces/food_establishment_permits.php
☐ Health Services Provider (COI Required)-Professional Liability $5M per occurrence, Commercial General Liability $1M, No Sexual Abuse Exclusion, Medical Malpractice coverage listing Southwestern University as an Additional Insured/Certificate Holder.  Health services provider shall provide proof of insurance as listed above and should ensure that coverage is in force throughout the dates of service.

☐ Practicum Provider (COI Required)-GL$1M, Sexual Abuse $1M, if interaction with student population list SU as Additional Insured.
Practicum provider shall provide proof of insurance as listed above and should ensure that coverage is in force throughout the dates of the Practicum. 
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