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An Agreement for Services for Direct Mail Support Services for  
the Royal Oak Civic Foundation 

 
The Nonprofit Spot (NPS) understands that Royal Oak Civic Foundation desires to broaden and 
enhance its fundraising and development efforts by expanding its base of individual donors and 
developing a pipeline of ongoing support. We’re pleased to enter into this agreement: 
 

Scope of Services 
Annual Appeal Campaign 
 
The Foundation has set a goal to raise $68K through an annual appeal campaign. Based on the 
information provided, NPS will work with the Foundation to execute the following: 
 

● Campaign will involve a combination of direct mail and email (exact numbers TBD based 
on the segmented list) and include three (3) separate letters to targeted audiences; 

● Determine a theme / timing for the appeal(s) that aligns with the Foundations giving 
areas and any upcoming key dates or milestones. This will likely involve one to two 
virtual meetings/calls; 

● Develop a timeline and schedule to ensure the mailing(s) hits by the desired date(s); 
● The letter(s), envelopes and brochure will be drafted and designed in house, however 

NPS work with volunteer writer and graphic designer to provide input, edits and feedback 
to design process including look and feel, recommendations on photos, 
messaging/theming, upcoming milestone/accomplishments, etc. in order to create 
compelling story and call to action; 

● Organize and prepare donor data and lists for mailing. This will involve obtaining access 
to or reports provided through eTapestry, assisting with segmentation, review of past 
donors (number of donors TBD) LYBUNT’s, etc; 

● Assist in purchasing donor prospecting/mailing lists and help to define and establish 
criteria for the selection of potential demographic targets (age, income, etc.) ; 

● Execute the mailing process from start to finish. This will include coordination with NPS’s 
preferred mail house to obtain quotes for postage*, paper, envelopes, etc) based on 
mailpiece specifications); and manage internal deadlines; 

● Periodic calls with the team as needed based on timeline; 
● Work with the Board to place follow up calls/emails to select current donors to boost 

response rates, if desired. 
 

Terms of Engagement & Fee 
 
Managing Director Heather Carmona will be your main point of contact for the work, although. 
other members of the NPS team will be involved as needed. Work will be performed off-site with 
periodic calls/meetings with the ROCF. 

NPS will bill ROCF Fund in three (3) installments upon completion of each mailing based on 
the proposed scope and budget detailed below, for a total fee not to exceed $25,000. An 
invoice will be sent via Quickbook. Payment is due within 30 days and can be paid via ACH 
online or via check and should be made payable and sent to: 

The Nonprofit Spot: 
1938 Burdette Suite 5 
Ferndale MI  48220 
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**Actual per piece cost may vary and is based on delivery zip codes. Prices are quoted at the higher rate. 
Postage rates depend on obtaining ROCF’s pre-paid postage permit #.  
 
 
Termination: 
 
This contract can be terminated by either party with written notification to the other party at least 
14 business days in advance of the proposed termination date. 
 
Confidentiality: 
 
NPS acknowledges that it may be necessary for Client to disclose certain confidential and 
proprietary information in order for NPS to perform its duties under this Agreement. NPS will not 
disclose or use, either during or after the term of this Agreement, any proprietary or confidential 
information of ROCF without Client's prior written permission except to the extent necessary to 
perform services on Client's behalf. 
 
In addition, the parties agree to the following: 
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The Nonprofit Spot to provide: 

● A team of highly professional, competent and organized individuals that will interact with 
ROCF board members, staff and volunteers in a manner that reflects positively on both 
organizations 

● Complete confidentiality for all of ROCF’s proprietary and fiduciary information, including 
planning documents, reports, records and financial information  

● Attendance at meetings with ROCF’s staff and leadership as needed  
● A project invoice for payment of services   

 
ROCF to provide: 

● Access to organizational information, past files and the organization’s historical 
documents as needed for completion of assignments 

● Valid non-profit licenses (if required) and non-profit documentation   
 
Agreed to on ________________, 20___ 
 
By: _____________________________________________________ (Printed Name and Title)  
 
_________________________________________________________(Signature)  
 
_________________________________________________________(Organization)  
 
By: _____________________________________________________ (Printed Name and Title)  
 
_________________________________________________________(Signature)  
 
_________________________________________________________(Organization)  
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