TEMPORARY STAFFING CONTRACT FOR ADMINISTRATIVE ASSISTANTS

[CONTRACT NUMBER]

This Temporary Staffing Contract for Administrative Assistants (the "Contract") is entered into as of [EFFECTIVE DATE] (the "Effective Date"), by and between:

[CLIENT COMPANY NAME]

[CLIENT COMPANY ADDRESS]

[CITY, STATE, ZIP CODE]

(hereinafter the "Client")

and

[STAFFING AGENCY NAME]

[STAFFING AGENCY ADDRESS]

[CITY, STATE, ZIP CODE]

(hereinafter the "Agency")

The Client and the Agency may be referred to individually as a "Party" and collectively as the "Parties."

RE: TEMPORARY PLACEMENT OF ADMINISTRATIVE ASSISTANT PERSONNEL

1. DEFINITIONS

1.1 "Assigned Employee" means any administrative assistant or other temporary personnel supplied by the Agency to the Client under this Contract.

1.2 "Assignment" means the temporary placement of an Assigned Employee with the Client at the Client's work location or as otherwise directed by the Client.

1.3 "Assignment Period" means the period beginning on the Assignment Start Date and ending on the Assignment End Date or upon earlier termination in accordance with this Contract.

1.4 "Work Location" means the location where the Assigned Employee will perform services, as specified in Section 3.

1.5 "Services" means the administrative assistant duties and responsibilities described in Section 4.

1.6 "Staffing Fee" means the hourly or other rate payable by the Client to the Agency for the Services of an Assigned Employee, as set forth in Section 6.

2. SCOPE OF CONTRACT

2.1 Engagement: The Client engages the Agency to provide temporary administrative assistant personnel, and the Agency agrees to supply such personnel, on the terms and conditions set forth in this Contract.

2.2 Non-Exclusivity: This Contract is non-exclusive unless otherwise stated in Section 16. The Client may engage other staffing providers, and the Agency may provide personnel to other clients.

2.3 Order of Precedence: In the event of a conflict between this Contract and any Assignment Confirmation or statement of work, this Contract shall control unless the Parties expressly agree otherwise in a signed writing.

3. ASSIGNMENT DETAILS

3.1 Position Title: [POSITION TITLE]

3.2 Number of Assigned Employees: [NUMBER OF ASSIGNED EMPLOYEES]

3.3 Assignment Start Date: [ASSIGNMENT START DATE]

3.4 Assignment End Date: [ASSIGNMENT END DATE]

3.5 Work Location: [WORK LOCATION ADDRESS]

3.6 Work Schedule: [WORK SCHEDULE / DAYS AND HOURS]

3.7 Estimated Weekly Hours: [ESTIMATED WEEKLY HOURS]

3.8 Reporting Supervisor: [CLIENT SUPERVISOR NAME AND TITLE]

3.9 Remote or Hybrid Work Arrangement: [REMOTE/HYBRID/ON-SITE DETAILS]

4. SERVICES AND DUTIES

4.1 General Duties: The Assigned Employee shall perform administrative assistant services customary for the position, including but not limited to:

(a) [DUTY 1]

(b) [DUTY 2]

(c) [DUTY 3]

(d) [DUTY 4]

4.2 Additional Duties: The Client may assign additional reasonable administrative duties consistent with the position, provided such duties are communicated to the Agency in writing.

4.3 Standard of Performance: The Assigned Employee shall perform the Services in a professional and workmanlike manner and in accordance with the Client's reasonable policies and procedures.

4.4 Client Policies: The Assigned Employee shall comply with the Client's workplace rules, confidentiality policies, and safety requirements, which the Client shall provide in writing.

5. AGENCY RESPONSIBILITIES

5.1 Recruitment and Screening: The Agency shall recruit, screen, and verify the qualifications and references of each Assigned Employee prior to placement.

5.2 Employment Relationship: Each Assigned Employee shall be an employee of the Agency, and the Agency shall be solely responsible for all wages, payroll taxes, workers' compensation insurance, unemployment insurance, and employee benefits.

5.3 Background Checks: The Agency shall conduct the following pre-placement checks: [BACKGROUND CHECK REQUIREMENTS].

5.4 Replacement: If an Assigned Employee is unsatisfactory to the Client for any reasonable business reason, the Agency shall use commercially reasonable efforts to provide a suitable replacement within [NUMBER] business days of written notice.

5.5 Insurance: The Agency shall maintain general liability, workers' compensation, and professional liability insurance in amounts not less than [INSURANCE COVERAGE AMOUNTS] and shall provide certificates of insurance upon request.

6. FEES AND PAYMENT

6.1 Staffing Fee: The Client shall pay the Agency [HOURLY RATE] per hour for each Assigned Employee, or as otherwise set forth in the applicable Assignment Confirmation.

6.2 Overtime: Overtime hours shall be billed at [OVERTIME RATE] per hour, subject to prior written approval by the Client.

6.3 Invoicing: The Agency shall invoice the Client [INVOICING FREQUENCY], and each invoice shall include a detailed breakdown of hours worked and applicable rates.

6.4 Payment Terms: The Client shall pay each undisputed invoice within [NUMBER] days of receipt (Net [PAYMENT TERMS]).

6.5 Late Payment: Undisputed amounts not paid when due shall accrue interest at [LATE PAYMENT INTEREST RATE] per month or the maximum rate permitted by law, whichever is lower.

6.6 Disputed Amounts: The Client shall notify the Agency in writing of any disputed invoice amounts within [NUMBER] days of receipt, and the Parties shall work in good faith to resolve the dispute.

6.7 Taxes: The Client is responsible for applicable sales or use taxes, if any, and the Agency is responsible for all employment-related taxes for Assigned Employees.

7. TIMESHEETS AND RECORDKEEPING

7.1 Timesheets: The Assigned Employee shall submit timesheets [TIMESHEET FREQUENCY], approved by the Client's designated supervisor.

7.2 Records: The Agency shall maintain accurate records of hours worked and amounts billed for a period of not less than [RECORD RETENTION PERIOD].

7.3 Audit: The Client may, upon reasonable notice, audit the Agency's records relating to this Contract.

8. CLIENT RESPONSIBILITIES

8.1 Supervision: The Client shall provide day-to-day direction and supervision of the Assigned Employee's work assignments.

8.2 Safe Workplace: The Client shall provide a safe work environment in compliance with applicable laws and shall maintain adequate insurance covering its premises and operations.

8.3 Equipment and Access: The Client shall provide the equipment, supplies, and system access reasonably necessary for the Assigned Employee to perform the Services, as specified in [EQUIPMENT AND ACCESS DETAILS].

8.4 No Employment Offers: The Client shall not directly hire an Assigned Employee during the Assignment Period or within [NON-HIRE PERIOD] thereafter without the Agency's prior written consent and payment of a placement fee of [PLACEMENT FEE AMOUNT].

9. INDEPENDENT CONTRACTOR STATUS

9.1 Relationship: The Agency is an independent contractor of the Client. Nothing in this Contract creates an employment, partnership, joint venture, or agency relationship between the Client and the Agency.

9.2 Assigned Employees: Assigned Employees are employees of the Agency and not of the Client, except as may be required by applicable law.

10. CONFIDENTIALITY

10.1 Confidential Information: Each Party shall keep confidential all non-public information of the other Party disclosed in connection with this Contract, including business, financial, and personnel information.

10.2 Employee Obligations: The Agency shall require each Assigned Employee to execute a confidentiality agreement protecting the Client's confidential information.

10.3 Survival: The obligations in this Section shall survive termination of this Contract for a period of [CONFIDENTIALITY SURVIVAL PERIOD].

11. INTELLECTUAL PROPERTY

11.1 Work Product: All work product created by an Assigned Employee within the scope of the Services shall be the property of the Client.

11.2 Assignment: The Agency shall cause each Assigned Employee to assign to the Client all rights in such work product.

12. NON-SOLICITATION

12.1 Client Non-Solicitation: During the term of this Contract and for [NON-SOLICITATION PERIOD] thereafter, the Client shall not solicit for employment any Assigned Employee other than through the Agency, except as permitted under Section 8.4.

12.2 Agency Non-Solicitation: During the term of this Contract and for [NON-SOLICITATION PERIOD] thereafter, the Agency shall not solicit the Client's employees for placement with other clients.

13. INDEMNIFICATION

13.1 By Agency: The Agency shall indemnify, defend, and hold harmless the Client from claims arising out of the Agency's breach of this Contract, the acts or omissions of an Assigned Employee, or the Agency's failure to comply with applicable employment laws.

13.2 By Client: The Client shall indemnify, defend, and hold harmless the Agency from claims arising out of the Client's breach of this Contract, the Client's supervision of an Assigned Employee, or unsafe conditions at the Work Location.

13.3 Procedure: The indemnified Party shall promptly notify the indemnifying Party of any claim and shall cooperate in the defense.

14. LIMITATION OF LIABILITY

14.1 Exclusion: Neither Party shall be liable for indirect, incidental, special, or consequential damages arising out of this Contract.

14.2 Cap: Each Party's aggregate liability under this Contract shall not exceed [LIABILITY CAP AMOUNT], except for breaches of confidentiality, indemnification obligations, or willful misconduct.

15. TERM AND TERMINATION

15.1 Term: This Contract shall commence on the Effective Date and continue until [CONTRACT END DATE], unless earlier terminated in accordance with this Section.

15.2 Termination for Convenience: Either Party may terminate this Contract upon [NOTICE PERIOD] days' prior written notice.

15.3 Termination for Cause: Either Party may terminate this Contract immediately upon written notice if the other Party materially breaches this Contract and fails to cure within [CURE PERIOD] days of written notice.

15.4 Effect of Termination: Upon termination, the Client shall pay all amounts due for Services performed through the termination date, and each Party shall return or destroy the other Party's confidential information.

16. EXCLUSIVITY

16.1 Exclusivity: [EXCLUSIVITY TERMS OR "NOT APPLICABLE"].

17. COMPLIANCE WITH LAWS

17.1 General: Each Party shall comply with all applicable federal, state, and local laws, including employment, immigration, wage and hour, and workplace safety laws.

17.2 Work Authorization: The Agency shall verify that each Assigned Employee is authorized to work in the United States.

18. DISPUTE RESOLUTION

18.1 Negotiation: The Parties shall first attempt in good faith to resolve any dispute through negotiation.

18.2 Mediation: If negotiation fails, the Parties shall submit the dispute to mediation administered by [MEDIATION PROVIDER] in [MEDIATION LOCATION].

18.3 Arbitration: Any unresolved dispute shall be resolved by binding arbitration administered by [ARBITRATION PROVIDER] in [ARBITRATION LOCATION] under its rules.

19. GOVERNING LAW AND VENUE

19.1 Governing Law: This Contract shall be governed by the laws of the State of [GOVERNING STATE], without regard to its conflict of laws principles.

19.2 Venue: The exclusive venue for any permitted court action shall be the state or federal courts located in [VENUE COUNTY, STATE].

20. NOTICES

20.1 Method: All notices under this Contract shall be in writing and delivered by hand, certified mail, or nationally recognized overnight courier to the addresses set forth below.

20.2 Client Notice Address: [CLIENT NOTICE ADDRESS]

20.3 Agency Notice Address: [AGENCY NOTICE ADDRESS]

21. GENERAL PROVISIONS

21.1 Entire Agreement: This Contract constitutes the entire agreement between the Parties regarding its subject matter and supersedes all prior agreements and understandings.

21.2 Amendment: This Contract may be amended only by a written instrument signed by both Parties.

21.3 Waiver: No waiver of any provision shall be effective unless in writing and signed by the waiving Party.

21.4 Severability: If any provision is held invalid or unenforceable, the remaining provisions shall remain in full force and effect.

21.5 Assignment: Neither Party may assign this Contract without the other Party's prior written consent, except to an affiliate or successor in connection with a merger or sale of substantially all assets.

21.6 Force Majeure: Neither Party shall be liable for delays caused by events beyond its reasonable control, provided the affected Party gives prompt notice and uses reasonable efforts to mitigate.

21.7 Counterparts: This Contract may be executed in counterparts, each of which shall be deemed an original.

21.8 Survival: Provisions that by their nature should survive termination shall survive, including confidentiality, indemnification, and payment obligations.

22. SIGNATURES

IN WITNESS WHEREOF, the Parties have executed this Contract as of the Effective Date.

CLIENT:

[CLIENT COMPANY NAME]

By: [CLIENT SIGNATORY NAME]

Title: [CLIENT SIGNATORY TITLE]

Date: [CLIENT SIGNATURE DATE]

AGENCY:

[STAFFING AGENCY NAME]

By: [AGENCY SIGNATORY NAME]

Title: [AGENCY SIGNATORY TITLE]

Date: [AGENCY SIGNATURE DATE]
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