THE PROCESS FOR HIRING A  CONSULTANT
When you’re hiring a consultant, it is helpful to think through the scope of the project and the kinds of value that an outside consultant might provide to your organization.  This will help you determine the kind of help you need and the kind of person or firm that could best provide you with that help.
It is also a good idea to speak with 2-3 consultants before making your choice.  While most consultants are skilled in the work that they do, a consultant’s skills should be only one factor in your decision about whom to hire.  Other important factors are the consultant’s ability to fit into the timeframe of your project and your sense of whether the consultant’s personality and style will mesh with your organizational culture and ways of working.

Once you have interviewed several consultants and then chosen the person you want to work with, it is important to develop a letter of agreement between you and the consultant.  This can be drafted by you, by the consultant, or by both of you together.  It should be reviewed by both parties, modified if necessary, and signed by both of you.  If there are disagreements or disputes down the road about the scope of the work or any other aspect of the consulting engagement, the letter of agreement will help you resolve any concerns.

Typically, a letter of agreement contains some or all of the following information:

· A description of the scope of the work

· A statement of what work will be done by the consultant and what work will be done by the hiring organization. 

· The fees that will be paid for the work and a specification of whether the fees will be paid on a project basis or on an hourly or daily rate basis.  This section usually includes some statement about whether there will be reimbursement for expenses and the amount that will be reimbursed.
· The timeframe for the project, including the beginning and end dates.

· The terms of the arrangement, including when fees will be paid, when invoices will be submitted, whether there will be an upfront deposit paid prior to beginning the work, etc.

· A “general conditions” section that might include an indemnification clause that protects the consultant, a sentence stating that the consultant is working as an independent contractor, a statement about ownership of materials produced during the consulting engagement, a sentence about conditions under which the contract could be terminated by either party, and a statement that the letter will serve as a letter of agreement.
· A signature section in which both the consultant and the executive director sign and date the letter.

Once the letter of agreement is signed and dated, each party retains a copy for his or her records.

