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	Sample Company 

Attn. Mr. Jeff Gustafson 
Explorer Building, 2nd Floor,
Central Avenue 15
New York, NY 10001 USA 

	Your Coaching Company Ltd

105th Floor – Global Blue Tower Building, 
29th Leadership Journey Parkway, 
London, W2 2AB, UK

T. +1 234 5678 
Coach@GlobalCoachGroup.com      
www.GlobalCoachGroup.com 



						April 2, 2020

Dear Mr. Gustafson,

Thank you for your confidence in Global Coach Group (GCG). With reference to our discussions, we herewith provide you the confirmation for the coaching engagement based on, as per the Global Coach Group proposal dated March 15 2020 under the following terms and conditions:


1. Engagement content: 	‘Global Leadership Coaching’ (Coaching Engagement)

2. Key People:
	Leader(s) being Coached 
	Taylor Lee    

	Each Leader has a strong interest and commitment to measurably grow their leadership effectiveness on the job.

	Sponsor(s) responsible for Leader(s)
	Jeff Gustafson

	HR business partner(s)
	Yuchiro Watanabe

	Coach(es)
	Bernard Benson


		

3. Coach(es):	
The Coaching Services will be provided by certified Global Leadership Coaches as selected and agreed by the Leader and the Company. If the Leader, the Sponsor or the Company is not satisfied with the assigned Coach throughout the Coaching Engagement then GCG at the request of the Company will introduce another suitable Coach to the Leader. GCG will not charge for such Coach change.

4. Assessments:		Global Leadership Assessment (GLA360).  

5. Coaching Materials: 		GCG will provide all relevant learning materials for the Coaching  
Engagement as well as relevant soft copies so that Leaders can use the Coaching Materials with direct reports.

6. Deliverables:
1. Coaching Engagement material for personal use by Leader
1. Assessment reports for personal use by Leader (not shared with Sponsor or HR)
1. 1-3 Leadership Growth Progress Review (LGPR Pulse Survey) reports (depending on speed of implementation) for Leader, Sponsor, and HR business partner (if agreed by Sponsor).

7. Coaching Fees:		Big Amount 
Fees are exclusive of VAT and withholding taxes.

8. Payment terms:	The Coaching Engagement will be implemented based on the Payment 
Terms indicated below and as agreed based on the proposal mentioned above:

50% to be paid upon acceptance of the 6 months Coaching Engagement and before the 1st coaching session. 
Final 50% to be paid within 30 days after the last coaching session. Measurable Leadership Growth Guarantee does NOT apply.

Payments should be made to designated company account as hereunder:

Bank:				
Bank address:				
Swift Code:				
Account Nr.:				
Payee:
Business Registration / Tax Reference No: 

9.  Coaching Engagement Delivery:	

Start: The Coaching Engagement will commence immediately after GCG has received this engagement confirmation duly signed by the Company. Coaching sessions will be held on dates and times as mutually agreed upon between the Leader(s) and the Coach. 
	
Duration: The duration of the Coaching Engagement is 6 months. 


The coaching sessions are typically 2 hours and coaching sessions will be held at least once a month as per the Coaching Engagement details enclosed. If the Coaching Engagement is based on a Measurable Leadership Growth Guarantee, the Leader(s) and the Coach can agree that coaching sessions should be longer (or shorter) from time to time in order for the Leader to succeed in enhancing their leadership effectiveness then such session duration will be extended as agreed among the Leader(s) and the Coach without any extra charges. At the same time, the Leader(s) and the Coach are committed to create Measurable Leadership Growth in a time effective manner for the Leader(s) and the Coach. 
Due to business or personal circumstances the Leader(s) and the Coach can agree to delay monthly coaching sessions to a later date due to e.g. business trips, short assignments abroad, maternity / paternity leave or illness. This will not be viewed as a Coaching Engagement Interruption as meant in the clause hereunder. In such an event, the Coaching Engagement will then simply last longer than 12 months e.g. 15 months or so, whatever the case may be.
	
Location: Coaching sessions will be held in Leader's offices. In case the Leader selects a Coach whose offices are located in a different city than the Leader's offices, travel costs will apply unless agreed otherwise. 

10. Guaranteed & Measurable Leadership Growth:

Leadership Growth will be measured 1-3 times during a Coaching Engagement mainly depending on the duration of the Coaching Engagement. For the yearlong Coaching Engagement where Measurable Leadership Growth is guaranteed the Final ‘Leadership Growth Progress Review' (Final LGPR Pulse Survey) report will be used to determine Measurable Leadership Growth. Measurable Leadership Growth has been achieved if the Leader has shown a leadership effectiveness growth in the 1-2 leadership growth areas of 1.0 or more based on the simple average of the opinion of coworkers (excluding the opinion of the Leader themselves). 
In case the Company decides that Measurable Leadership Growth has been achieved based on an earlier LGPR Pulse Survey report (e.g. after 6 or 9 months) then such LGPR Pulse Survey report will be regarded as the Final LGPR Pulse Survey and 100% of the Coaching Fees are to be paid within 30 days after the coaching session where the Final LGPR Pulse Survey report has been debriefed to the Leader. The coaching engagement would then continue till the end of its term as per mutual agreement between the Company and GCG.

11. Engagement Interruption: 

By the Company: In case the Company or the Leader chooses to interrupt or discontinue the Coaching Engagement for whatever reason the following pro rata fees will apply:


· Each Coaching Engagement includes a large workload during the first 3 months. If the Coaching Engagement is discontinued within the 3 months after the first coaching session 50% of the total Coaching Engagement Fees as stipulated in this Coaching Engagement Confirmation will apply.


· In the following 9 months each month would account for 5.5% of the total Coaching Engagement fees as stipulated in this Coaching Engagement Confirmation. Therefore if e.g. the Coaching Engagement would be interrupted after e.g. 9 months the total Engagement fees would be (50% + 6 x 5.5%) = 83% of the total Coaching Engagement fees. NB in case of a 6 months engagement the final 50% pro rata % would be 16.67% for the final 3 months and in case of a 9 months engagement the final 50% pro rata % would be 8.33% for the final 6 months.

· In case of a yearlong Coaching Engagement based on our Measurable Leadership Growth Guarantee and in the event of an Engagement Interruption the payment terms will automatically be substituted by the terms: 50% to be paid upon acceptance of the Coaching Engagement and 50% to be paid within 30 days after the last coaching session. In case of an interruption we would then proceed with invoicing the initial 50% at the date of the interruption.

By GCG: In case the Leader is not sufficiently committed to implement and demonstrate measurable leadership growth to the coworkers, GCG is permitted to discontinue the Coaching Engagement under the following conditions: 


· GCG and/or the Coach would use multiple indicators before deciding upon an Engagement Interruption by GCG. Such indicators are, but not limited to e.g. 
· Not returning phone calls and/or not replying to emails
· Lacking implementation of meaningful monthly action plans
· Not following-up with coworkers and listen to their feedforward suggestions
· Low Leadership Growth Progress Review report results


· Multiple good faith efforts will be attempted by GCG and/or the Coach to resolve the situation before discontinuing the Coaching Engagement. 
Company recognizes the confidentiality of the information exchange between the Leader and the Coach and though GCG will be happy to collaborate in above discussion GCG and the Coach will not be obligated to provide any proof of above indicators as such would constitute a breach of said confidentiality.


· If GCG would need to decide based on above indicators, to interrupt the Coaching Engagement within 3 months after the first coaching session, the Company would not be required to pay any fees in case the Coaching Engagement includes a Measurable Leadership Growth Guarantee as stipulated in the Coaching Engagement Confirmation.


· In case of Engagement Interruption by GCG after 3 months after the first coaching session the same pro rata fees as above will apply including payments related to the initial three months.



Please return this confirmation to us countersigned by Company authorized person by email. 
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With kind regards,

John Lohan 
Coach
Your Coaching Company Ltd
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Accepted & Agreed:
(Signature)

(Name & Title) - Company Authorized Representative




image1.png




image2.png
Global Coach Group
| ead for Good




