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Proposal/Confirmation Letter (A)
(Sample from Cornerstone brazil)



       									                    May 19, 2014 
Márcio Federico
Sr. Vice President Human Resources Communication
Sodexo
Av. Ibirapuera, 1196
São Paulo, SP 
Brazil

Márcio,
Thank you for the productive and fun meeting of today.
We truly appreciate the vote of confidence in Robert Wong Executive Consulting your company has expressed by requesting information on our Executive Search services.  As I had the occasion to tell you, our team is very excited with the possibility to assist SODEXO in your hiring needs in Brazil and the LATAM Region. With our solid experience serving the Services sector, we feel honored to submit our credentials in order to participate in your executive search projects.
Accordingly, this letter constitutes a Proposal under the terms that RW will proceed with a search assignment and clarifies our methodology, fees and expenses, and other general conditions.  Please do not hesitate to let us know if you have any questions. 
Sincerely,
Robert Wong Executive Consulting

Robert Wong	       Renato Bagnolesi		Marcos Prospero	Tereza G. Wong
CEO/Partner 		       Partner			Partner			Partner

Robert Wong Executive Consulting, a firm based in Sao Paulo, Brazil, was founded in 2008 and is privately owned. Cornerstone International has recently nominated Robert Wong Executive Consulting to be its representative in Sao Paulo, covering the whole of Brazil. We are also a member of the AESC - Association of Executive Search Consultants.
With a team of experts, the firm has been recognized for its excellence and efficiency in the projects carried out, namely the “2009 Breakthrough Company” Award and the indication as one of “The 100 Best HR Provider Companies” for 5 consecutive years by Gestão & RH, an independent HR Management Magazine.  Our expertise is Executive Search and our slogan is:  “We match the best talents with the best companies!” Visit our site www.robertwong.com.br.


Cornerstone International Group is one of the world’s largest global alliances of executive search and human resource firms with over 70 offices around the world - including key cities in developing markets. They are managed by entrepreneur-managers who provide personal service and undivided attention to their client organizations.  As a result, Cornerstone International Group uniquely delivers the best of both worlds: the global reach and network resources of an international consulting organization, combined with the personal attention of a smaller, entrepreneurial consulting firm.
With over 25 years of experience in the market, Cornerstone provides global reach and local high quality services to clients ranging from the world’s largest multi-national corporations to small local companies. The association operates in the following major areas of business: Retained Executive and Director Search & Recruitment, Assessments, Coaching, Board, and CEO Advisory services. Additional information may be obtained at the corporate website http://www.cornerstone-group.com/ 


The Association of Executive Search Consultants (AESC) is the official body representing retained executive search consulting firms worldwide.  As a full service organization with regional councils in the Americas, Europe and Asia/Pacific and an International Board of Directors, the AESC’s mission is to promote and enhance the practice of retained executive search. The AESC publishes a Code of Ethics and Professional Practice Guidelines, a Client’s Bill of Rights and a Client’s Charter, all of which are designed to help clients obtain the best value from executive search and to ensure compliance of the search firm with agreed and tested principles.

Membership of the AESC is only granted to an executive search firm that meets rigorous criteria and following a process of due diligence involving client references, site visits, and a vote by the appropriate Regional Council. Thus clients are assured of quality service from AESC member firms and all members of the AESC endorse the AESC’s standards and role in maintaining the highest level of professionalism in performing executive search work. More information can be obtained via the CorporateConnect website http://www.aesc.org/

METHODOLOGY
Robert Wong Executive Consulting bases its methodology on our objective which is not to simply present candidates, but to conclude the process with the right executive, in the right place, at the right time, and, above all, for the right reason, which is why we use the brand R4U for our Executive Search Division. 


Our search work hinges on the understanding of three fundamental factors, namely: 

1– Job Description
The "Job Description” is a document describing the position, which covers all job responsibilities, job title, skills required, compensation, reporting relationship, expertise, and levels of experience and education essential for the proper performance of this position. In order to help our clients we can draft this document, which will serve as a template for surfacing and assessing possible candidates. This material, once reviewed and duly approved by the client, will be part of this agreement.

2 – Culture and values of the client company 
It is very important, whenever possible, that we acquire in loco a thorough knowledge of the culture and values of the client. We believe that this process is critical in order to better gauge the “adherence”, or fit, of the individual to the client company, thus determining that the most suitable candidates are presented to the company. RW will decide the key employees of the client to be interviewed for this purpose.

3 – Profile and personality of the immediate superior
It is essential for our team to get to know the personality, profile, and style of the executive who will be the candidate’s direct superior. This will be obtained preferably by a personal meeting with this individual. The future boss and the candidate should ideally have what may be called “chemistry”, as they will be working together as a team to achieve the same goals

TIMETABLE


WHAT WE EXPECT FROM OUR CLIENT

We list below some suggestions that will “speed up” the delivery to our client of the most appropriate candidates to fill the position described in the proposal:
Clearly indicate the points or aspects in the search process that should be maintained under confidence;

Set up the interviews with the candidates presented as soon as possible;

Provide us with your comments and feedback on the candidates who were interviewed, as well as any modifications that may occur in the Job Description during the course of the search assignment;

Remit to the attention of Robert Wong Executive Consulting the names and information relative to any possible candidates who may be identified directly by the client, in order that we may contribute with our own evaluation of them as part of the selection process;

Assist us in providing the necessary information on your Corporation to the candidates, in order to help the executives make a qualified decision on an eventual change in their career. 

PROFESSIONAL FEES AND EXPENSES

The professional consultancy fee will be at a rate equivalent to 28% (twenty-eight percent) of the total guaranteed or targeted first year’s cash compensation – including base salary and any bonuses – of the executive presented by us who is employed, incremented by the appropriate local service taxes (IR, ISS, COFINS, PIS and CS), currently 16,33% of the respective invoice.  Our minimum fee for this service corresponds to R$ 65,000.00 (Sixty-five thousand Reais) per project.
It is our practice to calculate our initial fee based on the estimated annual cash compensation and bill the estimated fee in three (3) equal monthly installments, as follows: 
1/3 - Upon receipt of the signed agreement;
1/3 - 30 days after start of project;
1/3 - 30 days after the 2nd installment.
At the conclusion of the engagement, in the event that the actual first year cash compensation exceeds the initially estimated one, we will recalculate the fee based on the actual total compensation package and render a final billing for the difference. Our fees and expenses are neither refundable nor contingent upon our success in placing a candidate with your organization. 

The client is, of course, at liberty to interrupt or terminate the assignment at any time.  In the unlikely event that this occurs, the estimated professional fees will be charged as follows: if cancellation or interruption occurs within 30 days of the date of authorization, the first installment will be due in full; if it occurs between thirty-one and ninety days from the starting date, the remaining fees will be prorated based upon the number of calendar days which have elapsed in this period; and, if the cancellation or interruption occurs after ninety days, the estimated professional fees will be due in full.
In the event that the client hires – for itself or for a company that it is part of – any other executive who was presented by Robert Wong Executive Consulting for the position relative to this Proposal, then we will be entitled to issue additional fees under the same terms and conditions hereby detailed.
In addition to our professional fees, we are reimbursed for direct expenses, which are third party purchases and services incurred on your behalf, duly authorized by you.  The most common examples are consultant travel, lodging, and related expenses, which will be billed monthly on an as incurred basis.  Additionally, we charge indirect expenses which are those related to expenditures, such as telecommunications, copies, and other administrative costs originated as a result of services rendered.  To cover these costs, we will charge a monthly fee of R$ 1,500.00 (One thousand and five-hundred Reais) for the first 3 months.


We have a commercial condition of incentive which serves as a “mileage program” and, therefore, our professional fees will follow a progressive discount schedule:

Position	Fee
1st Position:	28%
2nd Position: 	27%
3rd Position:	26%
4th and other Positions:	25%



GENERAL CONDITIONS
Our long experience in identifying and searching for executives has enabled us to confirm that the efficiency of our services is based on the acceptance by our client of essential issues, namely:
EXCLUSIVITY
The client gives Robert Wong Executive Consulting the exclusivity on this search assignment. All potential candidates, even those identified by the client through its personal and professional relationships, in or outside the organization, will be centralized in our consultancy firm and submitted to the same selection process. 
OFF-LIMITS
Robert Wong Executive Search agrees not to approach the placed candidate(s) for as long as they are in client’s employment.
CONFIDENTIALITY
Robert Wong Executive Consulting guarantees absolute confidentiality with regard to any information received from its client.  The client, in turn, will treat all information regarding persons and/or companies, during the search process, in the strictest confidence.


SPECIFICATION CHANGES
In case the client modifies the assignment specifications during any phase of the search process, Robert Wong Executive Consulting reserves itself the right to review the economic conditions and timing of the referred search.

PAYMENT DELAY OR FAILURE
Failure to pay an invoice for fees and/or expenses related to a search on the due date will lead to the immediate suspension of our firm’s activities. The search will be resumed upon receipt of the payment of the overdue invoice(s). 

GUARANTEE
Robert Wong Executive Consulting commits itself to present candidates until the position is effectively filled. The candidate will be recruited based on the “Job Description” previously agreed upon and, in the event that there be any change that characterizes another or new position, then we will consider this to be a new Project and the client will bear with a new fee for the Search.
 Should the first candidate hired and placed as a result of this search leave for any reason other than one’s health, acts of God, a reorganization or restructuring of the client organization, and/or the failure of the client to fulfill its commitment to the placement, during the first twelve months after beginning employment, we would repeat the process in order to fill the position again, only charging the direct expenses.



OUR TEAM:

Robert Wong
CEO & Founder
robertwong@robertwong.com.br

Commercial Phone: +55 – 11 – 5105-2355
Mobile Phone: + 55 – 11 – 99244-3748

Robert Wong is the Founding Partner and CEO of Robert Wong Executive Consulting.
Prior to this, Wong was Senior Partner at Korn Ferry International, the worldwide executive search firm, which he joined in January 1989 and was a member of its Executive Board. He held the position of President/CEO of its Brazilian operations from 1995 to 2002 and was the company’s South American Regional Director from 2000.  He was elected by his peers as a member of the Board of Directors of Korn Ferry International and was chosen by The Economist for The Global 200 Guide as one of the World´s Top Headhunters based on his genuine interest in people and his unique ability to identify true talent. 
Wong graduated from the Escola Politécnica at the University of São Paulo with a Bachelor´s degree in Civil Engineering, received a Confederation of British Industry Scholarship for his post-graduate studies in the UK, and undertook an Executive Education Program at Harvard Business School. Wong is a Board member of several NGOs and educational institutions, such as FIA-USP (chosen the top executive education program in Brazil), SIFE – Students in Free Enterprise, Colegio Sidarta, and Instituto CEO do Futuro (a program to identify and coach college students with CEO potential). 
Tricultural – born in China, educated in American schools, and raised in Brazil – Wong is author of the book “Success is to be in Equilibrium”, which is on the best seller list and in its 14th printing, as well as of the manual “Super Hints to Land an Excellent Job”.






Renato Bagnolesi
Co-Founder and Partner – R4U Division
renato.bagnolesi@robertwong.com.br
Commercial Phone: +55 – 11 –5105-2355
Mobile Phone: + 55 – 11 – 98922-4412

Renato Bagnolesi is Co-Founder and Partner at Robert Wong Executive Consulting.
With more than 14 years of experience in Executive Search, Renato worked initially at Mariaca and Associates – InterSearch Global Partners during 5 years as Senior Consultant. In 2005, he joined Russell Reynolds Associates, where he spent almost 3 years focused mainly on corporate finance positions, such as CFO’s, Treasurers, and Controllers. 
Renato received the “Successful Candidate Indicator” Award – Americas in 2007. His practical experience involves search projects in the Americas and Africa.
Graduated in Business Administration from FAAP – Fundação Armando Alvares Penteado and International MBA from FIA (USP), Renato has native Portuguese and is fluent in English with an ESL course undertaken in Boston, MA.

Marcos Prospero
Partner and Executive Search Leader – R4U Division
marcos.prospero@robertwong.com.br

Commercial Phone: +55 – 11 – 5105-2355
Mobile Phone: + 55 – 11 – 98710-0074

Marcos is Partner of Robert Wong Executive Consulting.
Marcos studied at Escola Vera Cruz and Colégio Santa Maria, graduated in Economics from Universidade de São Paulo, holds an MBA title from Cornell University – Ithaca, NY. Took the Harvard Business School extension course in Strategic Human Resources Management. Started his professional career at Unibanco and, during 15 years, accumulated an experience in Human Resources, Supply, Real Estate, Customer Service, and Special Projects.
As the Walmart Human Resources Vice-President from 2007 up to 2011, he was responsible for an operation which involved approximately 80,000 employees. Was also a member of the Walmart Staff Team (Board) and a Walmart Institute Board Member.  Took responsibility for the staffing plan during the business expansion, change management, integration of the acquired companies, introduction of the new competency model, and management of organizational development, including an aggressive redirection of the incentive compensation plan. In 2010, was nominated by the magazine Você RH as one of the top Human Resources Managers in Brazil.
In 2011, Marcos joined Robert Wong Executive Consulting as Partner working on projects of the Executive Search Division – R4U. 
  
Maria Tereza Garcia Wong
Partner and Executive Search Leader – R4U Division
tereza.garciawong@robertwong.com.br

Commercial Phone: +55 – 11 – 5105-2355
Mobile Phone: + 55 – 11 – 99282-3870

Maria Tereza Garcia Wong is a Partner and Consultant at Robert Wong Executive Consulting. 
Prior to becoming a Consultant, she worked in Economics Planning in Germany for approximately six years and initiated her career as an Executive Search Consultant in 1989 in Brazil within a renowned European firm. Tereza later joined Korn/Ferry International, initially as an Associate, and subsequently as a Client Partner, where she remained for 10 years.  
In addition to working mostly on Director/C level search assignments, Tereza was also involved in Management Assessment projects. Her work was focused mainly in the Financial Services specialty, having also coordinated/ worked extensively on projects in the Industrial, Telecom, Healthcare, Agribusiness, Retail, Consultancy Firms, Non-Profit Organizations, Cultural, and Real Estate segments.
In 2004, she established her own Executive Search firm as one of its Partners. Tereza is certified in Coaching by the ICI – Integrated Coaching Institute, and accredited in the LPA – Launch Pad Analysis, an executive assessment tool. 
She holds a B.Sc. degree in Economics from Mackenzie University in São Paulo, followed by a post-graduate course in Business Administration at Stuttgart University


In Agreement:




________________________________			______________________________
For Sodexo						Date


________________________________			______________________________
Robert Wong						Renato Bagnolesi
CEO/ Partner						Partner
RW Executive Consulting				RW Executive Consulting



_______________________________			________________________________	
Marcos Prospero					Maria Tereza Garcia Wong
Partner							Partner
RW Executive Consulting				RW Executive Consulting
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Mrs. XXX XXXXX
HR Director
XYZ UK Limited
3rd Floor, Nations House
103 Wigmore Street
London W1U 1WH

Maroussi, 2 February, 2014

Dear Mrs. XXXXXX,
Thank you for your interest in working with us.  Following our communication, we provide below a description of the framework related to the search of a General Manager for the Greek operation XYZ.
XYZ & COMPANY:
XYZ is one of Europe’s largest designer outlet developers, owners and operators, with 16 designer outlets, housing 1,300 stores.  XYZ outlets collectively occupy over 300,000 sq. meters of gross area across Europe.  Each outlet has an area of 15,000 sq. meters to 35,000 Sq. meters, and 80 to 170 individual stores.
XYZ designer outlets offer permanent discounts of up to 30% to 70% in prestigious labels.  All merchandise is stock that is in excess goes to the high streets, and is sold through stores run by the brands themselves.  Over 650 brands are available at these outlets, with many of the world’s best brands in fashion, sportswear accessories, home wares and cosmetics.  Brands featured include Armani, Bulgaria, D&C, Hugo Boss, Prada, Roberto Cavalli, Salvatore Feragamo, Zegna, Benneton, Calvin Klein, Marks & Spencer, Nike, PUMA and others.
XYZ outlets are situated within a 45-60 minute drive of large cities with population of three million people and more.  In Europe more that 135 million people live within a 90-minute drive of a XYZ outlet.
Greece is one of XYZs’ target markets for development in the future.  The organization has signed an €80 million to develop its operation in Greece, with plans for its 17th location at Yalou.
Yalou is located 25 kms.  east of central Athens, and within a 60-minute drive of 4.5 million people.  The specific outlet is scheduled to open in autumn 2008.  It will cover 25,000 square meters and accommodate 125 stores.
XYZ is in search of a General Manager to head its operation in Greece.

The initial organizational structure of XYZ in Greece:
General Manager
Marketing Manager
Retail Manager
Facilities Manager
Operations Manager
Regional Director (Italy)
The position sought is the one highlighted.





CORNERSTONE INTERNATIONAL GROUP

Cornerstone Athens represents the CORNERSTONE INTERNATIONAL GROUP (CIG) in Greece.  CIG is a major Global Executive Search organization comprising owner-managed firms on every continent.  Its headquarters are in Atlanta, Georgia (USA) and Shanghai, China 
The CIG network consists of around 45 offices around the world.  These offices are independent local organizations, very successful in their own markets and centrally monitored by CIG headquarters in terms of development of know-how and quality of delivered services.
All Cornerstone offices are specialized in targeting their services to Boards and Senior Management.  Although assortment of services may differ marginally from office to office, the core business of CIG is Executive Search.  Cornerstone Athens is specialized in Executive Search for Key Top to Middle level Management positions, and also offers Executive Coaching
The Cornerstone Athens team has developed its presence in the Executive Search business for the past 25 years.  It has been part of John Stork & Partners-UK in the past, as well as Boyden.  Cornerstone differentiates itself in the following ways:
· Organizational Structure: Cornerstones’ structure is designed to support Top Quality in search capability.  Cornerstone’s organization is flat, allowing for maximum control and know-how in each phase of our services rendered.  The person who will be briefed on a specific project is the one who will run the search and close the project.

· Specialization: Partners are all MBA graduates, and have considerable past experience in the market.  They are trained to understand the critical qualitative and business issues of a placement and to challenge you in terms of the design of a position in order to be able to offer you the best solution possible.  Partners are also specialized in terms of function or industry and continuously build their network in the market in their specialized field.

· Methodology: Cornerstone methodology is designed to scan all existing candidates for a position, through an agreed-upon search strategy, and to evaluate them based on competency as well as qualitative characteristics needed for a specific position.  Please read through our detailed methodology in our enclosed brochure.  Cornerstone offers 12 months free replacement guarantee on its placements.

Our organization has a record of over 95% successful placements and has been the pioneer in developing international expertise in Greece.  It is also currently managing the development of Cornerstone International Group in Europe by being part of the CIG board, responsible for Europe.

JOB DESCRIPTION OF THE GENERAL MANAGER:

Mission
To develop and efficiently manage the XYZ operation in Greece.  To develop the presence of McArthur Glen in the local business environment, to draw target brand names to invest in the XYZ outlets and to manage the operation in order to be achieve its targeted results.

Responsibilities
· To assist in the development of a business plan for the project highlighting expected revenues, costs and profits in a five-year time frame.
· To position XYZ as a major player in the Greek retail business environment.  To develop a presence among major retailers, brand owners or representatives as well as the local authorities.
· To develop positive relationships with the media, in order to gain support for the positive presence of the organization in the local business environment and the local community.
· To develop business relationships with the representatives or subsidiaries of international brands, as well as retailers who could invest in the specific project and to structure business agreements for their presence in the XYZ Outlet(s).
· To influence and manage the local authorities if and when needed, in order to allow for the development of the project in the planned time frame.
· To work with a team to develop and implement marketing strategy in order to promote the outlet to the final consumer.
· To set and/or coordinate the operations infrastructure with regard to the center.
· Services to the tenants.
· Facilities management.
· Control of XYZ contract requirements.
· Quality of operation.

· To monitor the financial performance of the operation.  To represent the organization to financial institutions.
· To cooperate closely with the business partners of XYZ in Greece.
· To recruit and develop a team of managers who will support the project into the future.



Qualifications

AGE: 				In the area of 35-45.
EDUCATION:	An undergraduate degree in any discipline.  Graduate degree, preferably an MBA.
LANGUAGES:			Fluent in speaking and writing English.
PROFESSIONAL EXPERIENCE:	Ideally, a person with previous experience in retail, preferably with regard to fashion goods and apparel.  Will have managerial experience as a first or second line manager, and preferably in a business development or marketing role.  Established relationships in the Greek retail industry will be a considerable plus, as well as knowledge of the business of leasing of real estate.  Alternatively, could be a first line manager in a fashionable brand organization, which cooperates closely with retail.  Although operational expertise is of importance, his ability to influence people and business savvy will deliver great value.
SKILLS/COMPETENCES:
· Positive personality, able to influence the environment.
· Well connected, respected.  Enjoys engaging the environment.
· Strong communicator with all levels of people.
· Organized, a planner and doer.
· High degree of self-initiative.
· Able to see the big picture and follow the detail.
· Results oriented.
· Competent in operations.
· Dynamic, proactive.
· Rational decision making.
· Objectivity, creativity.

COMPENSATION:		In the area of €100,000-€130,000 gross base salary.
BENEFITS	Bonus (30%), company car, medical plan, and cellular phone, LTI (Long Term Incentive plan).  Other benefits will be discussed.


SEARCH STRATEGY AND PROCESS

The search for the right candidate will be focused on Hellenic and International companies, primarily within retail operations or within the fashion industry.  We will focus on first and second line managers.  We will look into people who have worked in the Greek market in a role of development and marketing of retail networks, who have experience in the management of communication between retailers, government authorities and the media.
The search will be focused on the following types of companies:
Intersport, Levis Hellas, Fashion Box Hellas (Replay), Diesel, Notos.Com, Marks & Spencer, IKEA, Sprider, Foot Locker, Glou, FMG Platinum, Carouzos, Duty Free Shops, Hondos, Sarantis, Factory Outlet etc.
Also:
Carrefour, Media Markt, Lidl, ALDI, Goody’s, McDonalds, Praktiker, Germanos, AB Vasilopoulos, Makro Cash & Carry, TIM, Vodafone, Piraeus Bank, Eurobank, Dixon’s (Kotsovolos electric stores), SONY, Cosmote.
Please feel free to add any companies in which you believe we should target suitable candidates for this position.
Within 15 working days from the start of the search, we will present you a confidential Long List of all the targeted candidates.  We will share information about their background and experience in order to focus on the most appropriate ones, with whom we will then have interviews.
A typical search for a General Manager is normally completed within 45 days.  With the completion of the interviews, we will send you a full report on employment background, personal data, plus our personal and professional view of the 2-3 final candidates, who we believe are the most suitable for the position.  We will stay in close contact through the whole process, and we will keep you posted on the progress made, as the search develops.
One Consultant and one Researcher will carry out the project.  They will be responsible for the search strategy the evaluation and the selection of the right candidates.
 The responsibility for the search and selection for a General Manager for XYZ will be carried out by:
George Michael
Sharon Stone

We enclose their CVs for your information.

FINANCIAL TERMS

Our professional service charge for searches confined to the Greek territory is 33% of the first year’s cash compensation, i.e. gross base salary plus bonus at 100% achievement of goals.  Our agreement with McArthur Glenn for the specific project is to base our fee on base salary only.
For provisional billing purposes, we will use a notional compensation of €130,000 (€8,500 X 12 + 30% bonus), thus:
€130,000 X 33% = €42,900 payable in three installments of €14,300 each.
The first bill or initial retainer is due on commencement of the search, the second bill 30 days from the start of the project and the third 60 days.
When a candidate has accepted an offer, his or her actual cash compensation will be used to determine our final billing, at which stage appropriate adjustments are made and settled between us.
The above amounts do not include VAT 19%.  All invoices are paid within 30 days.

TERMS & CONDITIONS

1. We are happy to offer you a 12-month free replacement period for the candidate we will propose and will be hired.

1. If more than one candidate from our Shortlist for this assignment is appointed, a service charge (60% of this fee) will be payable.

1. If for any reason you decide to discontinue the project, the fees will be payable as follows:
2. within 30 days from the start of the search – we charge the 1st installment
2. 30-60 days from the start of the search – we charge the 1st and the 2nd installment
2. More than 60 days from the start of the search, we will charge the whole amount.

1. Out-of pocket expenses are billed at cost.  No expenses of consequence, such as travelling, will be incurred without your consent.

1. We will be the exclusive search & selection consultants for this assignment.  If you wish us to evaluate candidates that you have contacted, we will be glad to do so.  If one of those candidates is hired, the charge will be the same as described above.


SUMMARY
Ms XXXXXX, we appreciate your confidence in Cornerstone Executive Search.  Please feel free to make any adjustments to the job specifications as you see fit.  We would then appreciate your signing and returning a copy of this letter, giving us formal authorization to commence. 
On receipt, we will immediately commence our research and move into our outlined procedure.

Yours sincerely,						We agree,

Cornerstone Athens S.A.				XYZ UK Limited
Date of signature:					Date of signature:

George Michael
Managing Partner					
						Luciano Pavarotti

(please sign and stamp)
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PRIVATE & CONFIDENTIAL
February 4, 2014
Mr. Client Contact
Partner & VP Engineering
CLIENT ORGANIZATION
Street Address
Islandia, NY  11749

Re:	ENG#1952 (Highly Confidential Retained Search for UK Managing Director)

Dear Rob:
As promised, this letter will outline the steps we would follow plus the fees and terms for conducting this retained search on behalf of ___________.  We are excited about the possibility of helping you to strengthen your team.

Background
In order to achieve/exceed the goals of your organization, you need to attract a well-connected sales executive with a proven track record of personal sales results coupled with the ability to inspire the same excellence in others.  You do not seek the typical GM who is strictly maintaining a company’s market share, but rather, you seek an individual who can aggressively build your UK and European sales.
 You seek a leader (1) who has the business acumen to build and manage the proper support team, and (2) who has the ability to deliver results that will maintain your UK/European leadership position throughout your industry.  Cornerstone is highly experienced in the “art” of finding and attracting the right GM for companies with such aggressive goals.  Our London office is recognized as among the very best in all of the United Kingdom.




The Search Process
We know that you are familiar with the typical process employed in conducting an executive search; however, for others who might be less familiar, the basic steps are as follows:

A. Diagnosis & Planning:
Before a search can properly be implemented, we must be sure that we accurately understand your needs/wants as well as the «personality» of the environment into which the chosen candidate will enter.  To optimize the match of competence & compatibility, our fiduciary responsibility to you is to challenge your specifications to ensure we understand the letter and spirit of your requirements.  We must have the integrity to turn down an assignment unless we sincerely know we can satisfy those requirements.
Each client and each position is sufficiently different to necessitate a custom approach to each search.  Although the basic steps remain the same, the content of the steps must be patterned around the uniqueness of your situation.  Specializing in this industry for many years, we have encountered many similar search requirements; however, your organization is not identical to other clients.  Thus, we must plan each search for you as though it is the first time we have conducted a search for that particular type of individual, and thereby we avoid “retreads,” “hand-me-downs,” and “second-best” candidates.

B. Position Specification:
For feedback to your fellow management involved in the search process, and as a means to communicate our search parameters accurately to the market place, we develop a Position Specification for each search.  This Specification describes your organization generically (to maintain confidentiality and minimize ill will from rejected preliminary candidates), outlines the description of skills and personality traits considered ideal for the situation, and spells out the other requirements/background desired.

C. Manual & Computerized Research:
We carefully identify all possible sources of potential candidates throughout the target industries as well as other industries where qualified candidates may have relocated using transferable skills.  We also identify indirect sources, many of whom we already know from similar prior searches, who may be able to recommend potential candidates and/or help us in attracting hard-to-get candidates.




D. Sourcing & Recruiting:
Recruiting is both an art and a science.  No one can promise a perfect match, yet the best employment “marriages” start with our ability to identify and recruit the very best candidates and then determine which will fit (and which will not fit) your situation.  Often the best candidates are the most difficult to attract.  Because these preferred candidates are recognized for their superiority, often they are already serving in desirable positions and, thus, they are resistant to leaving.  However, if your organization is truly a good match for any of these preferred candidates; it is incumbent upon us to try a little harder to break down their resistance.

E. Interview Screening:
Generally we may contact several hundred individuals who might be candidates or sources of candidates.  From this larger group, we might telephone interview as many as 40 potential candidates and later have face-to-face interviews with up to 12 of the favorites.  Usually we select a panel of three or four of the best-matched candidates for you to interview in person.

F. Candidate Dossiers:
Before the semi-final candidates are presented to you, we prepare a written dossier on each semi-finalist, which includes his or her employment background, personal data, plus our assessment of the strengths and weaknesses of the candidate relative to your requirements.  Due to government regulations protecting the privacy of individuals and because the semi-finalists are often sensitive about confidentiality, we submit these dossiers to you with the express commitment from you that such information will be maintained in strict confidence and limited only to those members of your management team who have a legitimate involvement in the search process.

G. Client Interviews:
After you have reviewed the dossier on each semi-final candidate, we will schedule a face-to-face interview for each person to meet with you at your offices or elsewhere, if that is your preference.  For candidates who are sensitive about confidentiality, the venue of your meeting should be private and not conspicuous to outsiders that the meeting is an “interview.”  Also, because the favorite candidate(s) may be resistant to leaving their current job, we encourage your interview team to maintain a “selling mode” while conducting the interviews.  If you prefer, we can also be present during any or all of your interviews.


H. Reference Checking:
Again, because of increasing governmental protection of individual rights to privacy, we are precluded from thoroughly referencing candidates until after they have met with you and are sufficiently interested in your situation that they are willing to run the risk of a “leak.”  We strive to maintain complete confidentiality; however, reference checking does entail some risk of leaks by the individuals contacted as references.  Usually this thorough reference checking is done on your most favorite candidate only.
Once we have the express permission from a candidate to conduct thorough reference checks, we identify multiple individuals (to validate patterns) in varietal relationships to the candidate (some individuals relate differently to superiors, than to subordinates, peers, etc.).  We will solicit multiple names of references in each of the following categories:         (1) former bosses,   (2) former peers,   (3) former subordinates, (4) former customers, and (5) former vendors.  We will avoid calling the candidate’s “friends and neighbors” list because of biased or irrelevant perspectives from such references.
Before you extend an offer of employment, the results of our reference checking may include information that will help you in validating compatibility to your organization.  Additionally, the reference checking results may identify information which might be helpful to you after a candidate is invited to join your organization, vis-à-vis, identifying areas of secondary weakness or variance in management style, which although not disqualifying, may still require awareness and discreet surveillance.

I. Offer & Negotiations:
On more than a few occasions, we have seen perfectly doable transactions fall apart because both sides failed to discover areas of mutual agreement.  For instance, often organizations will offer an unacceptably low point of the compensation range—a range that includes a higher amount that might have been acceptable to the candidate.  Likewise, the candidate often does just the reverse:  he or she asks for the high side of his or her desired compensation range, at a point which is too high for the company to afford, and yet a lower amount might have been mutually acceptable.  Part of our job is to help both sides identify mutually acceptable ranges before either side offends the other with an unacceptable figure.
Because we do this for a living, we are generally more familiar with the recruiting process than either party.  We may have seen patterns of behavior and/or alternative solutions that have not yet been discovered or seen by your company or by the candidate.  When either party is at an impasse, sometimes we can break the deadlock with a creative solution that is more suitable to both parties.  Such solutions cover a spectrum of choices, some objective and some subjective.

J. Post-Hire Follow Up (Optional):
A new employment “marriage” includes a startup period that is analogous to a regular marriage’s honeymoon.  After the employment “honeymoon,” you may encounter minor adjustments of personality and style, which if properly managed can be harmoniously transcended, but if mis-managed or not noticed, can fester into less harmonious results.
Because we are usually perceived as a neutral and trusted party to the relationship, the new employee may confide in us when he or she has a problem.  Alternatively, at your request, we can use the same neutrality and trust to communicate your concerns to the new employee before a correctable problem escalates detrimentally.

Fees and Terms 
As a retained executive search firm, our clients hire us to evaluate the logical choices of candidates (pre-existing candidates and additional candidates whom we generally identify).  We are paid for our professional time and expertise to objectively evaluate both the competence and compatibility of the candidates.  To maintain objectivity, our fees are not based on making a placement, but rather they are based on the thoroughness and quality of our researching, sourcing, recruiting, and evaluating of appropriate candidates.
Our professional fee is one-third (1/3) of cash or cash equivalent compensation plus out-of-pocket expenses, invoiced in three equal installments initiated by a written confirmation letter.  An additional invoice would be rendered at the completion of the engagement to reflect any adjustment should you elect to hire the final candidate(s) at a higher salary level than that originally estimated.  Additional hires of finalists for other positions (part-time or full-time, as employees or independent contractors) will also be invoiced on the same terms & conditions as this proposal.  Although the finalist will be paid in Pounds Sterling, we will invoice you in U.S. Dollars.

	Engagement 1952
	Cash Compensation
	Estimated Professional Fee
	Initial Fee Installment 
	Subsequent Installments (2)

	UK Mng. Dir.
	Est. $210,000 USD
	$70,000 USD
	$23,333 USD
	$23,333 USD



Out-Of-Pocket Expenses
We will charge candidate interview travel expenses and reasonable out-of-pocket expenses (telephone/fax, postage/courier, research materials, local meals/travel, etc.) attributable to this engagement, invoiced monthly, including a “final invoice” 30 days following completion of the engagement to capture residual expenses that usually lag a month late (e.g., late candidate reimbursements.).  All invoices are payable within 15 days and are subject to a 1.5%/mo. Late fee.


[bookmark: _Toc383592302][bookmark: _Toc385443107]Legal
[bookmark: _Toc383592303][bookmark: _Toc385443108]Integrated Agreement
[bookmark: _Toc383592304][bookmark: _Toc385443109]This Agreement constitutes the entire agreement between us with respect to the subject matter of this Agreement and supersedes all prior negotiations, understandings, and agreements between us, whether oral or written.

[bookmark: _Toc383592305][bookmark: _Toc385443110]Attorney Fees
In the unlikely event that we must initiate legal proceedings against each other to enforce or interpret the provisions of this Agreement, the prevailing party in such litigation shall be entitled to recover reasonable attorney fees and costs of litigation.

[bookmark: _Toc383592306][bookmark: _Toc385443111]Continuation Fee
During the course of this search, should for any reason you elect to postpone the engagement for an extended period of time, such that our research and recruiting results must be redone, we reserve the right to charge an additional twenty-five percent (25%) of the initial retainer fee once the engagement is reactivated.

100% SATISFACTION WARRANTY (UNUSUAL FOR RETAINED SEARCH):
Cornerstone International Group is founded on the principle of maximizing value to the customer.  We strive to provide “added value” and two of our most popular value-added features are (a) our written warranty plus (b) our commitment to future support of each client organization.  We warranty complete satisfaction on each engagement.  With no time limits, if a client is not fully satisfied with the value received, we will complete the next comparable engagement at cost.
At Cornerstone International Group our goal is two-fold.  First, we want you to access the candidate choices more quickly.  Second, we want the panel of semi-final candidates to be sufficiently screened, evaluated, and profiled that your interviewing and hiring process achieves the “bottom line” goal of satisfactorily filling each position.



Summary:
As soon as you give us the okay, we will jump into this search immediately.  A vital first step should be for you to personally meet with our team in London.  Justin Mills will be the Partner-in-Charge and we suggest that you meet with Justin’s team in London when you are visiting the UK the week of September 22nd.
In order to learn the “personality” of CLIENT, you can educate our UK team regarding the qualities and skills you prefer and reach a consensus on the type of person we should attract to grow your UK sakes successfully.  Our goal would be to have the new UK Managing Director on board for you confirmed 4 months and onboard within 6 months from today

Respectfully,

[bookmark: _Toc383592307][bookmark: _Toc385443112]Simon Wan
Chairman & CEO

[bookmark: _Toc383592308][bookmark: _Toc385443113]cc:	Ian Day –London
[bookmark: _Toc383592309][bookmark: _Toc385443114]Email:	ian-day@cornerstone-group.com 


[bookmark: _Toc383592310][bookmark: _Toc385443115]ACCEPTED FOR CLIENT ORGANIZATION:


[bookmark: _Toc383592311][bookmark: _Toc385443116]Signature: 							Date:

[bookmark: _Toc383592312][bookmark: _Toc385443117]Print Name: 							Title:



More Sample Documents

You can download and modify these documents in connection with Retained Search business development:
	Sample Proposal & Contract
	Sample Texts to present Retained Executive Search Value and Process
	Sample List of Consultants for the Assignment	
	Sample Reports for presenting candidates
	

Visit http://members.cornerstone-group.com/resources/
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