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Sugar Grove, Illinois 

www.willowtreeresearch.com 

Laura Street Chaplin 

Professional Genealogist 

   LETTER OF AGREEMENT 

Dear Client: 

Thank you for asking me to undertake professional genealogical services for you.  This letter, and the 

accompanying Acceptance Form, describes the agreement between us regarding these services.  If you 

agree with these terms, please sign both copies of the Acceptance Form and return one to me. 

FEES and COSTS: 

Tutoring services cost is $100 for four (4) 1-hour sessions per topic.  A current list of topics is available 

on my website.  Others can be designed around your interests. 

Family Historian services cost is $20 per hour (with a six (6) hour minimum).  Time is charged for 

review of Client information, attendance at your family event, interviews with attendees, record-keeping, 

and media presentation preparation.  In addition, the Client will reimburse in full (from my itemized bill) 

the actual cost of materials, copies, photographs, parking, postage and handling, and travel expenses at 

the current IRS allowable rate per mile. 

Research services cost is $20 per hour (with a two (2) hour minimum).  I will provide Client with an 

estimate of hours needed to address our mutually agreed upon research goal /question.  This amount is 

due as a non-refundable initial retainer.  Time is charged against this retainer for review of information 

provided by Client, research, analysis, and report preparation.  In addition, the Client will reimburse in 

full (from my itemized bill) the actual cost of microfilm rentals, photocopies, document copies, 

photographs, parking, postage and handling, travel expenses at the current IRS allowable rate per mile 

and other ordered or approved out-of-pocket expenses. 

If Client desires to continue with further goals then additional research time will be authorized by 

Client in writing and require subsequent payment(s), billed at $20 per hour.  Funds remaining will either be 

applied to further research or returned to Client at the close of the project.  Requests for additional work in 

excess of seven (7) hours will require only a 50% deposit to initiate work with the balance due at 

completion.  Work requests for six (6) hours or less must be paid in full before additional research begins. 

For each separate research goal / question, when the authorized number of hours has been reached or the 

objective completed, I will prepare a detailed Research Report, covering all sources checked during the 

research, analysis of the findings, suggestions for further research, copies of documents found, and an 

itemized schedule of the time consumed and expenses incurred.  I will provide this report digitally &/or in 

print form in a reasonable time frame, not to exceed two months following the completion of research, 

unless I notify Client of delay in delivering the report.  Client’s final payment of balance due, if any, is 

required within fifteen (15) days of the statement date.  Research Reports will not be delivered 

before final payment is received. 
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CONDITIONS: 

I will provide Client with one or more genealogical service end products, depending upon the type of service  

chosen.  This would include one or more of the following: 

A) time spent in the tutoring session(s) desired; 

B) Copies, transcriptions, or abstracts of relevant documents (as appropriate) with full source citations, a 

narrative family history, scrapbook pages, or creative media presentation; 

C) information on the people researched presented in a variety of ways (such as lineage, narrative or compiled 

genealogy, case study, a search for heirs, etc.); 

D) a completed submission-ready society application form, accompanied by necessary documentation; 

E) Other project work mutually agreed upon. 

For Research Services, so as not to duplicate work already done, Client will provide to the genealogist all 

pertinent information on the subject to be researched, including copies of reports or summaries of previous 

research touching on the subject, copies of significant records, and notes on sources or collections previously 

searched.  This material can include, but is not limited to, family group sheets, ancestral charts, research logs, 

certificates, newspaper clippings, replies to queries, online database queries, etc.  This should include 

information on any known siblings as well.  The Client understands that research on these collateral lines can 

result in information about their direct ancestors that may appear in no other records.  (Please do NOT send 

original documents.) 

For all Services, this agreement becomes effective, and I will begin work, once I have received: 

A) If applicable, background material describing the information that Client already has. 

B) Copy of the Acceptance Form (enclosed), with Client’s signature showing agreement. 

C) Client’s payment. 

I will perform all work as an independent contractor in accordance with prevailing professional standards in 

genealogy, including the Code of Ethics of the Association of Professional Genealogists, the Code of Ethics 

adopted by the Board for Certification of Genealogists, and the Standards recommended by the National 

Genealogical Society, copies of which are available on my website. 

Client agrees that I may delegate certain research duties of my choosing to other qualified researchers within 

Willowtree Research.  Client also understands that occasionally work may be contracted out because of 

inaccessibility to a repository and will be undertaken by any other contractor only with Client’s verbal or 

written permission.  In these circumstances, all analysis of records / information will still be done only by me. 

Client understands and agrees that there are no guarantees regarding what information, if any, may be found or 

what conclusions may be drawn from it and that no prediction can be made in advance, of the hours needed to 

find the information to prove facts or relationships, and that the risk of non-discovery, or discoveries to the 

contrary of those desired is on the Client and not on the Genealogist.  My conclusions will be based on the 

weight of available evidence.  Client understands that Willowtree Research may not be able to solve their 

genealogical problem since the availability of information varies from county to county as well as from individual 

to individual. 
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CONFIDENTIALITY: 

I will hold confidential any information on living persons or sensitive matters that is not already a matter of 

public record or public knowledge.  This includes names, addresses, telephone numbers, and other identifying 

information.  I will treat with discretion, even if they are already matters of public record, issues that concern 

living persons, their parents, or immediate families, as well as items that the Client has specifically noted as 

sensitive. 

FUTURE USE OF WORK: 

Otherwise, I retain the right to make further use of the results of work done at Client’s request, including, but 

not limited to publication in articles and books, certification requirements, and genealogical lectures or workshop 

material, with acknowledgement of Client’s sponsorship of the research (unless the Client requests anonymity).  

I will not accept fees to provide these same results directly to any third party, but will, with Client’s consent, 

refer them to the Client for the information and allow the Client to determine the terms under which they may 

decide to share it.  Client understands that even though I agree to keep certain information confidential, a court 

can compel me to disclose that information. 

I retain the copyright to the report and the manner in which I have expressed the information in it.  The 

Client may make a limited number of “fair use” personal photocopies of the copyrighted report for personal 

study, but will agree that they will not otherwise publish, make multiple copies of the report for distribution, or 

reproduce the report in any other material form without written permission from Willowtree Research. 

The Client agrees that if they distribute to others or publish any information taken from the Research Report, 

including my findings and conclusions, the Client will report them accurately.  The Client will include any 

qualifiers (for example, the words “probable,” “possible,” or “presumed to be” when accompanying a 

conclusion), and the Client will credit my report and Willowtree Research as the source.  The creative 

authorship of any report or other product I produce for you is subject to any copyright which I may lawfully 

exercise; the information content is not.  You may use the information from any end product at will, for 

instance, in the production of a family narrative that is shared, published or distributed online. 

We both agree that if any dispute arises out of this agreement, we will use the arbitration services of the 

Association of Professional Genealogists and accept as final and binding on both parties the arbitration decision, 

and both parties consent to the entry of the decision as a final judgment in any court that may have jurisdiction 

over either of us. 

This letter and accompanying Acceptance Form reflects the full scope of our agreement and replaces any earlier, 

tentative commitments by either of us.  It supersedes all oral or written proposals and all other prior 

agreements, understandings, or communication.  Any changes will be effective only if they are also made in 

writing. 

The terms and conditions of this agreement shall survive its performance and will be binding on the heirs, legal 

representatives, successors, and assigns of both of us. 

Thank you for the opportunity to be of service. 

Sincerely yours, 

 

 

Laura Street Chaplin 

Willowtree Research:  Family History Tutoring & Genealogy Services
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ACCEPTANCE FORM 

 

Client’s Name: ______________________________________________________________ 

Address:  ______________________________________________________________ 

Phone # _______________   Email: _____________________________________________ 

 

I hereby engage the services of Willowtree Research in the following: 

____ Tutoring services 

____ Family Historian services 

____ Lineage society application 

____ Hourly Genealogy Research. 

I authorize their research on my behalf, at the rate of $20 per hour, for an amount not to exceed 

$___________.  I understand that this hourly fee applies to review of the existing information I have provided 

to Willowtree Research, development of a research plan, actual research, analysis and evaluation of new mate-

rial in light of research objectives, and preparation of a detailed Research Report (which will include details on 

negative searches and recommendations for further research).  In addition, I understand that I will fully reim-

burse itemized expenses incurred on my behalf by Willowtree Research and that any balance due for reimburs-

able expenses is payable upon completion of research. 

MY RESEARCH GOALS—(Please list in order of priority.  Attach or email additional information if more space is 

needed; be as specific as possible.) 

1. 

 

 

 

2. 

 

 

 

3. 
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PAYMENT ENCLOSED—(Please fill in the corresponding payment for the type of service you have chosen.) 

____ fee for Tutoring services in the amount of $ ________, dates and times to be mutually agreed upon. 

____ non-refundable fee of $ ________ for Family Historian services ( ____ hours at $20 per hour). 

____ non-refundable initial retainer of $ ________ for Research services.  (Equal to the greater of the full 

amount noted above OR two (2) hours of work at the rate quoted above.) 

____ payment for further work in the amount of $ ________, authorizing an additional ____ hours of research 

at $20 per hour.  (If greater than 7 hours only a 50% deposit is required, with the remainder due upon comple-

tion of research.) 

 

PERMISSIONS  (Please check any that apply.) 

____  I give permission for Laura Street Chaplin / Willowtree Research to use the research findings obtained on 

my behalf in lectures or published materials. 

____  I wish to remain anonymous should Laura Street Chaplin / Willowtree Research use the research findings 

for such purposes. 

____  I allow Laura Street Chaplin to submit at her discretion any or all final products to the Board for Certifica-

tion of Genealogists (CG) for independent and confidential review for certification purposes. 

 

Signature of Laura Street Chaplin, Genealogist: __________________________________________________ 

          Date: ___________________ 

 

Signature of Client: ______________________________________ Date: ___________________ 

(Signature of Client denotes acceptance of all conditions in accompanying Letter of Agreement.) 

 

Please sign one copy of Acceptance Form and return with payment.  Retain second copy. 

 


