
 
Dear Name, 
 
Thank you for your interest in serving as an independent contractor for Network providing 
underwriting and sales services. Network is the only Catholic radio station in the region, and one 
of more than hundreds radio stations across the country – a number that continues to grow.  We 
are a listener-supported, non-profit 501(c)(3) organization.  
 
The mission of our lay apostolate is to broadcast the knowledge, love and practice of the Roman 
Catholic Faith.  It seeks to offer a spiritual and educational gift to all listeners to help build 
stronger marriages and families, greater unity, and growth in discipleship and apostleship. 
 
This letter spells out the terms under which you will provide services to the Network. We agree 
that you are not an employee but, rather, an independent contractor. In this regard, you are free to 
work or perform services to others. You will set your own hours, provide your own office space 
and equipment and pay for your own expenses. The Network will report your earnings on a Form 
1099 and you agree to properly report and pay all taxes, including self-employment taxes.  
 
The Network operates in part with the help of underwriters. In your role, you will solicit and 
maintain relationships with certain underwriters. In return, the Network will compensate you for 
such services.  
 
General Principals  
Although the Network is a non-profit organization, for purposes of our arrangement with you, we 
can borrow some ideas from the for-profit world.  

• House Accounts. The Network has existing relationships with some underwriters Like 
“house accounts” in the for-profit world, the Network will not require your assistance 
with respect to these relationships and, accordingly, no compensation will be paid to you 
with respect to these underwriters and advertisers, unless you are directed in writing by 
the Station Manager to establish such a relationship. If you are directed to establish such 
a relationship, the Station Manager may later direct you to end the relationship, in which 
case the underwriter will return to its original status (and you will no longer receive 
compensation with respect to such underwriter). 

• Pay When Paid. For those underwriters for whom you have a right to receive 
compensation, the Network is obligated to pay you only after the Network actually 
receives money from the underwriter. Such payments will be made to you by the 
Network by the 15th of the second month following the month in which payment is 
received. For example, if the Network received payment on February 22nd, payment will 
be made to you by April 15th 

• Non-Exclusive. The Network has many motivated and passionate volunteers and 
employees. These people may bring underwriters to the Network without your assistance. 
Accordingly, no compensation is owed to you with respect to gifts or purchase of 
underwriting that are brought to the Network by others unless specifically agreed to in 
writing by the Station Manager. For example, the Station Manager may direct you in 
writing to establish a relationship with an underwriter after a volunteer identifies the 
underwriter to the Network. In such you would be entitled to compensation, as discussed 



below. In addition, the Network may establish a relationship with another individual or 
organization to secure underwriting. The Network is never obligated to pay two 
individuals/organizations with respect to the same underwriter, unless the Network agrees 
to do so.  

• No Continuing Right to Compensation after the Relationship Ends. Your right to 
compensation ends when your relationship with the Network ends. The Network has no 
obligation to make a payment to you with respect to any monies received from an 
underwriter after the last day that you provide services, irrespective of whether you 
identified, secured or procured the underwriter, advertiser or any particular gift or 
purchase of underwriting. For example, your relationship with the Network ends on 
December 31. The Network receives an underwriting payment on November 15, and an 
underwriting gift on January 10 of the following year. You established the relationship 
with the underwriters. You would be entitled to compensation with respect to the Nov. 15 
payment but not with respect to the January 10 underwriting gift.  

• Confidentiality. You agree to keep all information about underwriters confidential and to 
not use such information for purposes others than those outlined in this letter. This 
confidentiality obligation does not apply to information that the Network makes publicly 
available.  

• Contributions in Kind. If an underwriter makes a contribution in kind, you are not 
entitled to any compensation with respect to such gift. For example, an underwriter 
contributes office furniture to the Network. You are not entitled to any compensation with 
respect to such gift.  

 
Underwriters  

• Underwriters are individuals and/or organizations who financially support the Network 
through gifts.  Underwriters do not expect (and in some cases, ask not to receive) 
recognition on the air or otherwise.  

• HFR already has relationships with certain existing underwriters. A list of these 
underwriters will be provided to you. Unless you are requested, in writing, by the Station 
Manager to establish a relationship with any of these underwriters, you will not receive 
any compensation with respect to these underwriters. In addition, unless requested in 
writing to do so by the Station Manager, you may not approach any of these underwriters 
for purposes of asking them to become advertisers.  

• If you are requested in writing to maintain a relationship with an existing underwriter, 
you will receive a payment for such services equal to 20% of the monies the underwriter 
contributes during the time period you are asked to maintain the relationship. The Station 
Manager may subsequently direct you to cease efforts to maintain such relationship, in 
which case the payments to you will cease.  

o Example: An individual is a current underwriter and is disclosed to you on the 
list. Subsequently, on June 1, the Station Manager directs you in writing to 
maintain a relationship with the underwriter and you do so. Beginning June 1, 
2013, you will receive 20% of the underwriting contributions actually received by 
the Network from such underwriter. On December 31, the Station Manager 
instructs you in writing to cease your efforts with respect to such underwriter. You 
will not receive any portion of the underwriting contributions received by the 
Network from such underwriter after December 31.  



• New underwriters are those secured by you and not on the list provided to you by the 
Station Manager at the outset of your relationship with the Network. You will receive 
20% of the underwriting contributions received by the Network from such underwriters 
while your arrangement with the Network is in place.  

o Example: An individual is not a current underwriter at the time you begin 
providing services to the Network. Through your efforts, you secure the 
underwriter who makes contributions to the Network. You will receive 20% of the 
underwriting contributions from such underwriter so long as your relationship 
with the Network remains in place and so long as you are actively maintaining the 
relationship with the underwriter.  On December 3, your relationship with the 
Network ends. You will not receive any portion of underwriting contributions 
received by the Network from such underwriter after December 31.  

 
Advertisers 

• Advertisers are individuals and/or organizations who financially support HFR by 
purchasing advertising time.  

• The Network already has relationships with certain existing advertisers. A list of these 
advertisers will be provided to you. Unless you are requested by the Station Manager, in 
writing, to establish a relationship with any of these advertisers, you will not receive any 
compensation with respect to these advertisers. In addition, unless requested in writing to 
do so by the Station Manager, you may not approach any of these advertisers for 
purposes of asking them to place more advertising with the Network. 

o Example: An organization is a current advertiser and is disclosed to you on the 
list. Subsequently, on June 1, the Station Manager directs you in writing to 
maintain the relationship with the advertiser and you do so. Beginning June 1, 
you will receive 20% of the advertising revenue from such advertiser. On 
December 31, the Station Manager instructs you in writing to cease your efforts 
with respect to such advertiser. You will not receive any portion of the advertising 
revenue received by the Network from such advertiser after December 31.  

• New advertisers are those secured by you and not on the list provided to you by the 
Station Manager at the outset of your relationship with the Network. You will receive 
20% of the advertising revenue received by the Network from such advertiser while your 
arrangement with the Network is in place.  

o Example: An organization is not a current advertiser at the time you begin 
providing services to the Network. Through your efforts, you secure an advertiser 
that buys advertising time. You will receive 20% of the advertising revenue from 
such advertiser so long as your relationship with the Network remains in place 
and so long as you are actively maintaining the relationship with the advertiser.  
If your relationship with the Network ends on December 31, you will not receive 
any portion of advertising received by the Network from such advertiser after 
December 31.  

 
Term and Termination. Your arrangement with the Network may be terminated by you or 
the Network at any time and for any, or no, reason. Termination will be effective when made 
in writing and delivered by mail, fax, or confirmed e-mail.  
 



Modifications. Changes to this letter must be in writing, signed by you and the President of 
the Network/board.  
 
Thank you for your interest and we look forward to working with you. Please sign below to 
indicate your agreement.  
 
Sincerely,  
 
[Name] 
[Title] 
 

I accept the terms outlined in this letter.  
 
 
 
___________________________________________ 
Name     Date  

 
 


