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Representation Agreement 
This is a letter of agreement between MSource Ideas LLC, (MSI), with a business address of 4200 SW 
107th Ave, #104, Beaverton, OR 97005 and ‘Client’ with a business address 
of_______________________________, for MSource to carry out the scope of work outlined below. 
 
1/ Scope of Work: 
MSI as a Sales & Marketing Agency will represent Client to the Sales Channels defined below.  MSI 
will work closely with Client management to determine a plan, priorities, and methods, that can 
develop and change over time as marketing and sales efforts reveal the most likely opportunities for 
sales growth. 
MSI identifies and sells into the right sales channels where the product has the highest probability of 
success. 
 
2/ Reporting & Communication: 
MSource will report to Client and communicate its activities, regularly, via video conference, phone, or 
email.  In addition, MSI will be available for ongoing communication throughout the agreement, as 
needed, during normal business hours, Pacific Time. 
   
3/ Retainer & Commission: 
Retainer determined by desired number of sales channels and geography (see Appendix A). 
 
Client will pay MSI a monthly retainer of $__________ per month or __% of the monthly sales of 
accounts won by MSI, whichever is greater. 
MSI will invoice Client for retainer on the first day of each month, or thereabouts, and payment is due 
within 15 days of invoice. 
Example at $1,500 monthly retainer at 5% of Sales: 
If the sales of accounts won by MSI exceed $30,000 in any month ($30,000 x 5% = $1,500), Client will 
pay MSI the amount that exceeds $1,500 for that month, within 30 days of Client receiving payment 
from those accounts. 
 
4/ Expense Reimbursement: 
Client will reimburse to MSI any pre-approved expenses, limited to travel, shipping of marketing 
materials, or any other expenses that Client shall pre-approve. 
Such expense reimbursements will be paid to MSI within 15 days of submission of expense report 
and receipts.   
 
5/ Term: 
6 month contract from date of signing.  Contract may be extended for further time period beyond 
initial term, by mutual agreement.  
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6/ Termination: 
Agreement may be terminated by either party for any or no reason with 15 days advance written 
notice to the other party. 
% of sales, only, (not full retainer) of any accounts won by MSI during this agreement will be paid to 
MSI for the 12 months following any termination of this agreement.  Such % payments will be paid 
monthly to MSI within 30 days of Client receiving payment from those accounts. 
 
7/ Accounts Approval: 
All accounts MSI brings to Client must be approved by Client before orders are shipped.   
 
Methodology: 
The process and methods that MSI uses can be adjusted with discussions with Client, but will 
include: 

1. Identify best sales channels as described above in item 1/, Scope of Work   
2. Identify target accounts and decision-makers at those accounts: MSI owns a large proprietary 

database of existing contacts in the Sales Channels below, and many existing relationships 
3. Identify intermediaries such as wholesale/distributors who may provide access to target 

accounts 
4. Ship samples and marketing materials, where appropriate 
5. One-to-one communication with prospects: phone, email, LinkedIn messaging 
6. Identify trade shows, conferences and other ways of reaching these accounts  
7. MSI may attend trade shows and conferences with or on behalf of Client by mutual agreement  
8. Advise on any and all additional marketing methods that may also be helpful 

 
Software Tools Covered by MSI: 
MSI uses Keap software platform for marketing and customer relationship management (CRM) for 
contact management, email marketing, lead tracking. 
MSI also uses LinkedIn Sales Navigator premium account and other marketing software tools. 
All the above software tools are paid for by MSI. 
 
 
Appendix A:  Monthly Retainer Levels 

 
 

PROGRAM 
 

START-UP 
 

 
INTERMEDIATE 

 
REGIONAL 

 
    NATIONAL 

 
Sales Channels 

 
1 Channel 

 

 
1 Channel 

 

 
2 – 4 Channels 

 

 
All  

 

 
Regions 

 
1- 2 States 

 

 
1 - 2 Regions 

 

 
2 - 4 Regions  

 
All 

 
Monthly 
Retainer 

 

 
$1,200 

 
$1,500 

 
$2,000 

 
$3,000 

 



Sales Channels 
 
Traditional Retail (Grocery, Mass, Drug) 
Non-Traditional Retail (Airport & Travel Stores, College & University, Hotel/Resort Stores) 
Commercial Foodservice (Restaurants, Coffee Shops, Bars, Hospitality etc) 
Non-Commercial Foodservice (College & University Dining, Healthcare Dining, Corporate Dining) 
 
Definition of Regions 
 
State: (Any U.S. State, except Hawaii, Alaska) 
 
Regions: 
 
1/ New England  
Maine, Rhode Island, Vermont, Connecticut, New Hampshire and Massachusetts  
2/ New York/Mid-Atlantic  
New York, New Jersey and Pennsylvania  
3/ Southern  
Virginia, West Virginia, Kentucky, Washington DC, Delaware, Maryland, North and South Carolina, 
Tennessee, Arkansas, Louisiana, Florida, Georgia, Alabama and Mississippi  
4/ Mid-West  
Michigan, North and South Dakota, Iowa, Minnesota, Kansas, Nebraska, Ohio, Indiana, Illinois, 
Wisconsin and Missouri 
5/ Rocky Mountain/South-West  
Texas, Arizona, New Mexico, Oklahoma, Montana, Idaho, Colorado, Utah, Wyoming and Nevada  
6/ Pacific 
California, Oregon and Washington 

 


