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1) What type of employee’s do you place for? 
 

We exclusively serve the multi-family housing industry and have for the last 10 years! That’s what sets up apart from the 
rest!  We actually have candidates available for temp, temp to hire and permanent placement that have experience in your 
industry!  Our candidates have experience in market rate properties and we have candidates that have experience in the 
subsidized housing arena as well (section 8 and tax credit).   
 

2) Do you have resumes that you can send to me now?    
 

Yes, we pre-screen all of our candidates for you to ensure the right match for your company with the qualifications that 
you are looking for. In most cases we already have a database of pre-screened applicants and can provide resumes for you 
to review within a couple hours of your request.   If we do not have candidates that have the experience you are looking 
for we would be happy to place an ad for you for free! 
 

3) Do we have to temp them for a certain length of time before we can hire them?  
 

No, you may hire them directly or if you would like to do a temp or temp to hire you can hire them on after one day if you 
wanted to. There is no waiting period! 
 

4) Do you charge 25% of the first year’s salary as a fee like the other employment agencies?  
 

No, we charge a flat fee of $1350.00 to $1550.00 and for first time client’s $995.00.  Remember we do not charge a fee 
unless you hire someone from us or use him or her on a temporary basis.  You may review resumes and interview 
candidates over the phone or in person without obligation.  
 

5) Do you have a guarantee period? 
 

Yes, the guarantee period is 30-days. If within the guarantee period that employee does not work out, we will then give 
you a credit on your account equal to 40% of the placement fee.  However, the fee for a direct placement with a guarantee 
is $450.00 more than the direct placement as stated below.  
 

6) Do you conduct background checks on your candidates? 
 

Yes, we run a criminal background check and verify previous employment. Saving your company time and money!  
 

7) Do we have to sign a contract with you? 
 

No, however, we do have you sign a service agreement before we can begin sending you resumes.  The service agreement 
merely states how our services work and reiterates the fees and what we do for you as part of those fees this way there is 
no questions and you know exactly what you can expect.  
 

8) What are all the fees and what other services do you offer?  
 

Price List: 
Position:               Per hour rates       Placement Fee 
Manager                   $24.50               $1550.00  
Asst. Mgr.                $23.50                  $1350.00  
Leasing Dir.        $23.50     $1350.00 
Leasing/Admin.       $22.50                 $1350.00 
Re-cert. clerk           $22.50                 $1350.00   
          (First Time Client Placement Fee $995.00) 

Other Services Price List: 
Mystery Shops  $150.00 per evaluation 
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Exhibit “A” Service Options – Screening Process - Price List 
 
 

Temporary or Temp to Hire:   
 
There is a temporary or temporary to hire option.  
You will be billed an hourly rate for the temporary 
employee’s.  If you then decide to hire the 
temporary person, you would then pay the direct 
placement fee as well.  You may hire them from 
the temporary status at any time.  See price list to 
the right for the direct placement rates.   
 
Direct:   
 
We offer a direct placement for clients who wish 
to not use the above temporary or temporary to 
hire options.  The placement fee is a flat fee and 
there is no guarantee period for the placement of 
those employees.  The fee is due upon acceptance 
of the job offer (within 30 days).  The direct 
placement fee must be paid if you hire someone 
full or part time. 
 
Direct with Guarantee:   
 
We do offer a guarantee to those clients who wish 
to utilize this option.  However, the fee for a direct 
placement with a guarantee is $450.00 more than 
the direct placement with no guarantee (add 
$450.00 to the placement fees to the right).  To 
qualify for this option the fee must also be paid 
upon acceptance of job offer (within 30 days).  
The guarantee period is 30-days.  If within the 
guarantee period that employee does not work out, 
we will then give you a credit on your account 
equal to 40% of the placement fee.  If you decide 
for us to help you then replace that employee there 
will then be an additional placement fee due for 
that new hire with the same direct guarantee 
period.  
 
 
 
 

It is the policy of ABT to perform the following 
before sending out any potential candidates for 
employment.  
 
 We will interview the applicant over the phone 

and or in person and conduct a background 
check. 

 Resume that is up to date along with an 
application that is filled out in its entirety. 

 Illinois State Criminal Search for the past 7 
years or a county search for the county they 
currently live in.   

 Employment verifications for the past 3 
employers, or going back 7 years which ever is 
applicable and or any employment verification 
pertinent to the position in which they are 
applying.    

 
________________________________________ 
Price List: 
Position:               Per hour rates       Placement Fee 
Manager                   $24.50               $1550.00  
Asst. Mgr.                $23.50                 $1350.00  
Leasing Dir.          $23.50     $1350.00 
Leasing/Admin.       $22.50                $1350.00 
Re-cert. clerk           $22.50                $1350.00   
 
     (First Time Client Placement Fee $995.00) 
 
Other Services Price List: 
Mystery Shops  - $150.00 per evaluation 
 
By:  ___________________________________                  
        (Signature of Managing Member or Rep.) 
 
Date: ______________ 
 
 
By:  * __________________________________ 
            (Signature authorized officer of ABT)  
Date: ______________ 
             
          (Prices subject to change without notice) 
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Exhibit “B” Description of Position 
(Dated 2-2010) 

Please fill out the following job description whether your needs are for Temporary or Direct Placement, 

to help us determine your needs.  If for direct placement, fill out as much of this form that may apply to 

the position. 

 
Title of position available: ___________________________Desired start date: _________________________________   

 

Are you looking for:      Temporary      Temp to hire      Direct Placement 

 

Approximate salary range for position: ____________________________ Bonus/Commission: ____________________ 

 

Benefits: Indicate Yes or No:  Health: ________, Dental: ________, 401K: _________, 

Other:______________________. 

 

Who will this person report to: ______________________ 

 

Days and hours of the position:  Mon: __________, Tue: __________, Wed: __________, Thurs: __________,  

 

Fri: __________, Sat: __________, Sun: __________.  On Call: _____Yes,  _____ No,    Off days:  _________________ 

 

Number of units: _______________ Market rent or subsidized: _______________ 

 

Job description of the position to be filled, or attach company job description.  

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________ 

 

Please list any qualifications you would like the person to have: 

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________ 

 

Are you currently or have you advertised for this position?    YES     NO 

 

If yes, where and when? ______________________________________________________________________ 

 

*Are their any applicants or resumes that you have now that you are considering?      YES      NO 

Please note: This will ensure you will not receive a duplicate resume from ABT.   

 

*If yes, please indicate the persons name(s) on the below line.    
___________________________________________________________________________________________________________

___________________________________________________________________________________________________________ 

 

Community Name: ___________________________________ Management Company: __________________________ 

 

Address of property: __________________________________________Phone:_________________________________    

 

Print Name: __________________________________________Title: ______________________ 

 

Signature: ___________________________________________ Date: ____________________ 
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Service Agreement 

 

This agreement is made between ABT Temporary Services, Inc. (Herein after “ABT”) 

and (Legal name of Property/Owner of Property:______________________________________________________ 

(Herein after “Customer”), Dated, ___________________________________. The parties hereto agree as follows: 

 

Prior to Providing Resumes or Candidates: ABT does not charge for its services unless you either hire someone 

we have referred to your company or you use one of our temporary workers. We will provide resumes to you for 

your review so that you can either interview with that person or decide whom you may want to have doing a 

temporary or temp to hire assignment for you. The resumes you will receive will not have candidate’s phone 

number or address on it for confidential purposes and it will also be stamped confidential. We will set up the 

interviews for you for the candidates you are interested in on a temporary or direct placement basis. We cannot 

distribute any resumes until we have this service agreement sighed by you. If you do hire someone or use our 

services temporarily the following will apply. ________(Initial Here) 

 

Temporary or Temporary to Hire Fees: As payment for the services, the Customer shall pay to ABT the sum due 

for the total amount of hours indicated and signed for by a Customer representative on the weekly time sheets. Any 

temporary worker needs to take breaks according to the labor law depending on the hours worked that day. It is your 

responsibility to make sure that the employee takes the proper breaks necessary. We do not pay employees for any 

breaks or lunch and they need to be completely relived of their duties during the break time. We pay the employee’s 

and bill you from the time sheets that you sign and send to us. You will be billed time and a half for any overtime 

the temporary employee works that week. If you have any disputes on the invoice for temporary services or for any 

other services provided you must notify us in writing stating the facts within one week of the invoice date for that 

particular time sheet or service or we will consider that everything was satisfactory and the time and hours billed for 

and signed by you are accurate and complete. ________(Initial Here) 

 

Bonus or Commissions: ABT does not pay any commissions to any employee. If you wish to pay them a bonus or 

commission you may work that out with the employee and pay them directly. ______(Initial Here) 

 

Placement Fees: A direct placement fee will also apply if one of our workers or applicants is placed directly with 

your company (regardless if that person has been on a temp or temp to hire position with your company) on a full or 

part time basis. The placement fee will be billed and due upon acceptance of any job offer. If you hire one of our 

worker(s) or applicant(s) within a 12-month period from the date ABT provides you with the prospective worker(s) 

or applicant(s) or resumes you must pay the current fees as agreed in this contract (Regardless of what property you 

hire them for). ________(Initial Here) 

 

Payment Terms: All invoices are due and payable upon Customers receipt. The Customer shall also pay a finance 

charge of l.5% for all invoices that are 30 days past due and incur a late fee of $25.00. At anytime there are past due 

invoices of 14 days or more we may temporarily suspend our services until your account is up to date. The customer 

shall be responsible for any attorneys, court or collection fees that are incurred do to non-payment. (*See attached 

exhibit “A” for current prices. The fee’s are subject to change without notice). ________(Initial Here) 
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Confidentiality of Resumes/Candidates: If you receive a resume that you feel would not suit your needs but would 

suit the needs of another community or company, please contact ABT directly. You may not share or otherwise 

distribute applicants/resumes with others without the prior written consent. (Our candidates deserve strict 

confidence as well and we do not want the resumes passed around.) Should this occur you could be charged the 

current fees for placement as agreed to in this contract, if that person is placed with that company. ___(Initial Here) 

 

Change in ownership or Management Company: If there will be a change in ownership or management all 

invoices must be paid prior to the date of the new management company or owner taking over. The new owner and 

or Management Company or company representative will also need to sign a new service agreement with ABT in 

order to continue to use our services. If the property is up for sale and the new potential management company or 

owner wants to interview a temporary person we have there to either keep them on after the sale or to hire them 

directly you need to inform them that any interviews will have to go though ABT and that fee’s will apply. 

________(Initial Here) 

 

Workers Compensation and Policy’s: Employees of ABT should not be sent off the property, given keys to take 

home or off the property, handle money or given money to make deposits at any time. Nor shall any employee be 

on-call or have on-call responsibility. If the temporary person needed will be doing those listed duties we can add 

this to our workers compensation and Insurance policy’s. However, we must have such duties in writing and signed 

by the Temporary Employee, ABT and Client so that we can make those adjustments for you. ABT will not be held 

responsible for any actions caused by the above. ____________(Initial Here) 

 

Litigation: The laws of the State of Illinois shall govern this agreement. If any part of this agreement is adjudged 

invalid, illegal, or unenforceable, the remaining parts shall not be affected and shall remain in full force and effect. 

____________(Initial Here) 

 

Entirety: This instrument, including any attached exhibits constitutes the entire agreement of the parties. No 

representations or promises have been made except those that are set out in this agreement. This agreement may not 

be modified except in writing signed by all the parties. Attached hereto and made part hereof is Exhibit “A” and 

“B”. ____________(Initial Here) 

 

Customers Agreed: *This signatures and initials appearing on these lines will be accepted with the same authority 

as the original whether photocopied or faxed. I certify that I am authorized to sign this agreement. __(Initial Here) 

 

*Customer: I certify that I am an authorized agent for the Owner/Management Company and can sign on their 

behalf. 

 

*Signature of Authorized Agent for owner: _____________________________________ Date: _______________ 

 

Print Name:___________________________________ Your Title: ______________________________________ 

 

Community Name: ___________________________ Management Company: ______________________________ 

 

ABT Temporary Services, Inc. 

(Signature authorized officer of ABT): ___________________________________ Date: _____________ 

 

Print Name:_________________________________________ Your Title: ________________________________ 
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