"i' Standard Hourly Rates and
—— Billing Arrangements

(Effective January 1, 2025 - December 31, 2026)

PROFESSIONAL FEES

Hourly rates for professional and administrative personnel are as follows:

Position Rate
Executive $335 - $380
Senior Project Manager $310 - $330
Project Manager $265 - $295
Senior Associate $245 - $275
Associate Analyst $190 - $210
Assistant Analyst $160 - $180
Administrative Staff $135 - $170

BILLING POLICIES

Our policy is to bill for our services based on the standard hourly rates of the staff member
assigned, multiplied by the time required to perform the client-related tasks, plus the direct
expenses as described above. In implementing this policy, we adhere to the following
practices:

e Itis our standard practice to e-mail invoices to our clients, although hard copies of invoices
can be sent to clients on request.

e We round to the nearest one-quarter hour (e.g., if two hours and 55 minutes are spent on
a task, it is recorded as three hours, if two hours and 5 minutes are spent on a task, it is
recorded as two hours). A minimum charge of one-quarter hour is charged for any client
work performed in a day.

¢ We do not markup out-of-pocket expenses; however, we may charge administrative or
professional time related to the provision of the goods and services associated with these
charges.

e If subcontractors are used, HF&H reserves the right to charge a 10% markup.
e Mileage fees are based on the round-trip distance from the point of origin.

o If a client's change to a previously scheduled meeting results in penalties being assessed
by a third party (e.g., airline cancellation fee), then the client will bear the cost of these
penalties.

While no minimum fee for a consulting engagement has been established, it is unlikely (given
the nature of our services) that we can gain an understanding of a client's particular
requirement, identify alternatives, and recommend a solution in less than twenty-four
consulting hours.

INSURANCE

We maintain the following policies of insurance with carriers doing business in California:
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e Commercial General Liability Insurance ($2,000,000 Occurrence/$4,000,000
Aggregate)

e Workers’ Compensation ($1,000,000)

e Professional Liability Insurance ($2,000,000 Occurrence/$2,000,000 Aggregate)
e Hired and Non-Owned Auto Liability! ($2,000,000)

e Umbrella Liability ($3,000,000 Occurrence/$3,000,000 Aggregate)

e Cyber Liability ($1,000,000 Each Claim)

All costs incurred in complying with additional coverages or limits (excluding additional insured
and waiver of subrogation endorsements) become the responsibility of the client and are not
included in the fees for services or direct charges but are billed in addition to the contract at
cost, plus any professional or administrative fees.

INVOICES AND PAYMENT FOR SERVICES

Our time reporting and billing system has certain standard formats that are designed to
provide our clients with a detailed invoice of the time and charges associated with their
engagement and we typically discuss these with our clients at our kick-off meeting. We are
also pleased to provide our clients with a custom invoice format, but we will have to bill the
client for time spent conforming our invoices to their unique requirements.

Billings for professional services and charges are submitted every month, in order that our
clients can more closely monitor our services.

1 HF&H Consultants does not own any company automobiles.
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