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美国办公室租赁咨询及配套服务主协议
U.S. Office Leasing Consulting and Support Services Master Agreement

本主协议（"本协议"）由以下双方于【____ 年 __ 月 __ 日】签署：
This Master Agreement (the "Agreement") is entered into as of 【__________】 by and between:
	甲方 / Party A / Client
	【甲方公司/个人全称】
注册地址/地址：【__________】
联系人：【__________】 邮箱：【__________】 电话：【__________】

	乙方 / Party B / Service Provider
	【乙方公司英文名称】 / 【乙方中文名称】
注册地址/地址：【__________】
联系人：【__________】 邮箱：【__________】 电话：【__________】


甲方与乙方以下合称"双方"，单独称"一方"。
Party A and Party B are collectively the "Parties" and each a "Party."
第一条 定义
Article 1 Definitions

	
术语 / Term
	
定义 / Definition

	服务 / Services
	指乙方根据本协议及服务订单提供的办公室租赁咨询、房源筛选、沟通协调、收信扫描、现场配合、接待协调及其他书面确认服务。

	服务订单 / Order Form
	指双方针对具体客户项目签署或确认的附件、报价单、订单、邮件确认、电子确认或其他书面文件。

	房源 / Property
	指乙方向甲方推荐、介绍、筛选、询价、沟通、安排看房或提供信息的办公室、共享办公空间、套间、转租空间或其他商业地址。

	基础租金 / Base Rent
	指租赁文件中列明的月基础租金，不包括押金、CMA/CAM、物业费、水电费、网络费、停车费、税费或其他第三方费用。

	落地成功 / Successful Placement
	指甲方或其关联方就乙方推荐或参与沟通的房源签署租赁/转租/使用协议，支付租金或押金，或取得钥匙、门禁、房号、地址使用权等任何一项。

	关联方 / Affiliate
	包括甲方股东、实际控制人、董事、高管、员工、关联公司、合作方、客户、代持方、受益人或甲方安排签约的任何第三方。

	第三方机构 / Third Party
	包括房东、物业、broker、平台、银行、保险公司、Bond 机构、支付机构、政府部门、邮局、快递、宽带、电话、家具、招聘平台等。


英文定义仅为对应翻译；如中英文有差异，以第二十三条约定的优先语言为准。
第二条 服务背景与协议结构
Article 2 Background and Agreement Structure

2.1 甲方因美国业务经营、平台审核、Bond 申请、银行开户、保险、支付机构审核、商业合作、线下办公或其他合法商业目的，可能需要在美国寻找、租赁或启用商业办公地址。
2.1 Party A may need to locate, lease or activate a U.S. commercial office address for U.S. business operations, platform verification, Bond applications, banking, insurance, payment institution review, business cooperation, onsite office use or other lawful business purposes.
2.2 乙方可在本协议和具体服务订单约定范围内，为甲方提供商业咨询、信息整理、沟通协调、预约安排、现场支持、收信扫描、办公落地及相关行政配套服务。
2.2 Party B may, within the scope of this Agreement and applicable Order Forms, provide business consulting, information organization, communication coordination, scheduling, onsite support, mail scanning, office onboarding and related administrative support services.
2.3 本协议为主协议。双方可通过附件、报价单、服务订单、电子邮件确认或其他书面方式确认每个项目的具体服务、费用、期限、城市、房源、工作时间和其他事项。
2.3 This Agreement is a master agreement. The Parties may confirm project-specific services, fees, term, city, properties, working hours and other matters through attachments, quotes, Order Forms, email confirmations or other written records.
2.4 除非服务订单明确修改，本协议条款适用于乙方向甲方提供的所有服务，并在每次服务订单、续费、追加服务和后续合作中继续有效。
2.4 Unless expressly modified in an Order Form, this Agreement applies to all services provided by Party B to Party A and remains effective for each Order Form, renewal, additional service and subsequent engagement.
第三条 服务性质与合规边界
Article 3 Nature of Services and Compliance Boundaries

3.1 乙方提供的是商业咨询、行政协调、现场支持及办公室落地配套服务。乙方不向甲方承诺任何平台、银行、保险公司、Bond 机构、政府部门、房东、物业或其他第三方的审批、审核、开户、承保、签约或其他结果。
3.1 Party B provides business consulting, administrative coordination, onsite support and office onboarding support. Party B does not guarantee any approval, verification, account opening, underwriting, signing or other outcome by any platform, bank, insurance company, Bond provider, government authority, landlord, property manager or other third party.
3.2 乙方不是甲方的房东、物业管理方、房地产经纪人、律师、会计师、税务顾问、保险经纪、银行顾问、移民顾问、政府/平台审核机构或担保人。
3.2 Party B is not Party A's landlord, property manager, real estate broker, attorney, accountant, tax advisor, insurance broker, banking advisor, immigration advisor, government/platform review authority or guarantor.
3.3 除非双方另有明确书面约定且乙方依法有权提供相关服务，乙方不得也不应被理解为向甲方提供法律、税务、会计、保险、移民、房地产经纪、银行合规或政府合规专业意见。
3.3 Unless expressly agreed in writing and legally permitted, Party B does not and shall not be deemed to provide legal, tax, accounting, insurance, immigration, real estate brokerage, banking compliance or governmental compliance professional advice.
3.4 如任何事项依法必须由持牌专业人士处理，乙方的服务自动限缩为一般信息整理、语言沟通、行政协调、资料转达和预约安排；甲方应自行聘请持牌专业人士并承担费用。
3.4 If any matter must legally be handled by a licensed professional, Party B's services shall automatically be limited to general information organization, language communication, administrative coordination, document forwarding and scheduling. Party A shall independently retain licensed professionals at its own cost.
3.5 乙方不代表甲方签署租约、采购合同、服务合同、雇佣合同、贷款文件、银行文件、政府文件或任何可能导致甲方承担付款、担保或法律义务的文件，除非甲方另行出具具体书面授权且乙方书面接受。
3.5 Party B shall not sign leases, purchase agreements, service contracts, employment agreements, loan documents, bank documents, government documents or any documents that may create payment, guarantee or legal obligations for Party A, unless Party A issues specific written authorization and Party B accepts it in writing.
3.6 双方确认，乙方未作为加州持牌房地产经纪人或销售人员向甲方提供房地产经纪服务。乙方不代表任何一方挂牌、招租、销售、购买或租赁不动产；不代表甲方谈判或决定租赁核心商业条款；不持有、收取或保管租金、押金或保证金；不出具房地产估价、法律意见或租约法律审查。涉及需要 California Department of Real Estate 或其他持牌资质的事项，应由甲方、房东、物业、持牌 broker、律师或其他持牌专业人士直接处理。乙方角色仅限于商业咨询、信息整理、语言沟通、预约协调、行政配套和现场支持。
3.6 The Parties acknowledge that Party B is not acting as a California licensed real estate broker or salesperson and is not providing real estate brokerage services. Party B does not list, market, sell, purchase or lease real property on behalf of any party; does not negotiate or decide core lease terms on behalf of Party A; does not hold, collect or safeguard rent, deposits or security payments; and does not provide real estate appraisal, legal review or lease legal advice. Any matter requiring a California Department of Real Estate license or other professional license shall be handled directly by Party A, the landlord, property manager, licensed broker, attorney or other licensed professional. Party B's role is limited to business consulting, information organization, language communication, scheduling coordination, administrative support and onsite support.
第四条 服务范围
Article 4 Scope of Services

4.1 办公室租赁咨询与房源筛选：乙方可根据甲方预算、城市、用途、面积、租期及审核需求，筛选、整理、比较房源，并提示租金、押金、面积、位置、办公属性、suite/room number、收信条件、门锁、门牌、停车、CMA/CAM、物业费及可能风险。
4.1 Office leasing consulting and property screening: Party B may screen, organize and compare properties based on Party A's budget, city, purpose, size, lease term and verification needs, and identify rent, deposit, area, location, office attributes, suite/room number, mail receipt conditions, locks, signage, parking, CMA/CAM, property fees and potential risks.
4.2 沟通协调：乙方可协助甲方与房东、物业、broker、转租方、共享办公服务商或其他相关方进行基础沟通、询价、预约、资料转发和问题确认。
4.2 Communication coordination: Party B may assist Party A with basic communication, inquiries, scheduling, document forwarding and issue confirmation with landlords, property managers, brokers, sublessors, coworking providers or other relevant parties.
4.3 看房支持：根据服务订单，乙方可提供远程视频看房、现场看房反馈、照片/视频记录、初步条件核对或陪同协调。乙方反馈不构成专业验房、房地产估价、法律审查或租赁建议。
4.3 Tour support: Subject to the Order Form, Party B may provide remote video tours, onsite tour feedback, photo/video records, preliminary condition checks or tour coordination. Party B's feedback does not constitute professional inspection, real estate appraisal, legal review or leasing advice.
4.4 收信扫描：乙方可按约定协助接收普通商业信件、扫描并发送至甲方指定邮箱，提醒重要信件，并按甲方要求协助转寄，相关费用由甲方承担。
4.4 Mail scanning: Party B may assist in receiving ordinary business mail, scanning and sending it to Party A's designated email, reminding Party A of important mail and forwarding mail upon request at Party A's cost.
4.5 现场审核配合：如甲方因平台、Bond、银行、保险、支付机构或其他第三方要求进行地址现场核验，乙方可根据提前预约提供开门、接待、展示办公室、展示门牌/房号/办公桌椅/基础办公环境、说明真实租赁或使用事实、配合基础拍照/视频/问询等服务。
4.5 Onsite verification support: If Party A is required by a platform, Bond provider, bank, insurer, payment institution or other third party to conduct onsite address verification, Party B may, upon advance appointment, provide office access, reception, office display, signage/room number/desks/basic office environment display, explanation of truthful lease/use facts, and basic photo/video/question support.
4.6 办公落地配套：乙方可按约定协助宽带、固定电话、家具、办公用品、门牌、基础清洁、会议室预约、日常接待、文件打印邮寄、临时跑腿、招聘信息发布和其他书面确认事项。
4.6 Office onboarding support: Party B may assist, as agreed, with internet, landline, furniture, office supplies, nameplates, basic cleaning, conference room scheduling, routine reception, document printing/mailing, temporary errands, job posting and other written-confirmed matters.
4.7 服务范围以本协议、服务订单及双方书面确认为准。任何未明确列入的服务均不属于乙方义务。
4.7 The service scope is limited to this Agreement, applicable Order Forms and written confirmations. Any service not expressly included is not Party B's obligation.
第五条 不包含服务
Article 5 Excluded Services

5.1 房租、押金、CMA/CAM、物业费、水电费、网络费、电话费、停车费、税费、保险费、Bond 费用、平台费用、政府费用、银行费用、家具设备费、办公用品费、运费、安装费、人工费及其他第三方费用，均不包含在乙方服务费内，除非服务订单明确写明由乙方承担。
5.1 Rent, deposits, CMA/CAM, property fees, utilities, internet, telephone, parking, taxes, insurance premiums, Bond fees, platform fees, government fees, bank fees, furniture/equipment costs, office supplies, shipping, installation, labor and other third-party fees are not included in Party B's service fees unless the Order Form expressly states that Party B bears them.
5.2 乙方不提供大量包裹收发、仓储、退货处理、物流转运、库存管理、现金/支票/贵重物品保管、危险品/易腐物品/违法物品接收或任何需要特殊资质的服务。
5.2 Party B does not provide bulk package handling, warehousing, returns processing, logistics forwarding, inventory management, custody of cash/checks/valuables, receipt of hazardous/perishable/illegal items or any service requiring special licensing.
5.3 乙方不保证甲方获得租约、续约、降租、免押金、房东批准、平台通过、Bond 通过、银行开户、保险承保、支付机构审批、政府许可或任何商业机会。
5.3 Party B does not guarantee that Party A will obtain a lease, renewal, rent reduction, deposit waiver, landlord approval, platform approval, Bond approval, bank account, insurance underwriting, payment institution approval, government permit or any business opportunity.
5.4 乙方不负责甲方的税务申报、公司注册维护、EIN、执照、许可证、银行 KYC、保险申请、Bond 申请、平台账号运营、雇佣合规或移民合规。
5.4 Party B is not responsible for Party A's tax filings, entity maintenance, EIN, licenses, permits, bank KYC, insurance applications, Bond applications, platform account operations, employment compliance or immigration compliance.
第六条 服务订单、变更与优先顺序
Article 6 Order Forms, Changes and Priority

6.1 每个具体项目可由双方签署服务订单。服务订单应列明客户信息、目标城市、预算、服务内容、费用、付款节点、服务期限、特殊要求、甲方联系人、通知邮箱及其他必要事项。
6.1 Each project may be documented in an Order Form. The Order Form should specify client information, target city, budget, services, fees, payment milestones, service term, special requirements, Party A contact, notice email and other necessary matters.
6.2 服务订单、报价单、邮件确认、微信/短信/聊天记录、电子签名文件等，经双方确认后均可作为本协议项下有效的书面确认。
6.2 Order Forms, quotations, email confirmations, WeChat/SMS/chat records, electronic signature files and similar records confirmed by both Parties may serve as valid written confirmations under this Agreement.
6.3 如甲方要求增加、减少、加急、变更或取消服务，乙方有权重新报价并要求甲方预付相关费用。乙方未书面确认前，不视为接受变更。
6.3 If Party A requests additional, reduced, urgent, changed or cancelled services, Party B may re-quote and require prepayment. No change is accepted unless confirmed by Party B in writing.
6.4 如服务订单与本协议冲突，以服务订单中明确写明"本条优先于主协议"的条款为准；未明确写明的，仍以本协议为准。
6.4 If an Order Form conflicts with this Agreement, only the provisions expressly stating that they supersede the master agreement will control; otherwise, this Agreement controls.
第七条 费用、付款与不可抵扣
Article 7 Fees, Payment and No Setoff

7.1 乙方服务费以美元计价，除非服务订单另有约定。所有税费、银行手续费、中转行费用、国际汇款费用、汇兑损失、信用卡手续费、支付平台手续费及第三方费用由甲方承担。
7.1 Party B's service fees are denominated in U.S. dollars unless otherwise stated in the Order Form. All taxes, bank charges, intermediary bank fees, international transfer fees, FX losses, credit card fees, payment platform fees and third-party costs shall be borne by Party A.
7.2 除服务订单另有约定外，咨询费、启动费、月度服务费、现场服务费、加急费、附加服务费及已开始执行的服务费均为非退还费用。
7.2 Unless otherwise stated in the Order Form, consulting fees, setup fees, monthly service fees, onsite service fees, rush fees, additional service fees and fees for commenced services are non-refundable.
7.3 甲方不得以审核失败、房东延迟、第三方拒绝服务、内部审批未完成、预算变化、业务计划变化、未实际使用地址或任何第三方争议为由拒付、抵扣、延迟或追回乙方服务费。
7.3 Party A may not refuse, offset, delay or claw back Party B's service fees due to verification failure, landlord delay, third-party refusal, incomplete internal approval, budget change, business plan change, non-use of the address or any third-party dispute.
7.4 乙方可要求甲方在服务开始前预付费用或预存第三方费用。甲方未按时付款或未预存费用的，乙方可暂停、延迟或拒绝提供相关服务，且不承担由此产生的后果。
7.4 Party B may require prepayment of service fees or deposits for third-party costs before service begins. If Party A fails to pay or deposit funds on time, Party B may suspend, delay or refuse related services without liability.
7.5 逾期付款超过【5】日的，乙方可暂停服务；逾期超过【10】日的，乙方可终止本协议及/或相关服务订单。逾期款项可按每月【1.5%】或法律允许的最高利率中较低者计收滞纳金。
7.5 If payment is overdue by more than 【5】 days, Party B may suspend services; if overdue by more than 【10】 days, Party B may terminate this Agreement and/or relevant Order Forms. Overdue amounts may accrue late charges at 【1.5%】 per month or the maximum permitted by law, whichever is lower.
7.6 乙方为追收欠款产生的律师费、催收费、诉讼费、仲裁费、翻译费、公证费、差旅费及其他合理费用，由甲方承担。
7.6 Party A shall reimburse Party B for attorneys' fees, collection fees, litigation costs, arbitration costs, translation fees, notary fees, travel expenses and other reasonable costs incurred to collect unpaid amounts.
第八条 办公室落地成功服务费
Article 8 Office Placement Success Fee

8.1 如乙方为甲方提供房源筛选、介绍、沟通、询价、看房、租赁条件确认、资料转发、现场协调或其他与房源相关的服务，并发生落地成功事件，甲方应向乙方支付一次性办公室落地成功服务费。
8.1 If Party B provides property screening, introduction, communication, inquiry, tour, leasing condition confirmation, document forwarding, onsite coordination or other property-related services, and a Successful Placement occurs, Party A shall pay Party B a one-time Office Placement Success Fee.
8.2 除服务订单或附件二另有约定外，办公室落地成功服务费金额为甲方签署或实际使用房源项下两个月基础租金金额；如无法确定基础租金，则按该房源两个月总固定费用计算。
8.2 Unless otherwise stated in Attachment 2 or the Order Form, the Office Placement Success Fee equals two months of Base Rent for the property signed or actually used by Party A; if Base Rent cannot be determined, it shall be calculated based on two months of total fixed charges for that property.
8.3 办公室落地成功服务费在以下任一事项最早发生时立即触发：（1）签署租赁、转租、共享办公、办公室使用或类似文件；（2）支付首月租金、押金、订金、预留费或保证金；（3）取得钥匙、门禁、房号、邮箱、地址使用权或实际进入使用；（4）甲方或关联方将该地址用于平台、银行、Bond、保险、支付机构、政府或商业文件。
8.3 The Office Placement Success Fee is triggered immediately upon the earliest of: (1) signing a lease, sublease, coworking, office use or similar document; (2) paying first month's rent, deposit, reservation fee or security payment; (3) obtaining keys, access cards, room number, mailbox, address usage rights or actual access/use; or (4) Party A or its Affiliate using the address for platform, bank, Bond, insurance, payment institution, government or business documents.
8.4 甲方应在触发日起【3】个工作日内向乙方支付办公室落地成功服务费。该费用一经触发，不因甲方后续退租、解除、未入住、未通过审核、地址未使用、房东变更条件、内部决策取消或业务计划变化而退还。
8.4 Party A shall pay the Office Placement Success Fee within 【3】 business days after the trigger date. Once triggered, the fee is non-refundable due to Party A's later move-out, termination, non-occupancy, verification failure, non-use of address, landlord condition changes, internal cancellation or business plan change.
8.5 双方确认，办公室落地成功服务费是乙方商业咨询、行政协调、信息整理和项目落地服务费，不是房地产经纪佣金、broker commission、leasing commission、法律服务费、税务服务费、银行服务费、保险服务费或平台审核服务费。
8.5 The Parties acknowledge that the Office Placement Success Fee is a business consulting, administrative coordination, information organization and project onboarding service fee, not a real estate brokerage commission, broker commission, leasing commission, legal fee, tax fee, banking fee, insurance fee or platform review fee.
8.6 为避免疑义，办公室落地成功服务费不因房东、物业或 broker 是否支付佣金而产生，也不属于乙方从房东或 broker 收取的房地产经纪佣金；除非乙方另行具备所需执照并书面披露，否则乙方不从任何房东或 broker 收取房地产经纪佣金。该费用是甲方向乙方支付的商业服务费，用于补偿乙方前期咨询、项目管理、行政协调、信息整理、现场配合及办公室落地配套服务。甲方应自行决定是否签署任何租赁或办公室使用安排，并可自行咨询持牌 broker 或律师。
8.6 For avoidance of doubt, the Office Placement Success Fee is not generated by or dependent on any commission paid by a landlord, property manager or broker, and Party B shall not receive a real estate brokerage commission from any landlord or broker unless Party B separately holds the required license and discloses such arrangement in writing. The fee is a commercial service fee paid by Party A for Party B's preliminary consulting, project management, administrative coordination, information organization, onsite support and office onboarding support. Party A remains solely responsible for deciding whether to enter into any lease or office-use arrangement and may consult its own licensed broker or attorney.
第九条 月度服务、附加服务与第三方费用
Article 9 Monthly, Additional and Third-Party Fees

9.1 甲方启用美国办公室地址后，如需要乙方持续提供收信扫描、基础沟通、物业协调、现场预约、接待协调、地址维护或其他持续性服务，应按服务订单支付月度基础服务费。
9.1 After Party A activates a U.S. office address, if Party A requires ongoing mail scanning, basic communication, property coordination, onsite scheduling, reception coordination, address maintenance or other ongoing services, Party A shall pay the Monthly Base Service Fee under the Order Form.
9.2 即使某月未发生信件、现场审核或接待需求，只要乙方需保持基础服务状态、人员响应、地址维护或沟通预留，甲方仍应支付当月月度基础服务费。
9.2 Even if there is no mail, onsite verification or reception request in a given month, Party A shall still pay the Monthly Base Service Fee if Party B maintains the basic service status, personnel availability, address maintenance or communication capacity.
9.3 加急服务、非工作时间服务、周末/节假日服务、超时等待、特殊跑腿、文件打印、转寄、额外现场服务、第三方预约和其他未包含服务，按附件二或双方书面确认另行收费。
9.3 Rush services, after-hours services, weekend/holiday services, overtime waiting, special errands, document printing, forwarding, extra onsite services, third-party appointments and other excluded services are charged separately under Attachment 2 or other written confirmation.
9.4 第三方费用原则上由甲方直接支付给第三方。乙方垫付任何费用前，有权要求甲方预付、充值或提供书面授权。乙方无义务垫付任何费用。
9.4 Third-party costs should generally be paid by Party A directly to the third party. Before advancing any cost, Party B may require Party A to prepay, deposit funds or provide written authorization. Party B has no obligation to advance any cost.
第十条 防绕单与客户关联方签约
Article 10 Anti-Circumvention

10.1 甲方不得绕过乙方，直接或间接与乙方推荐、介绍、筛选、询价、沟通、安排看房、提供资料或记录在房源推荐记录中的房源、房东、物业、broker、转租方或相关联系人签约，以规避支付乙方费用。
10.1 Party A shall not bypass Party B by directly or indirectly signing with any property, landlord, property manager, broker, sublessor or related contact recommended, introduced, screened, inquired about, communicated with, toured, documented or recorded in the Property Referral Log by Party B to avoid paying Party B's fees.
10.2 甲方通过关联公司、实际控制人、股东、员工、合作方、客户、代持方、受益人、家庭成员或任何第三方就前述房源签约、付款、使用或申请审核的，视为甲方签约或使用，甲方仍应支付全部应付费用。
10.2 If Party A signs, pays, uses or applies for verification for such property through an affiliate, beneficial owner, shareholder, employee, partner, customer, nominee, beneficiary, family member or any third party, it shall be deemed Party A's signing or use, and Party A shall pay all applicable fees.
10.3 本防绕单义务在本协议有效期内以及本协议终止或最后一次房源推荐后【12】个月内继续有效。
10.3 This anti-circumvention obligation survives during the term of this Agreement and for 【12】 months after termination or the last property referral, whichever is later.
10.4 如甲方违反防绕单义务，甲方应立即向乙方支付本应支付的办公室落地成功服务费、已发生服务费、合理调查费用、催收费用、律师费及其他损失。双方确认该等金额是对乙方实际损失的合理补偿，而非罚金。
10.4 If Party A breaches the anti-circumvention obligation, Party A shall immediately pay Party B the Office Placement Success Fee that would have been due, incurred service fees, reasonable investigation costs, collection costs, attorneys' fees and other losses. The Parties acknowledge such amounts are reasonable compensation for Party B's actual losses and not a penalty.
10.5 乙方保存的邮件、短信、微信、聊天记录、通话记录、报价单、看房安排、照片/视频、房源推荐记录和付款记录，均可作为乙方已提供服务及甲方应付款项的证据。
10.5 Emails, SMS, WeChat/chat records, call logs, quotations, tour arrangements, photos/videos, Property Referral Logs and payment records maintained by Party B may serve as evidence of Party B's services and Party A's payment obligations.
第十一条 甲方陈述、承诺与义务
Article 11 Client Representations and Obligations

11.1 甲方承诺其提供给乙方及第三方的公司资料、个人资料、授权文件、租赁需求、审核要求、付款信息、业务说明及其他资料真实、准确、完整、合法且不具误导性。
11.1 Party A represents that all company information, personal information, authorization documents, leasing requirements, verification requirements, payment information, business descriptions and other materials provided to Party B or third parties are true, accurate, complete, lawful and not misleading.
11.2 甲方应按时支付乙方服务费及第三方费用，及时回复乙方关于房源、租约、现场审核、收信、宽带、家具、招聘、付款及其他事项的沟通。
11.2 Party A shall timely pay Party B's service fees and third-party costs and promptly respond to Party B regarding properties, leases, onsite verification, mail, internet, furniture, recruiting, payment and other matters.
11.3 甲方应自行审查并决定是否签署任何租约、服务合同、申请表、银行文件、保险文件、Bond 文件、平台文件或政府文件；乙方转发或翻译文件不代表乙方认可、担保或承担责任。
11.3 Party A shall independently review and decide whether to sign any lease, service contract, application, bank document, insurance document, Bond document, platform document or government document. Party B's forwarding or translation of documents does not constitute approval, guarantee or assumption of liability by Party B.
11.4 甲方不得未经乙方书面同意，将乙方、乙方地址、乙方人员、乙方电话、乙方邮箱、乙方照片、乙方文件或乙方服务用于本协议以外的任何目的。
11.4 Party A shall not use Party B, Party B's address, personnel, telephone number, email, photos, documents or services for any purpose outside this Agreement without Party B's written consent.
11.5 甲方不得对外宣称乙方为甲方美国分公司、雇员、合伙人、代理人、共同经营方、担保人、注册代理人或负责甲方经营/税务/法律/平台合规的主体，除非双方另有书面约定。
11.5 Party A shall not represent Party B as Party A's U.S. branch, employee, partner, agent, joint operator, guarantor, registered agent or party responsible for Party A's operations/tax/legal/platform compliance unless otherwise agreed in writing.
11.6 甲方应自行购买或维持其业务、租赁、雇佣、财产、责任、汽车、工伤或其他所需保险，并自行承担未投保或保险不足的风险。
11.6 Party A shall obtain or maintain any insurance required for its business, lease, employment, property, liability, automobile, workers' compensation or other needs and bears the risk of being uninsured or underinsured.
第十二条 乙方义务与服务标准
Article 12 Provider Obligations and Standard of Service

12.1 乙方应根据本协议、服务订单及双方书面确认，在合理商业努力范围内提供服务。乙方的义务为合理努力义务，不是结果保证义务。
12.1 Party B shall provide services within reasonable commercial efforts according to this Agreement, Order Forms and written confirmations. Party B's obligation is a reasonable-efforts obligation, not a guaranteed-result obligation.
12.2 乙方应在合理范围内协助甲方与第三方沟通、预约、询价、资料转发和现场配合，但乙方不控制第三方的回复速度、收费、服务质量、签约意愿、审核标准或最终决定。
12.2 Party B shall reasonably assist Party A with third-party communication, scheduling, inquiries, document forwarding and onsite support, but Party B does not control any third party's response time, fees, service quality, willingness to sign, review standards or final decisions.
12.3 如乙方发现房源、租约、地址使用、现场审核或客户资料存在明显风险，乙方可向甲方作出风险提示；该提示不构成法律意见，也不替代甲方自行审查或聘请专业人士。
12.3 If Party B identifies obvious risks in a property, lease, address use, onsite verification or client materials, Party B may alert Party A. Such alert is not legal advice and does not replace Party A's independent review or professional counsel.
12.4 乙方可使用其员工、承包商、合作方或第三方服务商完成部分服务，但乙方仍按本协议约定对甲方承担相应合同义务。
12.4 Party B may use employees, contractors, partners or third-party providers to perform portions of the services, while remaining contractually responsible to Party A as set forth in this Agreement.
第十三条 收信、扫描与邮件保管规则
Article 13 Mail Receipt, Scanning and Custody

13.1 乙方仅在服务订单约定范围内协助接收普通商业信件。乙方不是甲方注册代理人，不默认接收法律文书、传票、法院文件、政府执法文件、税务稽查文件或需要法定送达的文件。
13.1 Party B only assists in receiving ordinary business mail within the Order Form scope. Party B is not Party A's registered agent and does not by default accept legal process, subpoenas, court documents, government enforcement documents, tax audit documents or documents requiring statutory service.
13.2 乙方可拒收或退回现金、支票、银行卡、贵重物品、危险品、易腐物品、违法物品、大量包裹、退货、库存、需要特殊保管的物品或乙方认为存在风险的任何物品。
13.2 Party B may refuse or return cash, checks, bank cards, valuables, hazardous materials, perishable items, illegal items, bulk packages, returns, inventory, items requiring special custody or any item Party B considers risky.
13.3 乙方收到普通商业信件后，应在【5】个工作日内扫描并发送至甲方指定邮箱，特殊情况、节假日、邮局/物业延迟或不可抗力除外。
13.3 After receiving ordinary business mail, Party B shall scan and send it to Party A's designated email within 【5】 business days, except for special circumstances, holidays, postal/property delays or force majeure.
13.4 信件原件默认保留【30】日。超过期限且甲方未指示转寄、继续保管或销毁的，乙方可继续保管并收费、转寄到甲方地址并由甲方承担费用，或按合理方式销毁。
13.4 Original mail shall be retained for 【30】 days by default. If Party A does not instruct forwarding, continued storage or destruction after the period, Party B may continue storage and charge fees, forward it to Party A at Party A's cost or destroy it reasonably.
13.5 乙方不对邮局、快递、房东、物业、前租户、第三方、地址格式错误、甲方未及时查看邮件、邮箱错误或甲方未及时回复导致的延误、遗失、退信、逾期、罚款或损失承担责任。
13.5 Party B is not liable for delays, loss, returns, late responses, penalties or damages caused by postal/courier services, landlords, property managers, prior tenants, third parties, incorrect address format, Party A's failure to check mail, wrong email address or Party A's delayed response.
第十四条 现场审核、接待与办公展示规则
Article 14 Onsite Verification, Reception and Office Display

14.1 甲方需乙方配合现场审核、接待或办公展示的，应至少提前【5】个工作日书面通知乙方，并提供审核机构、审核目的、时间窗口、联系人、问题清单、所需展示资料和注意事项。
14.1 If Party A needs Party B to support onsite verification, reception or office display, Party A shall provide at least 【5】 business days' written notice and provide the reviewer, purpose, time window, contact, question list, required display materials and instructions.
14.2 现场服务通常限于周一至周五【9:00-17:00】（美国法定节假日除外）。周末、节假日、非工作时间、临时变更或加急安排，乙方可另行收费且有权拒绝。
14.2 Onsite services are generally limited to Monday through Friday 【9:00-17:00】, excluding U.S. legal holidays. Weekend, holiday, after-hours, last-minute changes or rush arrangements may be separately charged and may be refused by Party B.
14.3 每次现场审核配合默认不超过【2】小时。审核人员迟到、取消、改期、未到场或超出约定时间的，乙方已安排人员到场或预留时间的，甲方仍应支付相应费用及超时费用。
14.3 Each onsite verification support session shall not exceed 【2】 hour by default. If the reviewer is late, cancels, reschedules, fails to appear or exceeds the agreed time, Party A shall still pay applicable fees and overtime charges if Party B arranged personnel or reserved time.
14.4 乙方只可基于真实情况说明办公室、租赁、使用、收信、门牌、家具或现场环境，不得也不会伪造办公场景、伪造员工关系、冒充甲方员工、虚构事实或向审核人员作出虚假陈述。
14.4 Party B may only explain truthful facts regarding the office, lease, use, mail, signage, furniture or onsite environment and shall not fabricate office scenes, employee relationships, impersonate Party A's employees, invent facts or make false statements to reviewers.
14.5 甲方理解，不同平台、银行、Bond 机构、保险公司或其他第三方对办公地址、现场环境、文件、人员和业务真实性的标准不同，乙方仅提供配合，不保证通过。
14.5 Party A understands that different platforms, banks, Bond providers, insurers or other third parties have different standards for office addresses, onsite environment, documents, personnel and business authenticity. Party B only provides support and does not guarantee approval.
第十五条 宽带、电话、家具、招聘及第三方服务
Article 15 Third-Party Services

15.1 乙方可协助甲方查询、预约、沟通、下单或到场配合宽带、固定电话、家具、办公用品、门牌、清洁、搬运、招聘平台或其他第三方服务。
15.1 Party B may assist Party A with searching, scheduling, communicating, ordering or onsite support for internet, landline, furniture, office supplies, nameplates, cleaning, moving, recruiting platforms or other third-party services.
15.2 第三方的收费、合同条款、服务质量、安装时间、设备质量、网络速度、号码分配、售后、退款、退换货、违约或延迟，由该第三方负责，甲方自行承担相应风险。
15.2 Charges, contract terms, service quality, installation timing, equipment quality, internet speed, number assignment, after-sales service, refunds, returns/exchanges, default or delay of third parties are the responsibility of those third parties, and Party A bears the corresponding risks.
15.3 如涉及招聘协助，乙方服务仅限于信息发布、简历收集、初步筛选、面试安排及基础沟通。甲方为最终用工主体，负责录用决定、雇佣/劳务合同、工资、税务、保险、工伤、劳动法合规及所有用工责任。
15.3 For recruiting support, Party B's services are limited to posting information, collecting resumes, preliminary screening, interview scheduling and basic communication. Party A is the ultimate hiring entity and is responsible for hiring decisions, employment/service agreements, wages, taxes, insurance, workers' compensation, labor law compliance and all employment obligations.
15.4 乙方不保证第三方一定接受服务、按时完成、价格不变、效果符合甲方期待，也不对第三方服务导致的间接损失或业务损失承担责任。
15.4 Party B does not guarantee that any third party will accept service, complete on time, maintain pricing or meet Party A's expectations, and Party B is not liable for indirect or business losses caused by third-party services.
第十六条 授权范围、无代理关系与无雇佣关系
Article 16 Authority, No Agency and No Employment Relationship

16.1 甲方仅授权乙方在本协议服务范围内以协调人身份与第三方进行沟通、预约、询价、资料转发和基础协调。该授权不包括签约、付款、担保、承诺、接受法律文书或作出法律意见。
16.1 Party A only authorizes Party B, within the service scope, to act as a coordinator for third-party communication, scheduling, inquiries, document forwarding and basic coordination. This authorization does not include signing, payment, guarantees, commitments, acceptance of legal process or legal advice.
16.2 双方为独立合同关系。本协议不形成合伙、合资、雇佣、劳动、特许经营、代理、共同经营、共同雇主、担保或信托关系。
16.2 The Parties are independent contractors. This Agreement does not create a partnership, joint venture, employment, labor, franchise, agency, joint operation, joint employer, guarantee or fiduciary relationship.
16.3 未经乙方书面同意，甲方不得向任何第三方表示乙方有权代表甲方作出承诺、承担责任、签署文件、雇佣人员或保证审核结果。
16.3 Without Party B's written consent, Party A shall not represent to any third party that Party B has authority to make commitments, assume liability, sign documents, hire personnel or guarantee verification results on Party A's behalf.
16.4 未经乙方书面同意，甲方在本协议期间及终止后【12】个月内不得直接聘用、挖角或绕过乙方与乙方员工、承包商、合作方或核心供应商单独合作。
16.4 Without Party B's written consent, during this Agreement and for 【12】 months after termination, Party A shall not directly hire, solicit or bypass Party B to work separately with Party B's employees, contractors, partners or key suppliers.

第十七条 禁止用途、合规审查与高风险客户处理
Article 17 Prohibited Uses and Compliance Review

17.1 甲方不得将乙方提供的地址、电话、人员、文件、照片、信件、服务或沟通结果用于违法、欺诈、洗钱、逃税、虚假申报、规避监管、侵犯知识产权、假冒伪劣、违禁品、危险品、非法金融、非法支付或违反平台规则的用途。
17.1 Party A shall not use any address, telephone number, personnel, documents, photos, mail, services or communication results provided by Party B for unlawful, fraudulent, money laundering, tax evasion, false declaration, regulatory evasion, IP infringement, counterfeit goods, prohibited goods, hazardous materials, illegal finance, illegal payment or platform-rule-violating purposes.
17.2 甲方不得要求乙方伪造文件、伪造办公场景、伪造员工关系、伪造租赁事实、隐瞒重要事实、提交虚假材料、作出虚假陈述或协助任何不诚信行为。
17.2 Party A shall not require Party B to forge documents, fabricate office scenes, fabricate employee relationships, fabricate lease facts, conceal material facts, submit false materials, make false statements or assist any dishonest conduct.
17.3 乙方有权基于合规、声誉、风险控制或第三方要求，对甲方身份、公司资料、业务类型、资金来源、使用目的及审核需求进行合理询问和资料核验。甲方拒绝配合的，乙方可暂停或终止服务。
17.3 Party B may, based on compliance, reputation, risk control or third-party requirements, reasonably inquire about and verify Party A's identity, company materials, business type, source of funds, purpose of use and verification needs. If Party A refuses to cooperate, Party B may suspend or terminate services.
17.4 如乙方合理怀疑甲方存在违法、违规、高风险、虚假陈述、资料不实、滥用地址或损害乙方声誉的行为，乙方可立即暂停或终止服务，已收费用不予退还，并可在法律允许范围内向相关第三方或主管机关说明情况。
17.4 If Party B reasonably suspects unlawful, non-compliant, high-risk, false, inaccurate, address-abusing or reputation-damaging conduct by Party A, Party B may immediately suspend or terminate services, paid fees are non-refundable, and Party B may explain the situation to relevant third parties or authorities where legally permitted.
第十八条 保密、资料与数据处理
Article 18 Confidentiality and Data Handling

18.1 双方应对合作过程中获知的对方非公开商业信息、客户资料、合同文件、价格信息、账户信息、信件内容、审核材料、财务信息和其他保密信息承担保密义务。
18.1 Each Party shall keep confidential the other Party's non-public business information, client information, contracts, pricing information, account information, mail contents, verification materials, financial information and other confidential information obtained during the cooperation.
18.2 乙方可为履行服务向房东、物业、broker、服务商、承包商、员工、合作方或必要第三方披露甲方必要信息，但披露范围应限于合理必要。
18.2 Party B may disclose necessary Party A information to landlords, property managers, brokers, service providers, contractors, employees, partners or necessary third parties to perform services, limited to what is reasonably necessary.
18.3 因法律法规、法院、政府机关、银行、平台、保险机构、Bond 机构、执法机关或其他有权机构要求披露的，不视为违反保密义务。
18.3 Disclosure required by laws, regulations, courts, government agencies, banks, platforms, insurers, Bond providers, law enforcement or other authorized bodies shall not constitute a breach of confidentiality.
18.4 甲方确认，通过电子邮件、短信、云盘、聊天软件或其他电子方式传输资料可能存在安全风险。乙方在采取合理保护措施后，不对非因乙方重大过失导致的网络攻击、第三方泄露、邮件误发或系统故障承担责任。
18.4 Party A acknowledges that transmitting materials via email, SMS, cloud drives, chat tools or other electronic methods may involve security risks. After Party B takes reasonable protective measures, Party B is not liable for cyberattacks, third-party leaks, misdirected emails or system failures not caused by Party B's gross negligence.
18.5 本条保密义务在本协议终止后继续有效【3】年；涉及商业秘密或法律要求保密的信息，在法律允许范围内持续有效。
18.5 This confidentiality obligation survives for 【3】 years after termination; information constituting trade secrets or legally protected confidential information remains protected for as long as permitted by law.
第十九条 知识产权、文件与工作成果
Article 19 IP, Documents and Work Product

19.1 乙方在服务过程中形成的模板、表格、流程、话术、报价模型、房源分析方法、供应商名单、工作底稿、沟通记录和内部资料，除甲方提供的原始资料外，均归乙方所有。
19.1 Templates, forms, workflows, scripts, pricing models, property analysis methods, supplier lists, working papers, communication records and internal materials created by Party B during services, excluding Party A's original materials, belong to Party B.
19.2 甲方仅可为本协议目的使用乙方交付的文件或资料，不得未经乙方书面同意复制、转售、公开发布、提供给第三方使用或用于培训竞争服务。
19.2 Party A may use documents or materials delivered by Party B only for purposes of this Agreement and may not copy, resell, publicly publish, provide to third parties or use them to train competing services without Party B's written consent.
19.3 乙方可在不披露甲方保密信息的前提下，使用通用经验、非客户专属模板和去标识化信息改进自身服务。
19.3 Party B may use general experience, non-client-specific templates and de-identified information to improve its services without disclosing Party A's confidential information.
第二十条 暂停、终止与服务移交
Article 20 Suspension, Termination and Transition

20.1 本协议自双方签署之日起生效，有效期为【12】个月；期满后如双方继续合作或甲方继续使用乙方服务，本协议按月自动续展，除非任一方提前【30】日书面通知不续展。
20.1 This Agreement becomes effective upon signature and remains valid for 【12】 months. After expiration, if the Parties continue cooperation or Party A continues using Party B's services, this Agreement renews month-to-month unless either Party gives 【30】 days' prior written non-renewal notice.
20.2 甲方提前终止不影响其支付已发生、已开始、已触发或不可退还的费用，包括办公室落地成功服务费、月度服务费、附加服务费、加急费、第三方费用和欠款。
20.2 Party A's early termination does not affect its obligation to pay fees incurred, commenced, triggered or non-refundable, including Office Placement Success Fees, monthly service fees, additional service fees, rush fees, third-party costs and outstanding amounts.
20.3 如甲方逾期付款、提供虚假资料、违反合规承诺、绕开乙方签约、滥用地址、损害乙方声誉、要求乙方违法或违反本协议，乙方可立即暂停或终止服务，已收费用不予退还。
20.3 If Party A fails to pay, provides false materials, breaches compliance undertakings, bypasses Party B, misuses the address, damages Party B's reputation, requires Party B to act unlawfully or breaches this Agreement, Party B may immediately suspend or terminate services, and paid fees are non-refundable.
20.4 本协议终止后，甲方应在【10】日内处理留存在乙方处的信件、文件、物品、账号或第三方服务。逾期未处理的，乙方可按继续保管、转寄、销毁、退回或暂停处理，并向甲方收取费用。
20.4 After termination, Party A shall handle any mail, documents, items, accounts or third-party services remaining with Party B within 【10】 days. If not handled, Party B may continue storage, forward, destroy, return or suspend handling and charge Party A related fees.
20.5 防绕单、欠款支付、赔偿、责任限制、免责声明、保密、知识产权、争议解决及任何按性质应继续有效的条款，在本协议终止后继续有效。
20.5 Anti-circumvention, payment of outstanding amounts, indemnity, limitation of liability, disclaimers, confidentiality, intellectual property, dispute resolution and any provisions that by nature should survive shall survive termination.
第二十一条 免责声明
Article 21 Disclaimers
21.1 乙方不保证甲方一定能够租到指定办公室、通过任何审核、获得银行账户、保险承保、Bond、平台账号权限、政府许可、商业合作、客户订单或利润。
21.1 Party B does not guarantee that Party A will lease a specific office, pass any verification, obtain a bank account, insurance underwriting, Bond, platform account access, government permit, business cooperation, customer order or profit.
21.2 乙方不对房东、物业、broker、共享办公服务商、邮局、快递、宽带公司、电话公司、家具供应商、招聘平台、银行、保险公司、Bond 机构、支付机构、平台或政府部门的行为、延迟、拒绝、收费变化、错误、违约或决定承担责任。
21.2 Party B is not liable for acts, delays, refusals, fee changes, errors, defaults or decisions of landlords, property managers, brokers, coworking providers, postal/courier services, internet providers, telephone providers, furniture suppliers, recruiting platforms, banks, insurers, Bond providers, payment institutions, platforms or government agencies.
21.3 乙方不对甲方因审核失败、账号限制、平台封号、银行开户失败、保险拒保、Bond 失败、业务中断、客户流失、利润损失、声誉损失、罚款或第三方索赔承担责任，除非法律明确禁止免责且由乙方重大过失或故意不当行为直接造成。
21.3 Party B is not liable for Party A's verification failure, account restrictions, platform suspension, bank account opening failure, insurance denial, Bond failure, business interruption, customer loss, lost profits, reputation loss, penalties or third-party claims, except to the extent disclaimer is prohibited by law and directly caused by Party B's gross negligence or willful misconduct.
21.4 乙方提供的任何口头建议、书面说明、翻译、比较、风险提示或经验判断，均仅供甲方商业决策参考，不构成专业法律、税务、保险、银行、房地产、移民或政府合规意见。
21.4 Any oral advice, written explanation, translation, comparison, risk alert or experiential judgment provided by Party B is for Party A's business decision reference only and does not constitute professional legal, tax, insurance, banking, real estate, immigration or governmental compliance advice.
第二十二条 赔偿、责任限制与损害排除
Article 22 Indemnity and Limitation of Liability

22.1 因甲方违法违规、虚假陈述、资料不实、误导第三方、逾期付款、绕单、滥用地址、违反平台/银行/保险/Bond/政府规则、侵犯第三方权益、违反本协议或甲方业务本身引起的任何索赔、损失、处罚、调查、费用或责任，甲方应赔偿、保护并使乙方及其股东、董事、高管、员工、承包商、合作方免受损害。
22.1 Party A shall indemnify, defend and hold harmless Party B and its shareholders, directors, officers, employees, contractors and partners from any claims, losses, penalties, investigations, costs or liabilities arising from Party A's unlawful/non-compliant conduct, false statements, inaccurate materials, misleading of third parties, overdue payment, circumvention, address misuse, violation of platform/bank/insurance/Bond/government rules, infringement of third-party rights, breach of this Agreement or Party A's business itself.
22.2 甲方赔偿范围包括但不限于律师费、诉讼费、仲裁费、调查费、翻译费、公证费、第三方索赔、罚款、和解金、差旅费、人员时间成本、声誉修复费用及其他合理支出。
22.2 Party A's indemnity includes attorneys' fees, litigation costs, arbitration costs, investigation costs, translation fees, notary fees, third-party claims, penalties, settlements, travel expenses, personnel time costs, reputation repair costs and other reasonable expenses.
22.3 在法律允许的最大范围内，乙方因本协议向甲方承担的累计赔偿责任，以甲方就引发争议的服务订单在争议发生前最近【3】个月内实际支付给乙方的服务费为上限，且任何情况下不超过【2,000】美元。
22.3 To the maximum extent permitted by law, Party B's aggregate liability to Party A under this Agreement shall not exceed the service fees actually paid by Party A to Party B under the disputed Order Form during the 【3】 months immediately preceding the dispute, and in no event exceed USD 【2,000】.
22.4 在法律允许的最大范围内，乙方不对任何间接、偶然、特殊、惩罚性、后果性损害、利润损失、收入损失、商誉损失、业务中断、平台账号损失、机会损失、数据损失或第三方处罚承担责任，即使乙方已被告知该等损害可能发生。
22.4 To the maximum extent permitted by law, Party B shall not be liable for any indirect, incidental, special, punitive, consequential damages, lost profits, lost revenue, loss of goodwill, business interruption, platform account loss, lost opportunity, data loss or third-party penalties, even if Party B was advised of the possibility of such damages.
22.5 任何针对乙方的索赔必须在索赔事由发生后【6】个月内提出；逾期未提出的，甲方放弃该索赔，但法律禁止缩短时效的除外。
22.5 Any claim against Party B must be brought within 【6】 months after the event giving rise to the claim; otherwise, Party A waives the claim, except where shortening the limitation period is prohibited by law.
第二十三条 通知、电子签名与证据效力
Article 23 Notices, E-Signatures and Evidence
23.1 双方确认以下邮箱为有效通知邮箱：甲方：【__________】；乙方：【__________】。任何通知、账单、报价、确认、扫描件、服务记录或文件发送至上述邮箱即视为有效送达。
23.1 The Parties confirm the following emails as valid notice emails: Party A: 【__________】; Party B: 【__________】. Any notice, invoice, quote, confirmation, scanned copy, service record or document sent to such emails is deemed validly delivered.
23.2 通过电子邮件、DocuSign、Adobe Sign、PDF 签署、扫描件、微信/短信确认或其他可验证电子方式确认的文件，具有与纸质签署同等效力，法律另有强制规定除外。
23.2 Documents confirmed by email, DocuSign, Adobe Sign, PDF signature, scanned copy, WeChat/SMS confirmation or other verifiable electronic method have the same effect as hard-copy signatures unless mandatory law requires otherwise.
23.3 双方往来邮件、聊天记录、付款凭证、报价单、服务订单、照片、视频、房源推荐记录、看房记录、通话记录和扫描记录，均可作为合同履行及争议解决证据。
23.3 Emails, chat records, payment confirmations, quotes, Order Forms, photos, videos, Property Referral Logs, tour records, call logs and scanning logs may serve as evidence of contract performance and dispute resolution.
第二十四条 适用法律与争议解决
Article 24 Governing Law and Dispute Resolution

24.1 本协议适用美国加利福尼亚州法律，不适用其法律冲突规则。
24.1 This Agreement is governed by the laws of the State of California, United States, without regard to conflict-of-law rules.
24.2 因本协议或服务订单引起或相关的任何争议，双方应先友好协商。协商不成的，任何一方可向乙方主要营业地所在县有管辖权的州或联邦法院提起诉讼；除非服务订单另有约定，当前约定为【Alameda County, California】。
24.2 Any dispute arising out of or relating to this Agreement or any Order Form shall first be addressed through friendly negotiation. If unresolved, either Party may bring an action in the state or federal courts with jurisdiction in the county where Party B's principal place of business is located; unless otherwise stated in the Order Form, the current venue is 【Alameda County, California】.
24.3 甲方同意上述法院对其具有个人管辖权，并放弃以地点不便、管辖不适当或类似理由提出异议的权利。
24.3 Party A consents to personal jurisdiction in such courts and waives objections based on inconvenient forum, improper venue or similar grounds.
24.4 胜诉方有权从败诉方获得合理律师费、诉讼费、仲裁费、调查费、催收费和其他合理争议解决费用，除非法院另有裁定。
24.4 The prevailing party is entitled to recover reasonable attorneys' fees, litigation costs, arbitration costs, investigation costs, collection costs and other reasonable dispute-resolution expenses from the non-prevailing party, unless otherwise ordered by the court.
24.5 乙方可为追讨欠款、保护保密信息、知识产权、防绕单或防止声誉损害，向有管辖权法院申请临时禁令、保全、禁制令或其他衡平救济。
24.5 Party B may seek temporary restraining orders, attachments, injunctions or other equitable relief from any court of competent jurisdiction to collect unpaid amounts, protect confidential information, intellectual property, anti-circumvention rights or prevent reputational harm.
第二十五条 其他条款
Article 25 Miscellaneous

25.1 完整协议：本协议、服务订单及附件构成双方关于服务事项的完整协议，取代此前所有口头或书面沟通，但已发生的付款义务、防绕单义务和保密义务不受影响。
25.1 Entire agreement: This Agreement, Order Forms and attachments constitute the entire agreement regarding the services and supersede prior oral or written communications, without affecting accrued payment obligations, anti-circumvention obligations or confidentiality obligations.
25.2 修改：本协议任何修改、豁免或补充均应以书面形式经双方确认。乙方未立即行使权利不构成放弃。
25.2 Amendments: Any modification, waiver or supplement must be confirmed in writing by both Parties. Party B's failure to immediately exercise a right is not a waiver.
25.3 可分割性：如本协议任何条款被认定无效、违法或不可执行，不影响其他条款效力；该条款应在法律允许范围内被解释为最接近原商业目的的有效条款。
25.3 Severability: If any provision is held invalid, unlawful or unenforceable, the remaining provisions remain effective, and such provision shall be interpreted to the maximum extent permitted to achieve the original commercial purpose.
25.4 转让：未经乙方书面同意，甲方不得转让本协议或服务订单项下权利义务。乙方可在不实质减少甲方已购买服务的前提下，将服务交由关联方、承包商或合作方履行。
25.4 Assignment: Party A may not assign rights or obligations under this Agreement or any Order Form without Party B's written consent. Party B may use affiliates, contractors or partners to perform services without materially reducing the purchased services.
25.5 不可抗力：因自然灾害、火灾、洪水、疫情、政府行为、罢工、交通中断、通讯/网络故障、系统故障、邮政延迟、第三方延迟或其他超出合理控制的事件导致延误或不能履行的，乙方不承担责任。
25.5 Force majeure: Party B is not liable for delay or non-performance caused by natural disasters, fire, flood, epidemic, government action, strikes, transportation interruption, communication/network failures, system failures, postal delays, third-party delays or other events beyond reasonable control.
25.6 语言：本协议为中英文双语版本。除服务订单另有约定外，如中英文不一致，以【英文】版本为准。
25.6 Language: This Agreement is bilingual in Chinese and English. Unless otherwise stated in an Order Form, if there is any inconsistency between the Chinese and English versions, the 【English】 version controls.
25.7 标题：条款标题仅为阅读便利，不影响条款解释。
25.7 Headings: Headings are for convenience only and do not affect interpretation.
签署页
Signature Page
双方确认已阅读、理解并同意受本协议全部条款约束。
The Parties acknowledge that they have read, understood and agreed to be bound by all terms of this Agreement.
注：如签署人并非法定代表人/公司负责人，甲方应按乙方要求提供有效授权文件。
Note: If the person signing is not the legal representative/company principal, Party A shall provide a valid authorization document upon Party B's request.
	
甲方 / Party A
	
乙方 / Party B

	
公司名称：
Company Name: 
公司法人：
Legal Rep/Principal: 

签字人：

Signatory: 
职务 / Title: 
签字/盖章 / Signature/Seal: 
日期 / Date: 
	
公司名称：
Company Name: 
公司法人：
Legal Rep/Principal: 

签字人：

Signatory: 
职务 / Title: 
签字/盖章 / Signature/Seal: 
日期 / Date: 




附件一：服务订单模板
Attachment 1: Order Form Template
	
项目 / Item
	
填写内容 / Details

	服务订单编号 / Order Form No.
	【OF-____】

	甲方 / Client
	【公司/个人全称】

	乙方 / Service Provider
	【乙方公司名称】

	目标城市/区域 / Target Area
	【例如：San Jose / Santa Clara / Newark / Fremont】

	服务目的 / Purpose
	【办公室租赁 / Bond / 银行 / 平台审核 / 保险 / 其他】

	预算 / Budget
	月租：【$____】；押金上限：【$____】；其他限制：【____】

	拟服务内容 / Services
	【房源筛选 / 沟通协调 / 看房 / 收信扫描 / 现场审核 / 宽带电话 / 家具 / 招聘 / 其他】

	办公室落地成功服务费 / Success Fee
	【两个月基础租金 / 固定金额 $____ / 其他】

	月度基础服务费 / Monthly Fee
	【$____ / 月】；付款日：【每月 __ 日前】

	附加服务费 / Additional Fees
	按附件二 / 另行约定：【____】

	服务期限 / Term
	自【____】至【____】；是否自动续费：【是/否】

	工作时间 / Business Hours
	【周一至周五 9:00-17:00，美国法定节假日除外】

	甲方指定邮箱 / Client Email
	【__________】

	特殊要求 / Special Requirements
	【__________】

	备注 / Notes
	本服务订单受主协议约束；除本服务订单明确修改外，主协议继续适用。




附件二：服务内容及费用明细表
Attachment 2: Service Content and Fee Schedule
	服务项目 / Service Item
	费用标准（美元）/ Fee Standard (USD)
	说明 / Notes

	地址方案 A：共享办公型 / Address Plan A: Coworking Type
	约 USD $400–$600 / 月
Approx. USD $400–$600 per month
	商业参考租金，适用于基础注册、收信及轻量化业务展示场景。实际租金、押金、税费、平台/房东费用及其他第三方费用由甲方另行承担。
Commercial rent reference for basic registration, mail handling and limited business presence. Actual rent, deposit, taxes, platform/landlord charges and other third-party costs are separately borne by Party A.

	地址方案 B：小型独立办公室型 / Address Plan B: Small Private Office
	USD $600–$900 起 / 月
From USD $600–$900 per month
	商业参考租金，适用于预算较敏感情况下的过渡性实体办公方案。实际租金、押金及第三方费用由甲方另行承担。
Commercial rent reference for a transitional physical office option where budget sensitivity applies. Actual rent, deposit and third-party costs are separately borne by Party A.

	地址方案 C：独立套间型 / Address Plan C: Independent Suite
	约 USD $1,000 以上 / 月
Approx. USD $1,000+ per month
	商业参考租金，适用于进口主体备案、broker onboarding、Bond 申请、银行 KYC 等核心场景。实际租金、押金及第三方费用由甲方另行承担。
Commercial rent reference for importer setup, broker onboarding, Bond application and bank KYC. Actual rent, deposit and third-party costs are separately borne by Party A.

	租房成功服务费 / Successful Office Placement Service Fee
	两个月基础租金，以美元计算
Two months of Base Rent, calculated in USD
	在签约、付款、取得钥匙/地址使用权或将地址用于审核等任一触发事项发生后 3 个工作日内支付；该费用为商业咨询、行政协调及办公室落地服务费，不是房地产经纪佣金。
Payable within 3 business days after any trigger event, including signing, payment, obtaining keys/address use rights, or using the address for verification. This is a commercial consulting, administrative coordination and office placement service fee, not a real estate brokerage commission.

	安装宽带协调服务费 / Internet Installation Coordination Fee
	USD $250 / 次
USD $250 per request
	仅为查询、预约、沟通、下单协助及到场配合服务费；宽带费、宽带安装费、设备费、月费、税费等由甲方另行承担。
Covers inquiry, scheduling, communication, order assistance and onsite coordination only. Internet service fees, installation fees, equipment fees, monthly charges, taxes and similar costs are separately borne by Party A.

	宽带安装费用 / Broadband Installation Fee
	USD $300 / 间办公室
USD $300 per office
	宽带安装服务费按办公室计收；宽带运营商收取的开户费、设备费、月费、税费或其他第三方费用由甲方另行承担。
Broadband installation service fee is charged per office. ISP account setup fees, equipment fees, monthly charges, taxes and other third-party costs are separately borne by Party A.

	安装固定电话协调服务费 / Landline Installation Coordination Fee
	USD $250 / 次
USD $250 per request
	仅为查询、预约、沟通、下单协助及到场配合服务费；固定电话费、固定电话安装费、号码费、设备费、月费、税费等由甲方另行承担。
Covers inquiry, scheduling, communication, order assistance and onsite coordination only. Landline fees, installation fees, number fees, equipment fees, monthly charges, taxes and similar costs are separately borne by Party A.

	网络电话安装费用 / VoIP Installation Fee
	USD $300 / 间办公室
USD $300 per office
	网络电话安装服务费按办公室计收；号码费、设备费、月费、税费、运营商或第三方费用由甲方另行承担。
VoIP installation service fee is charged per office. Number fees, equipment fees, monthly charges, taxes, carrier fees and third-party costs are separately borne by Party A.

	协助家具到达租赁地址后的签收 / Furniture Receiving Assistance
	USD $200 / 小时，最低 2 小时起
USD $200 per hour, 2-hour minimum
	适用于家具、办公用品或设备到达租赁地址后的签收、到场等待及基础协调。家具、办公用品、运费、搬运费、退换货费用及第三方收费由甲方承担。
Applies to receiving, onsite waiting and basic coordination after furniture, office supplies or equipment arrive at the leased address. Furniture, office supplies, shipping, handling, return/exchange fees and third-party charges are borne by Party A.

	协助家具到达租赁地址后的安装 / Furniture Installation Assistance
	USD $350 / 小时
USD $350 per hour
	适用于家具安装协调、到场配合或乙方可提供的基础安装协助。复杂安装、专业安装、工具材料、第三方安装人工及额外耗材费用由甲方承担。
Applies to furniture installation coordination, onsite support or basic installation assistance available from Party B. Complex installation, professional installation, tools/materials, third-party labor and additional supplies are borne by Party A.

	协助现场审核地址服务费 / Onsite Address Verification Support Fee
	USD $250 / 小时；默认不超过 1 小时；超时另计
周末、节假日、非工作日或加急预约：USD $1,000 / 小时
USD $250 per hour; up to 1 hour by default; overtime separately charged
Weekend, holiday, non-business-day or rush appointment: USD $1,000 per hour
	适用于政府、平台、银行、Bond、保险、支付机构或其他相关机构现场核验。乙方仅按真实情况配合开门、接待、展示及基础问询，不保证审核通过。
Applies to onsite verification by government authorities, platforms, banks, Bond providers, insurers, payment institutions or other relevant organizations. Party B only provides truthful access, reception, display and basic inquiry support and does not guarantee approval.

	每月收邮件服务费 / Monthly Mail Receipt Fee
	USD $50 / 封
USD $50 per mail piece
	仅限普通商业信件。法律文书、支票、银行卡、贵重物品、包裹、大量邮件、退货、库存或高风险物品不默认接收。
Limited to ordinary business mail. Legal process, checks, bank cards, valuables, packages, bulk mail, returns, inventory or high-risk items are not accepted by default.

	协助转寄政府或机构邮件到中国服务费 / Forwarding Government or Institutional Mail to China
	USD $100 / 次 + 实际国际快递费
USD $100 per shipment + actual international courier cost
	国际快递费、保险费、追踪费、关税、税费、退件费、地址错误或海关原因产生的费用由甲方承担；乙方可要求甲方预付。
International courier costs, insurance, tracking, customs duties, taxes, return fees, address-error costs and customs-related costs are borne by Party A. Party B may require prepayment.

	协助提供租赁地址的宽带证明服务费 / Broadband Proof Service Fee
	USD $200 / 次
USD $200 per request
	适用于协助整理、获取、转发或展示可取得的租赁地址宽带证明。乙方不保证宽带公司、平台、银行、Bond 或其他机构接受该证明。
Applies to assistance with organizing, obtaining, forwarding or displaying available broadband proof for the leased address. Party B does not guarantee acceptance by internet providers, platforms, banks, Bond providers or other organizations.

	协助提供租赁地址的固话证明服务费 / Landline Proof Service Fee
	USD $200 / 次
USD $200 per request
	适用于协助整理、获取、转发或展示可取得的固定电话证明。乙方不保证电话公司、平台、银行、Bond 或其他机构接受该证明。
Applies to assistance with organizing, obtaining, forwarding or displaying available landline proof. Party B does not guarantee acceptance by telephone providers, platforms, banks, Bond providers or other organizations.

	协助提供租赁地址的水电证明服务费 / Utilities Proof Service Fee
	USD $200 / 次
USD $200 per request
	适用于协助整理、获取、转发或展示可取得的水电或公用事业证明。乙方不保证公用事业公司、平台、银行、Bond 或其他机构接受该证明。
Applies to assistance with organizing, obtaining, forwarding or displaying available utilities proof. Party B does not guarantee acceptance by utility providers, platforms, banks, Bond providers or other organizations.

	招聘员工费用 / Staff Recruitment Fee
	根据客户具体要求另议
Negotiated based on client-specific requirements
	乙方服务可限于信息发布、简历收集、初步筛选、面试安排及基础沟通；甲方为最终用工主体并承担雇佣、工资、税务、保险、劳动法合规及所有用工责任。
Party B’s support may be limited to job posting, resume collection, preliminary screening, interview scheduling and basic communication. Party A is the hiring entity and bears all employment, wage, tax, insurance, labor-law compliance and hiring obligations.

	其它费用 / Other Fees
	按实际需求另行书面确认
To be confirmed in writing based on actual needs
	包括但不限于加急、非工作时间、额外跑腿、打印、公证/翻译协调、第三方预约、额外现场接待、持续保管、特殊采购等未明确包含的服务。
Includes, without limitation, rush service, after-hours service, extra errands, printing, notary/translation coordination, third-party appointments, additional onsite reception, continued storage, special procurement and other services not expressly included.


以上费用均以美元计价。除非服务订单明确写明包含，房租、押金、政府费用、平台费用、第三方服务费、税费、快递费、设备费、材料费、人工安装费和其他第三方成本均由甲方另行承担。乙方可在服务开始前要求甲方预付相关服务费或第三方预估费用。
All fees above are denominated in U.S. dollars. Unless expressly included in the Order Form, rent, deposits, government fees, platform fees, third-party service charges, taxes, courier costs, equipment costs, material costs, installation labor and other third-party costs shall be separately borne by Party A. Party B may require Party A to prepay the applicable service fees or estimated third-party costs before service begins.
附件三：甲方资料清单
Attachment 3: Client Information Checklist
	序号 / No.
	资料 / Information
	是否收到 / Received

	1
	公司注册证明、营业执照或 Articles / Certificate
	□

	2
	公司英文名称、中文名称、注册地址、经营地址
	□

	3
	EIN / 税号 / W-9（如适用）
	□

	4
	授权签约人身份证明及授权文件
	□

	5
	联系人姓名、电话、邮箱、微信/WhatsApp
	□

	6
	目标城市、预算、面积、租期、可接受通勤/位置范围
	□

	7
	用途说明：Bond / 银行 / 平台 / 保险 / 实际办公 / 其他
	□

	8
	审核机构要求清单、审核时间窗口和问题清单
	□

	9
	是否需要收信、扫描、转寄、电话、宽带、家具、门牌
	□

	10
	是否需要现场审核、日常接待或临时到场
	□

	11
	业务类型、产品类别、平台/银行/保险/Bond 相关背景
	□

	12
	乙方合理要求的其他资料
	□




附件四：房源推荐及跟进记录
Attachment 4: Property Referral and Follow-up Log

	[bookmark: _GoBack]日期 / Date
	房源地址 / Property Address
	联系人 / Contact
	推荐/沟通/看房内容 / Activity
	甲方反馈 / Client Feedback
	备注 / Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


建议乙方每次推荐房源、沟通房东、预约看房或发送资料后，及时补充本表或保留邮件/聊天记录，以强化防绕单证据。


附件五：客户授权书
Attachment 5: Client Authorization Letter

本人/本公司【________________】授权【乙方公司名称】在《美国办公室租赁咨询及配套服务主协议》及相关服务订单范围内，以协调人身份代表本人/本公司与房东、物业、broker、共享办公服务商、网络服务商、电话服务商、家具供应商、招聘平台及其他相关第三方进行沟通、预约、询价、资料转发和基础协调。
I/We, 【________________】, authorize 【Party B Company Name】, within the scope of the U.S. Office Leasing Consulting and Support Services Master Agreement and applicable Order Forms, to act as coordinator to communicate, schedule, inquire, forward documents and provide basic coordination with landlords, property managers, brokers, coworking providers, internet providers, telephone providers, furniture suppliers, recruiting platforms and other relevant third parties on my/our behalf.
未经本人/本公司另行书面确认，乙方无权代表本人/本公司签署租约、采购合同、服务合同、雇佣合同、银行文件、保险文件、Bond 文件或任何可能导致本人/本公司承担付款、担保或法律义务的文件。
Without my/our separate written confirmation, Party B is not authorized to sign any lease, purchase agreement, service agreement, employment agreement, bank document, insurance document, Bond document or any document that may create payment, guarantee or legal obligations for me/us.
授权期限 / Authorization Term：自 __________ 至 __________
授权方名称 / Authorizing Party: ______________________________
授权代表 / Authorized Representative: ______________________________
签字/盖章 / Signature/Seal: ______________________________
日期 / Date: ______________________________




甲方公司名称：__________________________  
公司法人：__________________________
甲方签字人：__________________________  
签字/盖章：________________  
日期：______________



乙方公司名称：__________________________  
公司法人：__________________________
乙方签字人：__________________________ 
 签字/盖章：________________ 
 日期：______________
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