Letter for use in contracts for services
NOTE:
· this should not be used for the provision of teaching, lecturing, examining, demonstrating or conducting supervisions which must be paid for via the modified payroll in all circumstances
· All sections which are highlighted need to be completed or a choice of wording selected from the options provided.  In the Payment terms section, wording has been suggested but you may have reasons for agreeing different terms.  The highlighting should then be deleted along with these instructions.

To be typed on Department Notepaper

Name of Contractor
Address of Contractor
Date [          ]  

Dear [……..],
This letter sets out the terms on which we agree that you will provide services to the University:

	Services and Deliverables (“the Services”)
	

	Price, (exclusive of VAT)
	

	Expenses which may be claimed, if any


	

	Payment terms


	The contractor may invoice on completion of the works, for payment at the end of the calendar month plus 30 days.

	Start date
	

	End date/Delivery date 
	


You shall provide the Services in a timely manner, exercising reasonable skill and care and applying the highest professional standards. 

[                        ] shall be the University’s representative for the purposes of the arrangements between us and you agree to comply with any reasonable requests he/she may have with regards the effective provision of the Services.

You shall, unless otherwise agreed, provide all equipment and materials.

You shall correct any errors at your own expense.

You may or may with the consent of the University’s representative or may not have the work undertaken on your behalf by a suitably qualified and briefed person 

You may invoice for the Services in accordance with the payment terms above and payment will be made at the end of the calendar month plus 30 days. We will pay receipted expenses provided we have agreed in writing in advance that we will do so.

All intellectual property rights created in the course of providing the services will belong to the University, although you will retain ownership of any intellectual property or materials created prior to or independently of this agreement. It is your responsibility to ensure that you have the necessary licences or consents required to use any third party materials in the provision of the Services.

The University shall have the right to terminate these arrangements on the giving of seven days notice. On termination the University shall only be liable for fees and expenses properly incurred prior to the date of termination. On termination you will return all materials, keys and information provided in connection with this agreement, together with all work in progress.

You agree to keep confidential at all times during and after the completion of the services all matters relating to the University, its research and its business, except in so far as those matters are already in the public domain.

This agreement does not give you any entitlement to use the University’s name for any purpose or to make any commitments on behalf of the University.

Please indicate your consent to the above terms by signing and returning the enclosed copy of this letter.

Yours sincerely 

(Departmental Administrator)

Agreed and accepted

……………………………………

Contractor
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