Confidential
20 February 2014
Dear Ms Contractor 
XYZ Ltd: contract for consultancy services for:

Media relations and marketing support (1 Jan 2014 – 31 July 2015).
XYZ Ltd wish to engage your services to carry out the work detailed in the attached Annex, in accordance with the terms specified in the attached contract. 

The daily rate will be £120.00 for a six hour day. Your place of work will be XYZ Ltd, 22 Clarendon Place, Leeds  [or your own home/office].
The contract will commence on 1 Jan 2014 and run until 31 July 2015. Our agreement is that you will work ten days per month, if for any reason the work load requires additional days, this must be agreed in advance with the Chief Executive Officer of XYZ Ltd.
You will be responsible to the Chief Executive Officer of XYZ Ltd.

You are required to comply with all XYZ Ltd policies and procedures.  A copy of the Regulations and Procedures is available for consultation in the XYZ Ltd office.

Please confirm that you are willing to accept this offer by signing one copy of this letter and of the contract and returning them to me.  The other copy is for you to keep.

Although this letter must be formal in order to set out the terms and conditions of contract clearly, I should like to take this opportunity to add a personal word of welcome to XYZ Ltd and to hope that you will greatly enjoy working with us.  If you have any queries please do not hesitate to ask.

Yours sincerely

Chief Executive Officer

XYZ Ltd Consultancy Contract

THIS AGREEMENT is made on 20th December 2013 

AND IS MADE BETWEEN:  XYZ Ltd (‘the Company’); and

Contractor (‘the Contractor’)

1.
Dates
In this Agreement the following terms and phrases shall have the following meaning unless the context requires otherwise: 

Commencement date: 
1st January 2014
Termination date: 
the date on which the Contractor’s appointment is terminated, 31 July 2015.

2. 
Appointment

With effect from 1st January 2014, the Contractor is appointed as a Contractor to the Company for a period of 19 months to carry out the project (see Annex) unless this Agreement is terminated by either party serving not less than (one month’s) notice in writing on the other.
Services: 

the services to be performed by the Contractor in the course of her appointment as set out in the Annex to this Agreement, such services to be provided using reasonable skill and care.
3. 
Duties

The Contractor agrees:

· to undertake and provide the Services (see Annex) in accordance with briefings and deadlines set by the Company; 

· to carry out the Services in an expert and diligent manner and to provide her services to the best of her financial accountancy, commercial, technical and creative skill; 

· to the best of her ability, promptly and faithfully to comply with and observe all lawful and proper requests which may from time to time be given to him by the Company;

· not to undertake any additional activities or accept other engagements which lead or might lead to any conflict of interest between the Contractor and the best interests of the Company during  her appointment;

· to delegate performance of her Services to such suitably qualified and experienced personnel as she or she may from time to time deem appropriate, if she is unable at any time to perform her services due to circumstances beyond  her control. The Contractor must notify the Company if this power to delegate or substitute is exercised and provide details of the name of the delegate.
· to keep the Company informed of progress on the Services in which she is engaged and shall produce written reports when so requested by the Company.  While the Contractor’s method of working is entirely her own and she is not subject to the control of the Company, she shall nevertheless comply with this and any other reasonable requests of the Company.
· to provide whatever materials and equipment are necessary to provide the agreed services

· to correct and repair work deemed unsatisfactory at the contractors own time and expense
4. 
Fee
4.1 Fees for the Services will be £120 per day.
4.2 Invoices should be addressed to XYZ Ltd, 31 Cromer Terrace, Leeds, for the attention of CEO.  The Company will pay each invoice within 30 days after receipt of the invoice.

5. 
Expenses
The Contractor shall be entitled to be reimbursed by the Company for all out of pocket expenses incurred in the performance of the Services. The Contractor must provide the Company with vouchers, receipts or other evidence of actual payment of such expenses and must agree the expenses in advance with the Company. 
6. 
Confidentiality

6.1
You will keep confidential, and not use for any purpose except acting as our consultant, any information that we make known to you or about the work you do for us, and you agree that you will not disclose the same to any third party without first obtaining our written consent.

6.2
The above obligations of confidentiality do not apply to any information that:

i. was already known to you, and not already subject to any obligation of confidentiality to us, before we made it available to you;

ii. is or becomes publicly known through no fault of yours;

iii. is given to you by a third party who has the right to do so.

7.
Delivery up of Documents

Upon the expiration or termination of the appointment under this Agreement, the Contractor shall deliver up to the Company all keys and any swipe card, credit cards, computer hardware or software, books, documents, account records and any other papers which may be in her possession, custody or control and which are the property of the Company or which otherwise relate in any way to the business or affairs of the Company. No copies of the same or any part thereof shall be retained by him or her.  

8.
Termination of Agreement
Either party shall have the right at any time to terminate this Agreement by not less than one month’s notice in writing to the other party.  In addition, the Company shall have the right to terminate this Agreement at any time by summary notice without any payment in lieu in the event of the Contractor: 

8.1
being in material or persistent breach of any of the terms of this Agreement;


8.2
becoming of unsound mind;

8.3
having a bankruptcy order made against him or her or making any arrangement with her creditors or having an interim order made against him or her;

8.4
being convicted of any criminal offence other than a minor driving offence under the Road Traffic Acts;

8.5
persistently and wilfully neglecting or becoming incapable for any reason of efficiently performing the Contractor’s Services; or

8.6
doing any action manifestly prejudicial to the interests of the Company or which in the opinion of the Board may bring the Company into disrepute.
The Contractor shall have no claim against the Company in respect of the termination of her appointment for any of the reasons specified in Clauses  8.1 to 8.6.
9.  Insurance
The Contractor understands that the Company insurance policy does not cover self employed consultants.  The contractor will take out and maintain throughout the term of this Agreement whatever insurance they consider will cover their work and travel.
10. Tax Liabilities

10.1
Nothing in this Agreement shall render or be deemed to render the Contractor an employee or agent of the Company.  This Agreement does not create any mutuality of obligation between the Contractor and the Company.

10.2
The Company and the Contractor declare and confirm that it is the intention of the parties that the Contractor shall have the status of a self-employed person and shall be responsible for all income tax liabilities and national insurance or similar contributions in respect of  her fees and accordingly the Contractor agrees to indemnify the Company in respect of any claims that may be made by the relevant authorities against the Company in respect of income tax and national insurance or similar contributions relating to the Services under this Agreement.

11.
Data Protection

The Company and the Contractor agree to comply with all applicable data protection legislation, including but not limited to the Data Protection Act 1998 and any subsequent amendments. 

SIGNED:

…………………………..

CEO
For and on behalf of XYZ Ltd
SIGNED:

…………………………..

Contractor
Annex: Services to be provided

1

2

3

4

5

6

7

