
J. R. Smith
JRS Consultants, 

31st July 2006
Dear Mr. Smith,
This is to confirm that I would like you to take on the consultancy project that we have been discussing.
The main tasks that will be involved are;

· Task 1
· Task 2
· Task 3
I expect the work to require approximately x days per week for the next 6 months, but exact hours will be determined by you with regard to the tasks and priorities. 

You will work from your offices using your own computers and telephone services and will be responsible for your own tax and National Insurance contributions. The rate for your services will be £xxx/day excluding expenses and VAT, paid monthly in arrears on receipt of a timesheet. The following types of expense will be re-imbursed on production of receipts;
I have enclosed 2 copies of a contract for the project, this letter forms Exhibit A referred to in the contract. The contract includes provisions for confidentiality and intellectual property created during this project. Please read carefully before you sign both copies and then return one to me. 

Yours sincerely,

Joe Bloggs
NB This letter is intended for use with the “Subcontractors terms and conditions” also available from Skillfair’s Resource Centre. Many consultants have their own standard terms and conditions which may also be acceptable, however, you should check carefully that at least the following issues are covered in a way that is acceptable to you;
Intellectual Property (in the absence of a contract all IP belongs to the contractor!)

Tax and NI for contractor

Confidentiality

Payment terms

Quality of service

Substitution i.e. can the contractor provide a different person to do the work

Expenses, what will be re-charged to you by the contractor

