
X. Director
Y Company Ltd
Street
City
Post Code
Date
Dear X,
This is to confirm that I would be delighted to take on the (----------------------------- ) project that we discussed last week. 
I have detailed the work that is involved in the attached statement of work. I expect the project to require a total of J days at £xx/ day excluding expenses and VAT. As we agreed, if the project requires more work than this or you require me to attend additional meetings to those defined in the statement of work extra fees will be payable.  I will inform you immediately if this appears likely.

I will invoice for my services at the end of the project or monthly in arrears with a timesheet provided for your information. I will provide my own PC, phone and internet access and will perform the tasks largely at my own office. As a self-employed contractor I will be responsible for paying my own tax and National Insurance contributions as appropriate. 
I enclose a copy of my standard terms and conditions for you, if you wish to go ahead with this project please sign this and return it to me. I look forward to working with you on this project.
Yours sincerely,

X Consultants
