LETTER CONFIRMING APPOINTMENT OF CONTRACTOR
[INSERT ADDRESS]
[INSERT DATE]
Dear [INSERT NAME],
We are writing to confirm your engagement as a contractor for [INSERT Company Name]  (the Company) commencing on [INSERT Start Date]. We have already discussed the duties you will be required to undertake and the type of service we need.
The terms of your engagement will be:
1. Your engagement shall continue until determined by either of us giving to the other not less than [INSERT Amount of Notice] months’ written notice.
2. Your duties will include the following:
[INSERT Description of Duties]
3. You will devote up to [INSERT Number of Hours] hours per week to the performance of your duties.
4. Your place of work shall be [INSERT Address].
5. We shall require regular progress reports on projects in which you are involved.
6. The manner in which your services are performed will be entirely for you to decide but you must comply with all reasonable requests from the board of the company. You must ensure that your services are carried out in such manner that the company is in no way prejudiced.
7. In consideration of your providing these services we will pay to you a fee of 
£[INSERT Amount] per [INSERT Frequency (Weekly/Monthly)] in arrears. You will render us [INSERT Frequency (Weekly/Monthly)] invoices in respect of these fees. If you are registered for VAT, you must show VAT separately on the invoices. Our accountants shall have full access to all your records to enable them to audit the accounts rendered.
8. You will be responsible for all out-of-pocket expenses incurred by you in the performance of your duties.
9. You will be responsible for all income tax liabilities and National Insurance or similar contributions in respect of your fees and will indemnify us against all claims that may be made against us in respect of income tax or similar contributions relating to your services.
10. In addition to the right of determination declared in section 1, we shall be entitled to terminate your engagement forthwith, without any payment, compensation or damages, if you are guilty of any serious misconduct or material or persistent breach of any of the terms and conditions of your engagement, or you wilfully neglect or refuse to carry out your duties or to comply with any instructions given to you by the board, if you are unable to carry out your duties properly, if you bring the name of the company into disrepute, if you have a bankruptcy order made against you or compound with or enter into any voluntary arrangement with your creditors, or if you are convicted of any criminal offence.  This will not prejudice any other rights or remedies which we may have against you.
11. One matter upon which we are most insistent concerns confidentiality. You will, in providing your services, gain knowledge of our business, our business contacts, our procedures and many of our business secrets. It is fundamental that you will not declare to anyone or use for your own or another’s benefit any confidential information that you acquire. This is both during and after your engagement. Any expenses, costs and all records or papers of any description are the property of the company and must be immediately delivered to the company on the termination of your engagement.
12. This agreement shall be governed by the laws of England and Wales to the non-exclusive jurisdiction of whose courts both we and you hereby submit.
If you agree to these terms please sign and return one copy of this letter.
We look forward to working with you.
Yours sincerely
[INSERT SIGNATURE]
[INSERT NAME]
[INSERT JOB TITLE]
_________________________________________________________________________________
Agreed and Accepted
Signed: 
_________________________

Dated: _________________________

