


NAME OF PARTNER CONTACT 
LEGAL NAME OF PARTNER ORGANISATION
ADDRESS
EMAIL ADDRESS

DATE


Dear NAME,      

Thank you for agreeing to work with Lankelly Chase.

I’m writing to confirm that we would like to contract you as to support us with this project on the terms set out in the consultancy agreement. We attach the following to this letter:

1. Two copies of our consultancy agreement with you, which sets out the general terms of your service provision to us. Please also make sure to read this carefully, sign two copies, return one to me and keep one for your own records.

2. [Two copies of our co-written “Working Together” document, which sets out the key values and principles by which we commit to working together. Please sign two copies of the Working Together document, return one to me and keep one for your own records.][footnoteRef:1] [1:   Drafting Note for LankellyChase team: All yellow highlighted optional language throughout this consultancy agreement is to be inserted (and square brackets removed) only where LCF is entering into a Working Together document with the relevant Partner. Otherwise, please delete the yellow highlighted optional language throughout.

.] 


3. A “Bank Account Details” form for you to complete and return to us. Please could you make sure that this is accompanied by a scan or copy of a bank statement for your organisation, which is dated within six months of the date of your completed form. If you cannot provide a bank statement for any reason, we can accept a letter from your bank or a letter on headed paper signed by a senior member of staff or finance staff for your organisation.

We aim to ensure that our terms are equitable and accessible, so please let me know if it would be helpful to discuss any of the terms.

Once we have received each of the above and certain other information set out in our consultancy agreement, we will be able to process your first payment.

We’re really pleased to be working with you.

Yours sincerely,

NAME
TITLE

The LankellyChase Foundation

(Enclosed: Consultancy Agreement, [Working Together document,] Bank Account Details form)


The LankellyChase Foundation and [name of Partner]

Consultancy Agreement – Part 1 – The Services
	
	1. 
	The Consultant(s):
	[Full legal name] 

(being “you” or “your” in this consultancy agreement)

Where we engage more than one organisation or consultant on any related work, we will hold each organisation and consultant which has entered into a consultancy agreement responsible for their work. You will liaise as necessary with such other organisations and consultants appointed by us, and shall bear responsibility for their work if you enter into this agreement on their behalf.

	2. 
	Type of legal entity:
	[E.g. company limited by guarantee / company limited by shares / other]


	3. 
	Company number(s):
	[  ]

	4. 
	Registered office address:
	[  ]

	5. 
	LankellyChase Foundation Key Contact:
	Name: [  ][footnoteRef:2] [2:  Should either party change their lead contact, they will notify the other party within 10 working days of any such change.] 

Email address: [  ]
Phone number: [  ]

(LankellyChase being “we”, “us”, or “our” in this consultancy agreement)

	6. 
	Key Contact for your organisation:
	Name: [  ]2
Email address: [  ]
Phone number: [  ]




	7. 
	Services you will provide:
	[Summary of the services], as set out in detail below (the “Services”). 

Background 
[explanation of the work and the process leading up to the agreement]

Services
You will:

[list of tasks and responsibilities for which contractor is accountable]



Management: tasks, responsibilities and supervision

The work will be done by XXXX and managed by the XXXX. XXXX  is in turn managed by XXXX and also has [any independent supervision/support structures]. 

Please note that any changes to the structure, aims or delivery of the Services - from what we have both agreed - will need to be discussed and agreed with us in advance. 


	8. 
	Our input
	Lankelly Chase will: 

[list of tasks and responsibilities for which Lankelly Chase is accountable in order to facilitate the delivery of the Services, if any – leave blank if not applicable]


	9. 
	Duration of this consultancy agreement
	This consultancy agreement will start from the [the date on which we have both signed this agreement] / [insert other date if applicable] and will end on the date on which we both agree that the Services have been completed.

In exceptional circumstances, the consultancy agreement may end on an earlier date, in accordance with clause 25.

	10. 
	Timetable for the Services
	Start date  	XXXX 
End date  	XXXX

The timeline, activities and associated costs are as follows:

[Insert workplan/budget etc as agreed with the contractor, or the basis on which the work has been agreed]


	11. 
	Charges
	In consideration of delivery of the Services we shall pay:

 XXXX

You are expected to ensure value for money in all expenditure and to provide third party invoices/vouchers for any costs, like travel, which have been agreed herein can be recharged. No additional funds beyond the overall total set out above will be forthcoming from The LankellyChase Foundation for delivery of the Services.

All amounts in this consultancy agreement are inclusive of VAT.


	12. 
	Expenses
	[The Charges are inclusive of all additional expenditure.] 


	13. 
	Payment
	You will invoice the Lankelly Chase Foundation for the Services as follows: 

[set out payment schedule eg all upfront, on delivery, half and half, downpayment plus instalments at particular milestones or for particular activities etc]

Each payment will be made within [30 days] of receipt of each invoice to its full amount, subject to the result of HMRC’s ESI. [Run through HMRC employment status for tax assessment. Ask finance if needed.]	Comment by Bates Wells: Would you like advice on the IR35 regime or are you comfortable with its application?

Invoices should be emailed to XXXX and include on the invoice the Lankelly Chase Foundation Key Contact as well as the other usual contents of an invoice so that The LankellyChase Foundation Finance Team can ensure that the invoice can be authorised and paid promptly.


	14. 
	[Working Together document:]
	[As well as this consultancy agreement, we have co-written a ‘Working Together’ document. This sets out the key values and principles by which we commit to working together, as well as how this impacts us both practically on matters such as communications, reporting and transparency.][footnoteRef:3] [3:  Drafting Note for LankellyChase team: if this section is to be deleted (because there is no Working Together document with the relevant Partner), please delete the whole table row, and double-check all section cross-references - as the section numbering throughout the funding agreement will update as a result.
] 


	15. 
	Special conditions:
	[Insert any additional special conditions that apply to the Partner and/or the Services; this may include, for example:
· an abridged version of the Working Together key principles if LCF will not be entering into a full Working Together document with the Partner;
· insurance requirements – generally advisable to include;
If not applicable, this section can be left blank.]

	16. 
	Agreement:
	By signing below, each of us: 

a) agrees to perform all of our respective obligations under this consultancy agreement[, our Working Together document] and any other agreement we enter into in connection with the Services; and
b) confirms that we have obtained all approvals and licences necessary for our organisation to enter into and perform our rights and obligations under this consultancy agreement, without being in breach of law or any other obligation binding on us.



	Signed on behalf of [full legal name of Partner]
	Signed on behalf of The LankellyChase Foundation 

	………………………………………..

Print Name:
Position:
Date:
	………………………………………

Print Name:
Position:
Date:
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The LankellyChase Foundation and [name of Partner]

Consultancy Agreement – Part 2 – Our Terms
	
	17. 
	Standard of work
	We are engaging you on the basis of your experience and expertise. You will exercise reasonable skill and diligence in line with the normal standards of the profession in providing the Services, which you shall provide promptly in accordance with the timetable and in the best interests of the Lankelly Chase Foundation.

	18. 
	Day-to-day direction
	You will work to the overall direction of the Lankelly Chase Foundation Key Contact unless otherwise specified in this agreement in the interpretation of The LankellyChase Foundation’s requirements and the management of the Services.

You will give written notice to the Lankelly Chase Foundation Key Contact of any direction with which you are unable to comply.

You will attend meetings called at the discretion of the Lankelly Chase Foundation Key Contact if so requested and given reasonable notice.


	19. 
	Your status
	You have no authority (and shall not hold yourself out as having authority) to bind us, unless we have specifically permitted this in writing.

You are an independent contractor and none of your personnel shall be an employee nor shall hold themselves out as being an employee, worker or agent of ours. You are responsible for payment of your own taxes, as are your personnel.

	20. 
	Mutual commitments
	Each of us commits to a mutually supportive relationship based on openness, honesty and good faith. We therefore each agree to:

i. act in line with the policies we have notified to you and the Behaviours listed in section 21; 

ii. [perform the actions we have mutually agreed to in the Working Together document, including but not limited to actions relating to ongoing reporting, communications and transparency;] 

iii. refrain from materially changing our legal or ownership structure or governance in a way that adversely affects the delivery of the Services or our consultancy relationship;

iv. comply with all laws and regulations (including but not limited to those relating to equality, data privacy and safeguarding, where applicable), in relation to this consultancy agreement[ and Working Together document], the Services and each of our respective activities generally; and

v. where either of us becomes aware of a Risk Event or Service Risk Event (as defined in section 19 below), or otherwise is likely to cause material reputational risk to you or us (including but not limited to the filing of a serious incident report with the Charity Commission), the relevant party agrees to tell the other party as soon as possible.


	21. [bookmark: _Ref123221798]
	Behaviours
	i. People see themselves as part of an interconnected whole
ii. There is shared purpose and vision
iii. Feedback and collective learning drive adaptation
iv. Open, trusting relationships enable effective dialogue
v. All people are viewed as resourceful and bringing strength
vi. Power is shared and equality of voice actively promoted
vii. Decision making is devolved
viii. Accountability is mutual
ix. Leadership is collaborative and promoted at every level


	22. [bookmark: _Ref123218622]
	When things don’t go to plan:
	We know that things may not always go to plan for the Services and/or your organisation. Should this happen we would want to support you as much as we can. We would ask you to flag any potential concerns (or “Risk Events”) with us at the earliest opportunity. Examples of Risk Events may include:

a) you are in breach of any of the provisions of this consultancy agreement [and/or our Working Together document], 
b) you are facing material financial or other difficulties, or are in the midst of – or on the verge of – entering into some form of insolvency or restructuring proceedings;
c) it is or becomes unlawful, for whatever reason, for our relationship to continue; or
d) there is material reputational risk for us in continuing our consultancy relationship, for example if you are under investigation by the police, courts or a regulatory body.

We will also flag to you if we are concerned that your delivery of the Services does not meet the required standard set out in this consultancy agreement (a “Service Risk Event”), and would always hope to work together to resolve any problems that arise. However, we may issue a “Rectification Notice” with instructions on how to rectify our concerns if we feel this is necessary. 
 

	23. 
	Intellectual property	Comment by Bates Wells: This reflect the position in your current template - would you like to explore a more equitable route, which doesn't require transfer of ownership of intellectual property as the default?
	Ownership of materials, reports and other intellectual property prepared by you under this Agreement shall remain the property of the LankellyChase Foundation unless otherwise agreed. Accordingly:
(a) you hereby assign to us all existing and future intellectual property arising from the Services and agree to promptly execute all documents and do all other acts as we may deem necessary to effect such assignment;
(b) you irrevocably waive all moral rights under the Copyright, Designs and Patents Act 1988 (and all similar rights in other jurisdictions) which you have or will have in any existing or future work produced as part of the Services;
(c) we shall be entitled to use all documents prepared by you under this Agreement without additional payment, whether in connection with the works or otherwise. 


	24. 
	Data protection	Comment by Bates Wells: Will personal data be transferred to contractors? If so, we would suggest including more comprehensive wording here, unless you have a separate data processing agreement. Would it helpful to discuss?
	You acknowledge that you are aware of, and will comply with, The LankellyChase Foundation Data Protection Policy.  

Access to any Lankelly Chase data must be used in line with our Data Protection Policy, be used only for the specific purpose and duration of the Services, and any data held must be deleted at the end of the contract.


	25. 
	Changes
	We each agree that amendments or waivers to this consultancy agreement shall only be effective if agreed in writing (including via email) by each of us.

In particular, you will obtain the prior written agreement of The Lankelly Chase Foundation Lead Key Contact to any material alterations, addition to or omission from the work plan agreed. 


	26. 
	Disputes
	In the first instance any difference or dispute should be resolved by the designated lead for each organisation. Where agreement cannot or is not reached in a timely the matter will be referred to the  line manager of each organisations Key Contact. It is expected that they may seek feedback from other people who may be involved with the Services in reaching a resolution.


	27. [bookmark: _Ref123218385]
	Ending the consultancy agreement
	Either party shall be entitled to terminate this consultancy agreement immediately if:
1. They provide 4 weeks’ written notice;
2. The other party commits any breach of any of the provisions of this Agreement incapable of remedy;
3. A Risk Event occurs and is continuing; or

We shall also be entitled to terminate this consultancy agreement immediately if a Service Risk Event occurs and is continuing, and has not been remedied within the timeframe specified by us in a Rectification Notice we have provided.

On termination you shall proceed in an orderly timely and economic way to take such steps as necessary to bring the Services to an end, and in particular shall return any of our material, treat any data in line with our Data Protection Policy, and provide reasonable cooperation to us or any third party we may nominate in relation to ongoing provision of replacement services. 
 

	28. 
	Publicity
	You shall not publish or issue directly or indirectly any publicity matter whatsoever or any statement concerning the works to any third party without the express approval of the Lankelly Chase Foundation.


	29. 
	Confidentiality
	You shall treat as confidential all information, including that concerning The LankellyChase Foundation, given to them or discovered by them in the course of carrying out their obligations under this Agreement and shall not reveal such information to a third party or publish it alone or in conjunction with any other person, without the prior written consent of the LankellyChase Foundation.


	30. 
	Waivers
	Any waivers by either party of a breach of any provision of this Agreement shall not be construed as a waiver of any subsequent breach of the same or any other provision of this Agreement.


	31. 
	Assignments, transfers and sub-contracts
	We agree that neither of us will transfer, assign or sub-contract any of our respective rights or obligations under this consultancy agreement, without the other’s consent.

	32. 
	Governing law
	This consultancy agreement and all non-contractual obligations arising out of or in connection with it shall be governed by and construed in accordance with English law.





BANK ACCOUNT DETAILS

****Remember to enclose your Bank Statement****

	Name of Account:
	

	Name of Bank:
	

	Bank Address:
	

	Sort Code:
	

	Account Number:
	




For office use only:

	Entered on SAGE:
	……………………………………………..

	Date:
	……………………………………………..
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