Offer Letter Template
Please note:

This document and any accompanying guidance notes are provided as an example of the type of document that could be used between a Group with a Project and a Company wishing to support that Project. They are not intended to constitute advice, an indication of best practice or a statement of the law at any given time. 

The use of this document and the guidance notes are subject to the terms and conditions of use contained on our website at www.neighbourly.com.

[Name and address of Group]
[Date]

Dear [Name]

[Name of Group/Project]  

Reference: [REF]

I am pleased to inform you that [NAME] ("the COMPANY") has agreed to offer [NAME] ("the Group") [Insert full details of the support offered] ("the Support") towards [Insert a short summary of what the Project involves] ("the Project").
Conditions
The Support is subject to [the Group satisfying the following criteria]:
1. [Insert any relevant conditions];

2. [This may include preconditions];

3. [pre-Project completion conditions];

4. [and/or post-Project completion conditions].
For further details of satisfying these conditions please contact [Name, address, email].

Acceptance
I enclose two copies of the General Terms and Conditions for Project Support, which together with this letter set out the terms and conditions that apply to this offer of Support. If you wish to receive the Support, please sign one copy of this letter and one copy of the General Terms and Conditions for the Project Support and return both to the Company. Together these documents will constitute the formal agreement between Company and the Group. This offer of Support will remain open for acceptance for [NUMBER months] from the date of this letter and will automatically lapse if it is not accepted. 
Summary – what happens next?

1. You need to return one copy of this letter to the COMPANY, signed and completed where indicated, together with one signed copy of the General Terms and Conditions for Project Support. Please do this as soon as possible.
2. [Detail any other actions required]
Please do not hesitate to contact me if you have any queries.

Yours sincerely,

[NAME]
[POSITION]
[Mobile]

[Email]

Confirmation of Acceptance 
1. On behalf of ……………………………………………………("the Group")

I confirm that the Group hereby accepts the offer set out in this letter and agrees to be bound by the terms and conditions set out in this letter and the General Terms and Conditions for Project Support attached.

Signed: 
…………………………
Print Name: 
…………………………
Date: 
…………………………
Position: 
…………………………
2. In the event that the Support includes any monetary funding payable by the Company to the Group, please confirm your bank details so that funds can be paid directly into your account:

Name of Bank: 
…………………………

Sort Code: 
…………………………

Account Name: 
…………………………

Account Number:
…………………………

General Terms and Conditions for Project Support Template
Please note:
This document and any accompanying guidance notes are provided as one example of the type of document that could be used between a Group with a Project and a Company wishing to Support that Project. They are not intended to constitute advice, an indication of best practice or a statement of the law at any given time.
The use of this document and the guidance notes are subject to the terms and conditions of use contained on our website at www.neighbourly.com.

1. Definitions and Interpretation
For the purposes of this Agreement, the following definitions and rules apply:
1.1 Agreement: the agreement set out in the Offer Letter and these Conditions.
Company: [NAME] (registered in England and Wales with company number [Number]).

Conditions: these terms and conditions as amended from time to time in accordance with clause 9.6.
Group: the person, unincorporated body, firm or company to which the Offer Letter is addressed.
Offer Letter: means the Company's offer letter to the Group detailing the Support, which incorporates these Conditions.
Project: means the project described on the Group's webpage for the Project on Neighbourly and in the Offer Letter. 
1.2 Any phrase introduced by the terms including, include, in particular or any similar expression shall be construed as illustrative and shall not limit the sense of the words preceding those terms.

1.3 Where any terms in these Conditions conflict with any terms of the Offer Letter, the Offer Letter shall take precedence. 
2. Basis of contract
2.1 The Offer Letter when countersigned by the Group constitutes an offer by the Group to receive the Support from the Company in accordance with these Conditions. The countersigned Offer Letter shall only be deemed to be accepted by the Company when the Company acknowledges receipt of the Offer Letter, at which point and on which date the Agreement shall come into existence ("Commencement Date"). 
2.2 The Agreement constitutes the entire agreement between the parties relating to the Project and the Support. The Group acknowledges that it has not relied on any statement, promise or representation made or given by or on behalf of the Company which is not set out in the Agreement.
2.3 These Conditions apply to the Agreement to the exclusion of any other terms that the Group seeks to impose or incorporate, or which are implied by trade, custom, practice or course of dealing.
3. Support
3.1 The Company will use reasonable endeavours to provide the Support to the Group in all material respects. 
3.2 Only the Group may use the Support, and the Group may only use the Support for the purposes of the Project and in accordance with the terms of the Agreement. Under no circumstances may the Support be used for any other purpose without the Company's consent. The Group acknowledges that the Support is personal to the Group and is not transferable. 
3.3 The Company shall have the right to make any changes to the Support: 
(a) further to any change to the Project by the Group;

(b) which are necessary to comply with any applicable law or safety requirement; or 
(c) which do not materially affect the nature or quality of the Support; 
and the Company shall notify the Group in any such event.
4. Obligations and Warranties of the Group
4.1 The Group shall:
(a) ensure that all descriptions of the Project are sufficiently detailed, up-to-date, complete and accurate;
(b) keep the Company up-to-date and notify them of any changes to the Project as soon as is reasonably possible following such changes;

(c) co-operate with the Company in all matters relating to the Support and Agreement;
(d) provide the Company with sufficient assistance and access, as reasonably required by the Company for the purposes of the Agreement; and
4.2 The Group warrants that:

(a) it has, and/or has access to, all necessary resources and expertise to undertake the Project;

(b) all information concerning the Project that is publicly available and/or that has been provided to the Company by the Group is sufficiently detailed, up-to-date, complete and accurate; and

(c) it is not aware of anything in its own affairs which it has not disclosed to the Company which might reasonably have influenced the decision of the Company in making the Support available on the terms of the Agreement.

5. Support Payments
5.1 In the event that the Support includes any monetary funding payable by the Company to the Group ("Payments"), this clause 5 shall apply. 
5.2 Payments will only be paid into an ordinary business bank account in the name of the Group. At least two individuals must have authority to operate this account.
5.3 The Company reserves the right to request proof that the Payments have been spent on the Project.
5.4 Payments will be made in accordance with the instructions set out in the Offer Letter.

5.5 The Company shall only be obliged to make any Payments to the Group to the extent that the Company has available funds to make such Payments

6. Support Publicity

6.1 Where requested by the Company the Group must officially acknowledge the Support and the Company in:

(a) all annual reports and accounts covering the Support;

(b) all materials that refer to the Project; and

(c) all written and spoken presentations about the Project.

and shall include (where requested by the Company) the Company's logo, provided always that the Company's logo may only be used with the prior written consent of the Company.

6.2 Where one is supplied by the Company, the Group shall install a plaque acknowledging the Support in a prominent position/location related to the Project. (where appropriate)
6.3 The Group shall promote the Company and the Support in its publications, website and local media as reasonably requested by the Company.

6.4 The Company shall have the right to promote its association with the Group and the Project publicly and shall have a licence without charge to use the name, logo and image of the Group without restriction for this purpose.  

7. Limitation of liability
7.1 Nothing in these Conditions shall limit or exclude the liability of the Company for:
(a) death or personal injury caused by its negligence, or the negligence of its employees, agents or subcontractors; or
(b) fraud or fraudulent misrepresentation.
7.2 Subject to clause 7.1:
(a) the Company shall under no circumstances whatever be liable to the Group, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, for any loss of profit, or any indirect or consequential loss arising under or in connection with the Agreement; and
(b) the total liability of the Company to the Group in respect of all other losses arising under or in connection with the Agreement, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, shall in no circumstances exceed £[NUMBER].
7.3 Except as set out in these Conditions, all warranties, conditions and other terms implied by statute or common law are, to the fullest extent permitted by law, excluded from the Agreement.
7.4 This clause 7 shall survive termination of the Agreement.
8. Termination
8.1 Without limiting its other rights or remedies, each party may terminate the Agreement with immediate effect by giving written notice to the other party if:
(a) the other party commits a material or persistent breach of the Agreement and (if such a breach is remediable) fails to remedy that breach within 30 days of receipt of notice in writing of the breach;
(b) the other party suspends, or threatens to suspend, payment of its debts or is unable to pay its debts as they fall due or admits inability to pay its debts;

(c) the financial standing of the other party diminishes to an extent that it is reasonable to conclude that they will not be able to continue the Project in full, or continue to provide the Support for the Project; 
(d) the other party suspends or ceases, or threatens to suspend or cease, to carry on all or a substantial part of its activities and/or business; or
(e) the other party (being an individual) dies or, by reason of illness or incapacity (whether mental or physical), is incapable of managing his own affairs or becomes a patient under any mental health legislation.
8.2 Without limiting its other rights or remedies, the Company may terminate the Agreement with immediate effect by giving written notice to the Group if the Group has failed to utilise the Support within [NUMBER] months of the Commencement Date. The Agreement shall automatically terminate on the [NUMBER] anniversary of the Commencement Date. 
8.3 Without limiting its other rights or remedies, each party shall have the right to terminate the Agreement by giving the other party 90 days written notice.
8.4 Without limiting its other rights or remedies, the Company shall have the right to suspend provision of the Support under the Agreement or any other contract between the Group and the Company if the Group becomes subject to any of the events listed in clause 8.1(b) to clause 8.1(e), or the Company reasonably believes that the Group is about to become subject to any of them.
9. General
9.1 Force majeure:
(a) For the purposes of this Agreement, Force Majeure Event means an event beyond the reasonable control of the Company including but not limited to strikes, lock-outs or other industrial disputes (whether involving the workforce of the Company or any other party), failure of a utility service or transport network, act of God, war, riot, civil commotion, malicious damage, compliance with any law or governmental order, rule, regulation or direction, accident, breakdown of plant or machinery, fire, flood, storm or default of suppliers or subcontractors. 
(b) The Company shall not be liable to the Group as a result of any delay or failure to perform its obligations under this Agreement as a result of a Force Majeure Event.
(c) If the Force Majeure Event prevents the Company from providing any of the Services for more than 90 days, the Company shall, without limiting its other rights or remedies, have the right to terminate this Agreement immediately by giving written notice to the Group.
9.2 Assignment and subcontracting:
(a) The Company may at any time assign, transfer, charge, subcontract or deal in any other manner with all or any of its rights under the Agreement and may subcontract or delegate in any manner any or all of its obligations under the Agreement to any third party or agent.
(b) The Group shall not, without the prior written consent of the Company, assign, transfer, charge, subcontract or deal in any other manner with all or any of its rights or obligations under the Agreement.
9.3 Waiver:
(a) A waiver of any right under the Agreement is only effective if it is in writing and shall not be deemed to be a waiver of any subsequent breach or default. No failure or delay by a party in exercising any right or remedy under the Agreement or by law shall constitute a waiver of that or any other right or remedy, nor preclude or restrict its further exercise. No single or partial exercise of such right or remedy shall preclude or restrict the further exercise of that or any other right or remedy. 
(b) Unless specifically provided otherwise, rights arising under the Agreement are cumulative and do not exclude rights provided by law.
9.4 No partnership: Nothing in the Agreement is intended to, or shall be deemed to, constitute a partnership or joint venture of any kind between any of the parties, nor constitute any party the agent of another party for any purpose. No party shall have authority to act as agent for, or to bind, the other party in any way. 
9.5 Third parties: A person who is not a party to the Agreement shall not have any rights under or in connection with it.
9.6 Variation: Except as set out in these Conditions, any variation, including any additional terms and conditions, to the Agreement shall only be binding when agreed in writing and signed by the Company.
9.7 Governing law and jurisdiction: This Agreement, and any dispute or claim arising out of or in connection with it or its subject matter or formation (including non-contractual disputes or claims), shall be governed by, and construed in accordance with, English and Welsh law, and the parties irrevocably submit to the exclusive jurisdiction of the courts of England and Wales.
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