Template letter to send to a Permitted Paid Engagement visitor, to support their entry to the UK (with full details of the engagement including pay, to be added)
Letter must be sent on College headed paper
Dear [Name],
Formal invitation for an academic visit to the University of Exeter [College name], [month], [year].
I am delighted to confirm our formal invitation for you to visit us in Exeter from dd/mm/yyyy to dd/mm/yyyy in order to deliver a short series of lectures and to participate in research workshops within the College.  This is being arranged so that our staff and students may benefit from your acknowledged expertise in the field(s) of [describe main area(s) of expertise and focus of visit].  This invitation is in recognition of your special expertise and major contribution to this area of research as Professor of [subject] at the [name of university] (present post).
Specifically, we would be very pleased if you would deliver the following presentations during your stay here:-

Subject of Lecture/Workshop

Audience/Course

Date(s)
I confirm that the University will be responsible for payment of your international and local travel costs, and for the cost of the local hotel accommodation at [name of hotel and address].  We will also arrange payment of a fee of [amount] to your nominated bank account.

[following paragraph for Citizens of USA, Australia, or Canada only]

Please bring this letter with you and present it to the UK immigration authorities as proof that you are seeking entry to the UK as a senior professional to undertake a “permitted paid engagement” here for a period of less than one month.  You should also bring evidence of your academic and professional standing and qualifications, such as a resume, and list of publications.

We understand you will continue in your current employment as Professor of [Subject] at [name of University] after your visit.

[following paragraph for visa nationals from other non-EEA countries]

Before booking your travel to the UK you must apply for a Visitor’s Visa as a “Senior Professional coming to undertake a permitted paid engagement”, either by approaching your local British Embassy or by downloading Form VAF-1C from the UKBA website.  There is a fee for this application which the University will reimburse you for if you are successful in obtaining the visa.
[EU Nationals: no additional paragraph is required]

If you require any advice or assistance regarding arrangements for travel accommodation, please contact [name and email] who will be pleased to help with your day-to-day support, arrangements for your lectures and will be responsible for processing any claims for reimbursement of fees and expenses when you are here.

This engagement is offered subject to the terms and conditions for contracts for services at http://www.exeter.ac.uk/staff/employment/righttowork/immigration/ppe/. Your fee and expenses should be submitted to us by an invoice with original copies of your itemised receipts attached.  Please also remember to include your full bank details on your invoice including your branch address. We look forward to welcoming you here in person and hope that you have an enjoyable and stimulating time with us.

Yours sincerely
Signed on behalf of the University of Exeter

Type Name and Job Title
Please sign below to confirm your acceptance of the terms and return one copy of this letter to the above address.

Name:






Date:

Contract for Services: Terms and Conditions (PD84)
1
Introduction and Definitions
This Agreement is between the University of Exeter and the Supplier as outlined in the engagement letter confirming the contract for services.

The Agreement will be in accordance with the following terms and conditions unless and until an alternative is specifically agreed between the parties and set out in the Letter of Engagement.  
2
Purpose of the Agreement
The purpose of the Agreement is to the supply the services as outlined in the engagement letter.
3
Commencement date and duration of the Agreement
This agreement will commence on the date specified on the engagement letter and is to be carried out in accordance with the following conditions:

· It may be terminated by either party giving one month's notice in writing. 

· The University may terminate the agreement immediately in the event that the Supplier commits any material breach of the terms of this Agreement, where a supplier acts negligently, or in a manner that seriously harms the reputation of the University, or behaves in a way that is inconsistent with the University’s standards, regulations or procedures.
· The Supplier should consult with the University before arranging for a substitute person to undertake the services detailed.

· The supplier will comply with the University of Exeter anti-bribery policy statement* for third parties performing services for or on behalf of the University.
*www.exeter.ac.uk/staff/employment/codesofconduct/statementforthirdparties/
· Any other conditions set out in the Letter of Engagement (if appropriate).
4
Fees and expenses
The fee is stated on your engagement letter.  Where necessary, VAT will be added at the appropriate rate.
The Supplier will invoice the University of Exeter. The invoice should itemise the work undertaken. 

Payment will only be made for work completed to the standard required by the University. 

Payment will only be made to the account of the Supplier named on the Letter of Engagement.
Where appropriate, travel, subsistence and other expenses will be paid at cost and in accordance with arrangements specifically agreed, in advance, with the Supplier and set out in the Letter of Engagement.
5
Invoices and payment
Unless specifically agreed otherwise (and set out in the Letter of Engagement, invoices will be submitted monthly by the Supplier and payment made within 30 days.
6
Taxation
The Supplier is a self-employed person responsible for taxation and National Insurance or similar liabilities or contributions in respect of the fees and the Supplier will indemnify the University against all liability for the same and any costs, claims or expenses including interest and penalties.

7
Confidentiality
During the course of this agreement, the Supplier will potentially be privy to information (in written, verbal and electronic form) which is confidential to the University and its employees and/or students and/or third party information which the University and its employees are under contractual obligations to maintain as confidential (‘Confidential Information’).  It is a condition of this agreement that the Supplier agrees to keep all Confidential Information strictly confidential and not disclose it to any third party without the consent of the University, and that the Supplier will indemnify the University in respect of any claims, damages, losses or costs incurred as a consequence of any unauthorised disclosure by the Supplier of any Confidential Information.

10
Insurance
The Supplier is expected to be properly insured for public liability and, where appropriate, employer liability contingencies.

11
Copyright/patent
In the event that the Supplier creates some intellectual property with commercial potential in the course of this Agreement, the terms of the University’s Intellectual Property Policy** will apply unless otherwise agreed between the Parties in an Appendix to this Agreement.
**www.exeter.ac.uk/research/rkt/contactsandaboutus/policyandgovernance/universitypolicies/intellectualpropertypolicy/
12
Right to work in the UK
If the Supplier is not a national of an EEA member state, it is the responsibility of the Supplier to ensure that they have the appropriate visa to enter the UK to work for payment. When applying for a visa, they should explain the reasons for their visit to the UK. The University reserves the right to ask for evidence of the Supplier’s right to work in the UK.

13
Other conditions
Any other conditions, including variations to the terms set out above, shall be included in the Letter of Engagement. .

