[insert name]
[insert title]

[insert name of institution]

[insert address of institution]
(the “Institution”)








our ref: [insert ref]
[insert date]
Dear [insert name]
Re: Higher Education Academy Subject Centre for Business Management Accountancy and Finance (“BMAF”) at Oxford Brookes University 

[insert project title]
Further to your recent communications with Ms Anne Harrap, Projects and Information Officer for  BMAF at Oxford Brookes University, we now wish to engage your Institution to undertake the research described in this letter and in the attached Project Proposal Form (the “Research”) on the terms set out below. 

This Agreement consists of the following documents:

a) This letter (the “Letter”), with signatory page, which together with the Project Proposal Form defined below describes the research to be undertaken by the Institution, the identity of the Institution’s Project Leader and other key personnel undertaking the Research, the financial grant being awarded to the Institution, time-scales for performance, payment and payment schedule and special conditions applicable to the Research; and

b) Appendix 1 (the “Project Proposal Form”); and

c) Oxford Brookes University’s General Conditions for BMAF Teaching, Research and Development Grants, referred to as the “Grant Conditions” (Appendix 2).

By signing this Agreement your Institution shall be deemed to have agreed to undertake the Research in accordance with the terms of this Letter, the Project Proposal Form and the Grant Conditions as amended by paragraph 4 of the Letter.

1. The Research: 
The Institution shall ensure that [insert name] (the “Project Leader”) shall undertake the research described in Appendix 1.  This shall include providing the University with an interim report on [insert date] and a final written report on the Expiry Date set out below.

2. Timescales

For legal purposes this Agreement shall commence on [insert date] (the “Commencement Date”) and shall expire on the Expiry Date set out below. 
For the avoidance of doubt the Research shall commence on [insert date] (the “Start Date”) and shall be completed by [insert date]  (the “Expiry Date”).
3. Payment
The University shall pay the Institution a fixed sum of £[insert amount] (inclusive of any VAT that may be applicable) for the Research. This payment will include all costs and fees necessary to undertake the Research (including without limitation travelling expenses, incidental expenses, and purchases of materials).

Payments shall be made in accordance with clause 5 of the Grant Conditions and the following payment schedule: £[insert amount] within [insert number] days of the Start Date of the Research (subject to receipt by the University of a duly authorised counter-signed copy of this Agreement); and £[insert amount] after receipt from the institution, and approval by the University, of the final written report.

4.
Special Conditions

The parties agree that for the purposes of this Agreement the following provisions shall replace or amend the specific Grant Conditions referred to herein:
[insert any special conditions or insert “None”].
Oxford Brookes University would be grateful if your Institution would kindly confirm its acceptance of the provisions of this Agreement (including for the avoidance of doubt the content of this Letter, the Project Proposal Form (Appendix 1) and Grant Conditions (Appendix 2) as amended incorporated herein, by having your Institution’s authorised signatory counter sign both copies where indicated below. Please then return one (1) counter signed copy of this Agreement to:
Ms Anne Harrap
Projects and Information Officer

The Business, Management, Accountancy and Finance Subject Centre

Business School 

Oxford Brookes University

Wheatley Campus

Oxford OX33 1HX
Thank you for your kind assistance.

Yours sincerely

Clive Robertson
Head of Student Learning Experience and

Centre Director for BMAF
Oxford Brookes University

Signed on behalf of [insert name of Institution] by

…………………………...

Name:

Position:

Address (if different from the above):

Witnessed by:

………………………...

Name: 

Position:
Appendix 1
The Project Proposal Form

Appendix 2 

The Grant Conditions






