
Symbiosis documents 7 
 
Letter of Agreement  
 
The Letter of Agreement should be a clear record of the project you have discussed 
that can be referred to by both parties as a guide to what is agreed. It does not have 
to be as formal as a contract but statements should be clear and detailed.  
 
This contains an outline of key headings. Where example wordings are given the 
language has been taken from previous agreements with external companies. 
However, you do not have to write the letter of agreement in legalese. Also this guide 
is no substitute for proper legal advice, if the project you are working on is 
particularly complex or involves significant sums of money or potential damage to 
reputation it is worth seeking external support.  
 
This Agreement is made on Day/Month/Year 
Between  
 

(1) You – Corporate Entity Name, Registered Office, Company Number etc.  
(2) Them - Corporate Entity Name, Registered Office, Company Number etc. 

 
Background  
 
Briefly set out who both parties are and why you wish to collaborate.  
For example:  
MoDiP is the only accredited museum in the UK with a focus on plastics. It is the 
UK's leading resource for the study and interpretation of design in plastics and a 
specialist research resource within the Arts University Bournemouth. MoDiP wishes 
to develop a collaboration with external companies that highlight the contribution of 
plastics to the modern world.  
 
Plastic Bertrand is a leading manufacturer of biodegradable synthetics for use in 
jets. Despite their leading role in developing innovative materials they are largely 
unknown outside of the industry and wish to partner with MoDiP to record the history 
of their development and to preserve some of their unique contributions to the field.  
 
Project  
To enter certain items belonging to Plastic Bertrand, including products, equipment 
and records, into MoDiP’s permanent collection. To create a physical display in the 
museum for the period of [time frame] supported by a permanent online resource 
hosted at www.plastic museum.com  
 
Obligations (Yours) 
For example: 
MoDiP will preserve the objects [see schedule 1] according to best practice as a 
museum.  
Create the physical media needed for interpretation to a good standard. 
Arrange and host a special talk and workshop promoting the collection.  
Allow access to researchers and students by request.  



Obligations (Theirs) 
For example: 
Provide in timely manner [dates] the objects and material outlined in schedule 1.  
Provide written text including company history, description and narrative of each 
object.  
Prepare and deliver talk and workshop at [date]. 
 
Build in time for revisions to material. 
 
Intellectual Property 
It is likely that the project will create IP if only in the writing of new interpretation for 
objects. Important principles are that each party maintains ownership of their own 
background and agree to license anything new. It is best not to share IP but have 
one owner who allows the other party to use it.  
 
Both parties agree to share their background Intellectual Property for the purposes of 
completing the project and no other.  
 
Any new IP generated by the project will remain the property of the originator. The 
originating party agrees to an irrevocable royalty free license of that IP to the other 
party unconditionally for the purposes of recording or promotion of the project.   
 
Permitted use of images and text 
Make sure you have agreed all the instances in which you want to use the images 
and text. Do notassume permission for other uses just because they have agreed to 
display inside the museum.  
Think about on and offline publicity, physical and online brochure or catalogue, 
postcards or other merchandising. 
 
If company is supplying text about their history and their objects ensure they are 
aware that you reserve the right to edit it and rewrite sections to make it fit with the 
overall tone of the museum.  
 
[the company] grants [the museum] the non-exclusive right during the project to 
reproduce Images to display as artwork or within information panels and for use in 
publicity materials to promote the project and the museum both physically and online.  
 
Terms of payment  
If any  
Should include amount and conditions to be met before payment i.e. satisfactory 
completion of text and payment terms i.e. invoice payable 30 days. Also if project is 
cancelled through no fault of museum how much company should pay for work 
already done. 
 
Disputes 
Outline a mechanism for resolving disputes. 
If a dispute arises out of or in connection with this agreement or the performance, 
validity or enforceability of it then the parties shall follow the procedure set out in this 
clause: 
 



either party shall give to the other written notice of the Dispute, setting out its nature 
and full particulars together with relevant supporting documents. On service of the 
Dispute Notice, representatives of each party shall attempt in good faith to resolve 
the Dispute; 
 
if representatives of the parties are for any reason unable to resolve the Dispute 
within 30 days of service of the Dispute Notice, the Dispute shall be referred to 
management level within both parties for resolution; 
 
if the Dispute remains unresolved within 30 days of referral to management level, the 
parties may, by mutual agreement, attempt to settle it by mediation in accordance 
with the Centre for Effective Dispute Resolution (CEDR) Model Mediation Procedure. 
 
 
Termination  
This probably will not have much relevance for projects which involve items 
becoming part of the permanent collection but will be useful for temporary displays or 
loan projects.  
 
This Agreement shall commence on the Commencement Date and remain in force for 
an initial period of [date]. With the possibility of renewal if both parties agree.  

 
Either party may terminate this Agreement for convenience on [time period] written 
notice to the other party.   

 
Either party may terminate this Agreement immediately if: 
 
the other party commits a material breach of this Agreement and, where such material 
breach is capable of remedy, fails to remedy it within [time period] of receiving written 
notice specifying the breach and requiring it to be remedied. 

 
Warranties 
 
Each party warrants and represents to the other that: 

It has full capacity and authority and all necessary consents to enter into and to 
perform its obligations under this Agreement, and that this Agreement is executed by 
a duly authorised representative of it;  

There are no actions, suits or proceedings pending or, to its knowledge, threatened 
against or affecting it or any of its employees, agents or subcontractors that might 
affect its ability to meet and carry out its obligations under this Agreement 

This agreement shall be covered by the laws of [England and Wales] or [Scotland] 
as appropriate.    
 
 

Schedule 1 
A list of items to be deposited along with dates of deposit, any accompanying text or 
additional material or obligations (i.e. talk or presentation) with dates.  
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