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	Contractor’s Agreement Template



*This template may be adapted to be used for different types of contractors. 
The terms are merely guidelines which may be changed

LETTER OF AGREEMENT
BETWEEN

NAME OF YOUR ORGANISATION
AND

BUILDER’S NAME
MONTH AND YEAR…………………..
This Letter of Agreement between name of your organisation_____________ and name of builder(s)_____________________ is an official contract where both Parties agree to the following terms and conditions regarding the payment of and timelines for the internal building and refurbishment of the Vision Centre situated in Full address___________________________________________
Your organisation’s name agrees to pay Builder’s name(s) agreed amount in figures and currency as an initial up-front payment on/before specified date to secure the start date of the internal building and refurbishment; that being agreed date.
Subsequent to this payment,  name of your organisation will pay future installments of 25% of the remainder of the total bill every seven working days after building has commenced as agreed to by both Parties. The final installment of no less than 15% of the total bill will be paid once refurbishment has been satisfactorily completed and assessed by name of your organisation.
Builder’s name(s) agrees to start the internal refurbishment and building on specified date. Builder’s name(s) will provide name of your organisation with a future payment schedule and building schedule.

Builder’s name(s) will ensure that the building and refurbishments are of the quality agreed to by name of your organisation.
(OPTIONAL) Penalty payment fees will be incurred and paid by Builder’s name(s) should internal building and refurbishments not be completed by specified date at a rate of amount in figures and currency specified per day commencing specified date
Signed in ___________________________ in duplicate this _______ day of _________________ 20__.

Signed Builder’s name(s)  

Name







Signature

Date

Signed for and on behalf of the name of your organisation by its duly authorised officer:

Name and Designation





Signature

Date
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