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Ten Points To Consider When Drawing Up A Partnership Agreement Or Service Level Agreement
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1.
Details of who the partnership agreement is between

Write in the names and addresses of the partners. The agreement can be between as many partners as you like, it does not have to be between just two.

2.
Roles of the Partners

Detail the reason for the partnership and the role of each member of the partnership.

For example, Organisation Y will act as the key delivery partner for Organisation X (applicant organisation) in an initiative to enhance regional knowledge transfer and link businesses to HEI expertise and facilities.  The partnership will encourage business-HEI collaboration through a range of initiatives which includes a specific low carbon focus. The scheme will therefore introduce new businesses to collaborations with the HEIs on low carbon focussed activities through initial consultancy work between an HEI and a business. The aim will then be to develop a substantial working arrangement, leading to the launch of a low carbon related product or service.  
Organisation Y will provide 10 members of staff to work on the initiative for an average of 10 hours each per week.

3.
Timetable for delivery

Give the timetable for the delivery of the project, broken down into the various tasks, stages or milestones.

e.g.


Task
Who                            When


    Recruit staff
Organisation Y             01.01.09


    Train staff
Organisation X            15.02.09


    Undertake Compliance Audit      Organisation X             01.03.09


    Produce Report
Organisation X            01.04.09


    Consultancy work commences    Organisation Y             01.04.09
4. Quality issues

    Give details of any particular way that you want the tasks to be carried out, or any standards that must be met.

It should be noted that Delivery Partners must provide services in conformity with the Applicant Organisation`s obligations under the ERDF Agreement including, without limitation, those relating to procurement, state aid, publicity, retention of documents, eligibility criteria (including eligibility of costs claimed,) achievement of the targets (as defined therein,) and the submission of progress reports. 
Please seek advice from EEDA if you are unsure as to which ERDF regulations need to be included in your partnership agreement. 

5.
Payments

Financial procedures must be included in the agreement. Say how payments will be made and any conditions that must be met. 
Payments must be made on the condition that they will only cover eligible expenditure that has been agreed between the partners. For example,
Organisation Y costs

Salaries
         20,000

Office Overheads
2,000
6.
Reporting and accounting

Give details of when and how the delivery partner must report to the applicant organisation, making sure that there is enough time to incorporate the partner`s report into the report for the funders.

e.g. Organisation Y must forward an activity report on costs incurred and on outputs and results achieved to Organisation X on a monthly basis. These reports must be on the forms provided by Organisation X. 
Organisation Y must keep source records to back up all activity including timesheets for all staff working on the project. These records must be kept until the end of December 2025.

7. Monitoring

The applicant organisation should monitor the work of the partner, and the terms and conditions of the monitoring must therefore be included in the agreement.

If partners are required to carry out certain monitoring functions, the details must also be included in the agreement.

8.
Dispute resolution

The agreement should include a mechanism for resolving conflict.

For example, it should therefore state that every effort will be made to resolve any conflicts between the partners within the partnership. If this is not possible the matter will be referred to the steering group whose decision will be final.

9.
Breach provisions

The agreement must state what will happen if there is a breach of the conditions.

For example, the agreement should state that if the Delivery Partner causes or contributes to any breach by the Applicant Organisation of any of its obligations under the ERDF Agreement, the Delivery Partner should indemnify the Applicant Organisation for any recovery ordered by the Commission and for all losses, damages, expenses, liabilities, claims, costs or proceedings which the Applicant Organisation may incur or suffer by reason of the breach arising under the ERDF Agreement.

10.
Signatures

The agreement must be signed by people with the authority to sign on behalf of their organisations.
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