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Writing a Contract

This is very basic information and we suggest that you take qualified advice if you have
any doubts about the legality or suitability of the contract you have written.

General information
Drafting a contract
Negotiating a contract
The final contract
Check list

SN

General information
e Contracts have to be agreed by both sides.
e They are negotiable documents.
e They need to be realistic.

e They come in stages: the draft, the negotiation and the agreement. It is important
that the initial contract is seen as a draft rather than set in stone. Both parties
will both benefit from taking the draft and negotiating to create a working

contract.
e The point of a contractisthatyouknowe ach ot her ' s expectati on
t hem. 't isn”t a wish [|ist.

Drafting a Contract

e Draft and sample contracts are available on line to act as a starting point for your
draft contract. You can also buy template contracts for a small fee on line.

e Verbal agreements are open to interpretation, a proper contract requires that
both parties are clear about what is happening and, importantly, agree.

e They can be as simple or as detailed as you wish.
¢ Keep the language clear and simple. Keep sentences short and to the point.

e Use headings that are logical and in a sensible order. They are your navigation o
for the contract and will identify the important terms for your negotiation.

e Check you have spelt names and addresses
read the document '

e Try to cover responsibility for possible problems, for example you might identify
who would be responsible if an artwork is damaged during an exhibition, or if an
artist damages your property during a workshop,

e Be as specific as you can, both about what you want and what you are offering
. -
° Q




A Creative Bucks initiative o

ARG -

Works for Business

www.ArtWorksforBusiness.co.uk

Negotiating a Contract

When you begin negotiation, make sure that you are clear about which areas you
can negotiate and any where you can’'t.

Do try to be positive and fair, anything else will make negotiating impossible.
Listen to the other party and try to work out a compromise.

The Final Contract

Number the pages and don’t forget to dat e

Get the final copies bound (any copy shop
means that the document is a sealed unit
cheap) and make two copies so you each have one.

All parties must sign all and date all copies. It sounds obvious, but does.get
forgotten.

If you have entered the contract in good faith and one party fails to fulfil its
terms, it is breached. It is important to discuss this as soon as possible on
reasonable terms. It may be possible to settle the breach without proceeding to
law or to such official resources as the small claims court.

Check list

Names and details of all parties involved with correct spelling and proper titles

Date the contract was drafted

Your terms

What you expect in return

Procedures for possible problems e
Place for signatures



