[Insert Date]
[Name of Resident]
[Address]
[City, State Zip]

Dear [Name of Resident]
The President and Fellows of Harvard College (“Harvard”), acting by and through the National Digital Stewardship Residency (“NDSR”) would like to congratulate you on being selected to participate in the National Digital Stewardship Residency Program (the “Residency”). 

The mission of the NDSR is to build a dedicated community of professionals who will advance our nation's capabilities in managing, preserving, and making accessible the digital record of human achievement. This will enable current and future generations to fully realize the potential of digital resources now and for years to come. As a Resident, you will have the opportunity to develop, apply, and advance your digital stewardship knowledge and skills in real-world settings.

If you have any questions regarding the Residency or any payments contemplated by this Letter Agreement (this “Agreement”) please do not hesitate to contact Kristen Confalone at NDSR Boston, email: ndsr-boston@hulmail.harvard.edu, telephone: 617-496-3467. 
The NDSR agrees to admit you to the Residency under the following terms and conditions:

1. Term of Residency.  The Residency shall commence in September 2014 and shall end in June 2015 (the “Term”).  

2. Scope of Residency.  You agree to work continuously and diligently to perform the activities of the Residency while exercising reasonable industry standards of skill, care and professionalism.   NDSR agrees to support your efforts during the Term.

3. Grant Award.  Your Residency is being funded through a grant from the Institute for Museum and Library Services (the “Grant”).  The NSDR shall administer the Grant during the Term.  During the Term, you shall be awarded a stipend of $27,300, payable monthly through Electronic Funds Transfer to the banking institution you designate.  You will be solely responsible under all applicable laws for any taxes levied on the stipend.  It is understood that no additional funding beyond the stipend is guaranteed.  
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4. Use of Harvard Names.  You shall not use the name "Harvard" (alone or as part of another name) or any logos, seals, insignia or other words, names, symbols or devices that identify Harvard or any Harvard school, unit, division or affiliate (“Harvard Names”) for any purpose in connection with the Residency except with the prior written approval of, and in accordance with restrictions required by, Harvard.  You shall not seek to register any Harvard Name in any jurisdiction as a trademark, service mark, domain name, trade name, business or company name, or otherwise.  Without limiting the foregoing, you shall cease any use of Harvard Names authorized under this Agreement on the termination or expiration of this Agreement.

5. Ethics.  In undertaking any of the activities contemplated by this Agreement, you shall comply with all applicable laws, regulations, ethics, codes, principles and guidelines relevant to such activities, including, where necessary, securing approvals from relevant authorities. 

6. Non-Infringement. You will use reasonable efforts to ensure that none of your activities during the Term will interfere with or violate any rights of third parties, any copyright, trademarks, licenses or any other right, and will contain no matter that is libelous or in violation of any lawful rights of privacy.  

7. Compliance with Policies.  You agree to comply with all policies and procedures reasonably required by Harvard and the NDSR from time to time, including procedures regarding sexual harassment awareness, information technology security, and physical security.

8. Liability – Loss or Damage of Property.  You shall assume responsibility for any Harvard or NDSR property lost or damaged as a result of your negligence during the Term. 
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If the foregoing terms and conditions are acceptable, please sign, date, and complete as specified below.  After signing, please send an electronic copy via email to ndsr-boston@hulmail.harvard.edu.  

President and Fellows of Harvard College, 
acting through National Digital Stewardship Residency

By:  ______________________________

Name:  ____________________________

Title:  _____________________________

Agreed:

GRANT RECIPIENT

By:      ____________________________

Name: ____________________________

Date:  ____________________________
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