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ATTACHMENT 15-5 OF THE SPECIAL TERMS PSN CONNECTIVITY  

CALL-OFF TERMS 

SCHEDULE 5.1 

INVOICING 

1. INTRODUCTION 

This Schedule sets out the method by which the Contractor shall raise invoices to the 

Customer Authority for payment, together with the requirements which apply to such 

invoices, and the payment terms thereof. 

2. CONTRACTOR INVOICES  

2.1 The Contractor shall prepare and provide to the Customer Authority via the Agency 

Manager for Approval a draft pro forma invoice within ten (10) Working Days (or such 

other period as the Parties agree in writing) of the Effective Date which shall include, 

as a minimum, the details set out in Paragraph 5 below together with such other 

information as the Customer Authority may reasonably require.  If the draft pro forma 

invoice is not Approved by the Customer Authority then the Contractor shall make such 

amendments as may be reasonably required by the Customer Authority. 

2.2 The Contractor shall be entitled to raise an invoice in respect of any payment which 

falls payable to the Contractor pursuant to this Agreement provided that each invoice is 

delivered to the Customer Authority within ten (10) Working Days after either: 

2.2.1 the date on which the Milestone Achievement Certificate is issued in relation to 

a Milestone; or 

2.2.2 the end of the Payment Period in respect of Charges for Services Consumed in 

that period.  

2.2.3 In any event, all invoices must be provided to the Customer Authority within 

three (3) months of completion of delivery of the relevant Services to which the 

invoice relates. Subject to Paragraph 2.3, invoices delivered after expiry of this 
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period shall be invalid and the Customer Authority shall have no obligation or 

liability in respect of such invoices. 

2.3 In the event the Contractor is unable to deliver a valid invoice to the Customer 

Authority within 10 Working Days after the end of the relevant Service Measurement 

Period the Contractor must provide a report to the Customer Authority that identifies 

any items which the Contractor is aware of that are due to, but cannot, be invoiced in 

that Service Measurement Period and the reasons why such cannot be invoiced. 

2.4 The Contractor shall ensure that each invoice unless otherwise provided contains the 

following information: 

2.4.1 the date of the invoice; 

2.4.2 a unique invoice number; 

2.4.3 the Service Measurement Period or other period(s) to which the relevant 

Charge(s) relate; 

2.4.4 the reference number for this Agreement subject to the inclusion of such 

reference number being within the constraints of the Contractor’s billing 

systems to include this reference number; 

2.4.5 the reference number of the purchase order to which it relates (if any); 

2.4.6 the dates between which the Services subject of each of the Charges detailed 

on the invoice were performed; 

2.4.7 the methodology applied to calculate the Charges; 

2.4.82.4.7any payments due in respect of Achievement of a Milestone; 

2.4.92.4.8the total Charges gross and net of any applicable deductions and, 

separately, the amount of any disbursements properly chargeable to the 

Customer Authority under the terms of this Agreement and, separately, any 

VAT or other sales tax payable in respect of the same; 
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2.4.10 the PSN Levy component of the Management Charge, expressed as an invoice 

line item; 

2.4.112.4.9details of any Service Credits or Delay Payments or similar deductions that 

shall apply to the Charges detailed on the invoice;  

2.4.122.4.10any other adjustment agreed between the Parties as applying to the 

relevant Service Measurement Period the Contractor shall automatically credit 

the Customer Authority with any other adjustment in the next invoice then due 

to be issued under this Agreement; 

2.4.132.4.11reference to any reports required by the Customer Authority in respect of 

the Services to which the Charges detailed on the invoice relate (or in the case 

of reports issued by the Contractor for validation by the Customer Authority, 

then to any such reports as are validated by the Customer Authority in respect 

of the Services), such reports shall not be included within the invoice and 

supporting documentation as required by the Customer Authority will be 

provided by separate cover; 

2.4.142.4.12a contact name and telephone number of a responsible person in the 

Contractor's finance department in the event of administrative queries (which 

may be provided separately from the invoice with the Customer Authority’s 

Approval) provided always that such queries have first been raised via the 

Contractor’s self-service billing portal and that the ticket reference from the 

Contractor’s self-service billing portal is provided; and 

2.4.152.4.13the banking details for payment to the Contractor via electronic transfer of 

funds (i.e. name and address of bank, sort code, account name and number). 

2.5 Each invoice shall at all times be accompanied by Supporting Documentation to 

enable the Customer Authority to reasonably assess whether the Charges detailed 

thereon are properly payable. Any assessment by the Customer Authority of the 

Supporting Documentation shall not be conclusive. The Contractor undertakes to 

provide to the Customer Authority any other documentation reasonably required by the 
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Customer Authority from time to time to substantiate an invoice including information 

required to enable the Customer Authority to internally or externally cross charge. 

2.6 The Contractor shall submit all invoices and Supporting Documentation in such format 

as the Customer Authority may specify in writingand the Contractor may agree from 

time to time to the address specified in Appendix 10 of the Call-Off Form, with a copy 

(again including any Supporting Documentation) to such other person and at such 

place as the Customer Authority may notify to the Contractor in writing from time to 

time.  The Customer Authority and Contractor agree to work together within the 

constraints of the Contractor’s billing systems to change the agreed invoice format as 

may be required from time to time.   

2.7 All Contractor invoices shall be expressed in pounds sterling or such other currency as 

shall be permitted by the Customer Authority in writing. 

2.8 The Contractor shall have the ability to submit electronic invoices to the Customer 

Authority, and shall do so in respect of such elements of the Services as specified by 

the Customer Authority. Without prejudice to the foregoing, the Contractor hereby 

acknowledges and agrees that the Customer Authority may require the submission of 

invoices and credit notes via its “Procure to Pay” system raised in connection with this 

Agreement as the Customer Authority may reasonably require.The Contractor shall 

have the ability to submit electronic invoices (including by email) to the Customer 

Authority, and shall do so in respect of such elements of the Services as specified by 

the Customer Authority. Without prejudice to the foregoing, the Contractor hereby 

acknowledges and agrees that the Customer Authority may require the submission of 

invoices and credit notes via its “Purchase to Pay” system raised in connection with 

this Agreement as the Customer Authority may reasonably require subject always to 

the constraints of the Contractor’s billing systems. 

2.9 An invoice shall be valid only if it complies with this Schedule.  Where any invoice 

does not conform to the Customer Authority's requirements set out in this Paragraph 2, 

the Customer Authority will return the disputed invoice to the Contractor via the 

Contractor’s self-service billing portal. The Contractor shall promptly issue a 

replacement invoice which shall comply with the same. 
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2.10 In respect of each Service Measurement Period, the Contractor shall submit to the 

Customer Authority within five (5) Working Days of the end of each Service 

Measurement Period a report providing details of all invoices raised by the Contractor 

in that Service Measurement Period (such report shall include each invoice amount, 

the total amount of all the invoices and the information set out in Paragraphs 2.4.1 to 

2.4.5 (inclusive) of this Schedule 5.1). 

2.11 Any disputes in connection with any invoices shall be dealt with in accordance with 

Paragraph 16 of Appendix 10 (Charges and Invoicing). 

2.12 The PSN Levy component of the Management Charge shall be invoiced in a single but 

separate PSN Levy invoice issued monthly which will separate out each invoice billed 

for that period and state the associated PSN Levy. 

2.10  

3. PAYMENT TERMS 

Subject to the provisions of Paragraph 2 above, the Customer Authority shall make 

payment to the Contractor within thirty (30) calendar days Working Days of receipt of a 

valid invoice by the Customer Authority at its nominated address for invoices.  Without 

prejudice to Clause 45.17 (Termination by the Contractor), if the Customer Authority 

believes that it will be unable to make payment in accordance with this Paragraph 3 it 

shall notify the Contractor in writing and keep the Contractor informed of when 

payment shall be made. 
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