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REDACTED
Oracle Corporation UK Limited
Via E-mail






[bookmark: OLE_LINK1][bookmark: OLE_LINK2]CONTRACT REFERENCE NUMBER: PS/24/167
CONTRACT TITLE: Provision of Oracle Premier Support
FRAMEWORK REFERENCE NUMBER: RM6194 Back Office Framework

Dear REDACTED

On behalf of the Secretary of State for Transport, I accept your tender proposal dated 15th January 25 for the above contract:

REDACTED

The contract below details “Order Form” contract conditions set out the terms of the contract between DVLA and Oracle Corporation UK Limited for the provision of the deliverables set out in the Order Form. 

REDACTED

We thank you for your co-operation to date and look forward to forging a successful working relationship.

You must be in possession of an official purchase order (PO), before commencing any work, or supplying any goods, under this contract.  The PO Number for this contract will follow shortly.  Invoices submitted to the Department must quote the PO number and must be submitted in accordance with DVLA’s Invoicing Procedures, as referenced below:





Please ensure invoices are sent to Unity Business Services (UBS) and not DVLA.  Invoices received without the correct PO Number will be returned to you and will delay receipt of payment.

Please contact the Contract Owner REDACTED via REDACTED to discuss arrangements for commencement of the contract.

Yours sincerely,

REDACTED
Commercial Specialist
Commercial Directorate
REDACTED

By authority of the Secretary of State for Transport
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DVLA Invoicing Procedures

General

1. You should not provide goods or services without receipt of a valid Purchase Order.

The contract specification will set out the timing of invoices.

It is important that invoices contain the correct information or they will be returned to you.
Invoices should be submitted in a timely manner after the despatch of goods or provision of
services. Be aware that the following data must be included on every invoice:

e The name of the invoicing party (e.g. DVLA business unit).

e Valid unique Purchase Order (PO) number relevant to the goods/services being invoiced. The
PO number must be in the format 8000XXXXXX or 450XXXXXX. This will be found on the
Purchase Order you receive.

e Clear and detailed description of the goods, services or works supplied.

e The sum requested including quantities/prices (as applicable) consistent with those on the
original PO.

4. We would expect to contract with your legally registered company name (legal entity) but can
incorporate a ‘trading as’ name in our finance system if required. Any communication received
(such as invoices) from the ‘trading as’ entity will need to make clear reference to the legal entity
or delays in payment may occur.

5. Do not undertake new work or supply goods or services in excess of the original Purchase Order
Value.

All invoices or credit notes must be an original document.

If an incorrect Purchase Order number or no Purchase Order number is quoted, the invoice will
be returned to you. You will be able to handwrite the correct Purchase Order numbers on the
invoices that are returned, however it is preferable that you change it on your system and reissue
to ensure any future invoices are referenced correctly.

You must identify the business unit the invoice or credit note relates to e.g. DVLA.

9. E-invoices must not include profanities, as these will also be blocked by Unity Business Services
(UBS) email security filters and may delay/stop the invoice being received.

10. If an invoice needs to be withdrawn for any reason, you will need to send a credit note. Credit
notes should quote the Purchase Order number and your original invoice reference along with
details of what the credit note applies to, particularly if it is not for the full value of the invoice.

11. Any correspondence or enquiry sent to the designated email address for invoices/credit notes
which is not an original document will be deleted, with no action being taken.

12. Unless we specify otherwise, payment will be made by BACS no later than 30 days of receipt of a
valid invoice. We will aim to pay you within 10 days.
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Driver & Vehicle Licensing Agency

DVLA Invoicing Procedures

Transmission of Invoices

All invoices and/or credit notes will either need to be sent electronically as an attachment to an
email or as a hard copy document through the post to the designated address listed below:

Email: SSa.invoice@Ubusinessservices.co.uk
Postal Address:

Unity Business Services (UBS)
5 Sandringham Park
Swansea Vale

SA7 OEA

If an original invoice and/or credit note is sent electronically, then the same document must not be
sent as a hard copy through the post and vice versa.

All e-invoices and/or credit notes must be sent in a PDF format. Any documents that are received
and are not in a PDF format will be deleted with no action being taken.

A 10Mb maximum file size per email is applicable.

If the e-invoice is encrypted, this could result in the invoice being blocked by Unity Business
Services (UBS) email security filters.

Unity Business Services (UBS) cannot be responsible for any e-invoice until it has been received.
Responsibility for ensuring the e-invoice is received by Unity Business Services (UBS) in a timely
manner lies with the supplier.

How to Notify a Change

If you change important information, such as your organisation’s contact or bank details, you
need to provide written official confirmation. Please notify Unity Business Services (UBS) as soon
as possible:

Tel: 0344 892 0343

Email: support@Ubusinessservices.co.uk (Please do not email original
invoices/credit notes to this email address)

Postal Address:

Unity Business Service (UBS)
5 Sandringham Park
Swansea Vale SA7 OEA
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Driver & Vehicle Licensing Agency

DVLA Invoicing Procedures

Enquiring about progress of payments

All supplier invoices and payment enquiries must be directed to Unity Business Services (UBS). If
you contact the relevant business unit directly, they will direct you to Unity Business Services
(UBS).

For all payment and invoice queries you will need to contact the Unity Business Services (UBS)
Support Desk directly on 0344 892 0343. When calling you should quote the Purchase Order
number, your vendor account number (if known) and the business unit you are invoicing e.g.
DVLA.

You should ask for your communication to be logged on a “service ticket” along with your contact
details. This will allow all issues relating to your query to be logged under a unique reference
number.

You should quote the service ticket number in any follow up conversations.

If Unity Business Services (UBS) has the invoice but cannot release it for payment, you are
required to take appropriate action to ensure it can be paid.

If the invoice has not been received by Unity Business Services (UBS), the responsibility is on
you to get the invoice to Unity Business Services (UBS). If you are sending invoices to anyone
other than Unity Business Services (UBS), please change your customer invoicing address to
Unity Business Services (UBS).

If a response from Unity Business Services (UBS) is required, one will be provided to you within
10 working days.

If you have any remittance queries, these should be discussed with Unity Business Services
(UBS):

Tel: 0344 892 0343

Email: support@unitybusinessservices.co.uk (Please do not email original
invoices/credit notes to this email address)

You must also ensure that a statement is sent to Unity Business Services (UBS) monthly to aid
prompt payment of invoices (email and postal address as above).
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