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You will be issued with a Purchase Order number for this contract and will need to quote 
this number on all invoices, which should be submitted directly to: 

 
Via email: ssa.invoice@sharedservicesarvato.co.uk 

 

Or post: 
 

Accounts Payable, 
Shared Services Arvato, 
5 Sandringham Park, 
Swansea Vale, 
Swansea 
SA7 0EA. 

 
Invoices received without the correct Purchase Order Number are likely to be returned to 
you and will delay receipt of payment. 

 
The Contract Manager for this contract is  | 

@dft.gov.uk 
 

If you, the suppliers, are content to enter into a binding contract with the Department 
for Transport (DfT), please sign and return a copy of this letter and the associated 
order form. This letter (including the documents referred to in it) and the copy you 
return will form the binding contract. 

 
Yours sincerely, 

 
 

 
 

Head of Research Ops and Reporting 
 

 MCIPS 
DfT Commercial Manager 

For and on 
behalf of The 
University 

By authority of the Secretary of State for Transport of Leeds 
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Annex I – Proposal 
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Annex II – DfT Specification 
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