RM971 Non medical non clinical
PART 1 – ORDER FORM
ORDER FORM
THE SUPPLY OF NON MEDICAL NON CLINICAL (NMNC) TEMPORARY AND FIXED TERM STAFF   FRAMEWORK AGREEMENT: RM971
FROM:
		CUSTOMER
	Cabinet Office

	SERVICE ADDRESS
	REDACTED TEXT

	INVOICE ADDRESS(if different)
	

	CONTACT REFERENCE
	Authoriser Name: REDACTED TEXT                    
Tel: REDACTED TEXT                    
e-mail: REDACTED TEXT

	ORDER NUMBER
	1. CCCB17A21

	ORDER DATE
	Wednesday 13 December 2017


TO: 
	SERVICE PROVIDER
	Robertson Bell Ltd

	SERVICE PROVIDER’S ADDRESS
	REDACTED TEXT


	ACCOUNT MANAGER 
	Name: REDACTED TEXT
Address: REDACTED TEXT
Tel: REDATED TEXT 
Email: REDATED TEXT


	PART 1: SERVICE REQUIREMENT 


	PART 1.1: SERVICE AND DELIVERABLES REQUIRED: Temporary Worker Requirements:

	RM971 LOT:
	4

	NUMBER OF ROLES REQUIRED:
	1

	JOB ROLE/TITLE:
	Audit and Accounts Payable Manager

	AGENDA FOR CHANGE PAY BAND:
	9

	AGENDA FOR CHANGE PAY POINT: 
(LOWEST WITHIN AFC PAY BAND UNLESS STATED)
	N/A

	HOURS/DAYS REQUIRED:
	7.2 per Day

	ANY UNSOCIAL HOURS REQUIRED? (GIVE DETAIL)
[OUTSIDE 8AM TO 6PM MON TO FRIDAY]
	N/A

	FEE TYPE:
	Non-Patient Facing (No Disclosure)

	IMMUNISATION REQUIREMENTS 
(FEE TYPE 1 ONLY)
	N/A

	DBS REQUIRED 
(FEE TYPE 1 AND 2 ONLY)
	Basic



	HIGH COST AREA SUPPLEMENT?
	
None


	REGULATED OR CONTROLLED ACTIVITY (ISA)?
	

	SKILLS, TRAINING AND QUALIFICATIONS NECESSARY TO PERFORMANCE OF THE ROLE:
	· Experience of financial controls
· At least CTC Security Clearance


	PERSON AND DEPT TO WHOM WORK-SEEKER SHOULD REPORT AT START:
	REDACTED TEXT

	POST CODE OF LOCATION WITH REQUIREMENT:
	[bookmark: _GoBack]REDACTED TEXT

	RM971 LOT:
	4

	NUMBER OF ROLES REQUIRED:
	1

	JOB ROLE/TITLE:
	Audit and Accounts Payable Manager

	AGENDA FOR CHANGE PAY BAND:
	9

	ADDITIONAL REQUIREMENTS:
	N/A

	PART 1.2: ANCIPATED DURATION OF CONTRACT

	COMMENCEMENT DATE:
	Tuesday 2nd January 2018

	ANTICIPATED END DATE:
	31st March 2018

	TEMPORARY / FIXED TERM ASSIGNMENT:
	Temporary

	PART 1.3: MILESTONES AND KEY DELIVERABLES

	
· Implementation of the contract will be immediate from time of Contract Award
· The supplier will be required to provide monthly management information to the authority (date to be agreed between both parties)
· The supplier shall regularly assess and monitor the performance of individual workers and address poor performance issues associated with the Interim Worker
· Responses to emails and phone calls within 1 working day


	PART 1.4: CHARGES PAYABLE BY CUSTOMER (INCLUDING ANY APPLICABLE DISCOUNT AND METHOD OF PAYMENT E.G. GOVERNMENT PROCUREMENT CARD OR BACS):

	

	
	Pre-AWR
	Post-AWR

	Pay to Worker(s)
	£  REDACTED TEXT  (Day)
	£      (Hour/Day)

	Total Charge
	£  REDACTED TEXT (Day) + vat
	£      (Hour/Day)

	DISCOUNTS APPLICABLE:
	

	PART 1.5: ACCEPTANCE PRIOR TO PAYMENT

	Completion of an assignment checklist by Service Provider

	PART 2: CUSTOMER CONTRACTUAL REQUIREMENTS

	Key Responsibilities
1) Leadership and Management
· Delivering the long term strategy and managing the function for a team of circa 7/8 staff for accounts payable and credit control.
· Developing, monitoring and reporting key performance indicators to drive team performance.
· Driving continuous process efficiencies and improvements across the function, delivering maximum value for the Cabinet Office and ensuring robust controls are in place.
· Increasing fraud awareness and strengthening internal controls.
· Developing and managing the delivery of the Financial Reporting and Control operating plan and motivate the team to drive performance.
2) Financial Reporting and Control
· Supporting the production of the year-end accounts for Cabinet Office, including coordinating teams involved in year-end preparation, liaising with auditors and coordinating responses to audit queries.
· Act as the contact for external and internal auditors incorporating audit planning, managing the year-end and internal audits impacting finance and resolution of audit issues.
· Responsible for ensuring sufficient monitoring tools are in place to highlight and eliminate financial control weaknesses, working with control owners as necessary.
· Reviewing balance sheet reconciliations for all accounts and managing the clearance of items.
· Supporting a robust financial internal control framework is in place which has effective controls over fraud and other risk areas.
· Identifies and resolves routine queries and explores new ideas and opportunities.
· Support the Head of Financial Control in cash management and forecasting, including liaison with the External Reporting team
3) Projects
· Identifies opportunities for Finance, delivering year-on-year improvement to Financial Control and the wider Financial Operations and Control team.
· Contributes to system improvement projects, ensuring process changes have strong internal controls and mitigate fraud.
4) General
· Seeks out opportunities to lead/contribute to cross-Government and cross-Finance initiatives outside of their own roles
· Supports other finance teams, across the Cabinet Office.
· Builds relationships with key staff across Finance and the business in order to maintain effectiveness and relevance in role.

The post holder may be required to undertake additional responsibilities as expected in relation to the role and grade.


	PART 3: FURTHER-COMPETITION ORDER - ADDITIONAL REQUIREMENTS


	PART 3.1: SUPPLEMENTAL REQUIREMENTS IN ADDITION TO CALL-OFF TERMS AND CONDITIONS:
	N/A

	PART 3.2: VARIATIONS TO CALL-OFF TERMS AND CONDITIONS:
	N/A

	PART 4: PERFORMANCE OF THE SERVICES AND DELIVERABLES

	PART 4.1: KEY PERSONNEL OF THE SERVICE PROVIDER TO BE INVOLVED IN THE SERVICES AND DELIVERABLES:
	REDACTED TEXT
Tel:  REDACTED TEXT
E-mail: REDACTED TEXT

	PART 4.2: SUB-CONTRACTORS TO BE INVOLVED IN THE SERVICES AND DELIVERABLES:
	N/A

	PART 5: CONFIDENTIAL INFORMATION

	PART 5.1: THE FOLLOWING INFORMATION SHALL BE DEEMED COMMERCIALLY SENSITIVE INFORMATION OR CONFIDENTIAL INFORMATION:
	As Agreed by Both Parties


BY SIGNING AND RETURNING THIS ORDER FORM THE SERVICE PROVIDER AGREES to enter a legally binding contract with the Customer to provide to the Customer the Services specified in the Service Order Requirements set out in this Order Form [(together with where completed and applicable, the further-competition order (additional requirements)] incorporating the rights and obligations in the Call-Off Terms and Conditions set out in the Framework Agreement between the Service Provider and the Minister for the Cabinet Office.
FOR AND ON BEHALF OF THE SERVICE PROVIDER:
	NAME:
	REDACTED TEXT

	TITLE:
	REDACTED TEXT

	SIGNITURE:
	REDACTED TEXT

	DATE:
	REDACTED TEXT



FOR AND ON BEHALF OF THE CUSTOMER:
	NAME:
	REDACTED TEXT

	TITLE:
	REDACTED TEXT

	SIGNITURE:
	REDACTED TEXT

	DATE:
	13 December 2017



