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Annex A

Order Specific Key Provisions 

1. Introduction 

  
1.1 Within 10 (ten) Business Days of receipt of your countersigned copy of this letter, we 

will send you a unique PO Number. You must be in receipt of a valid PO Number 
before submitting an invoice.  
 

1.2. To avoid delay in payment it is important that the invoice is compliant and that it 
includes a valid PO Number, PO Number item number (if applicable) and the details 
(name and telephone number) of your Authority contact (i.e. Contract Manager). 
Non-compliant invoices will be sent back to you, which may lead to a delay in 
payment. 

 
1.3. If you have a query regarding an outstanding payment, please contact our Accounts 

Payable section either by email to  or by telephone 01980 
619986 between 09:00-17:00 during Business Days. 

 
 

 




