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Order Form 


CALL-OFF REFERENCE:		PS/24/80

THE BUYER:			Driver and Vehicle Licensing Agency (DVLA)
 
BUYER ADDRESS			Longview Road, Morriston, Swansea SA6 7JL

THE SUPPLIER: 			Bytes Software Services 
SUPPLIER ADDRESS: 		Bytes House, Randall Way, Leatherhead, KT22 7TW 
REGISTRATION NUMBER: 	01616977
DUNS NUMBER:       		225273754
SID4GOV ID:                 		Not known


APPLICABLE FRAMEWORK CONTRACT

This Order Form is for the provision of the Call-Off Deliverables and dated as below in the signature panel. It’s issued under the Framework Contract with the reference number RM6098 for the provision of Technology Products & Associated Service 2. 
[bookmark: _heading=h.30j0zll]
CALL-OFF LOT(S):

Lot 3 Software 

CALL-OFF INCORPORATED TERMS
This is a Bronze Contract.

The following documents are incorporated into this Call-Off Contract. Where numbers are missing we are not using those schedules. If the documents conflict, the following order of precedence applies:
1. This Order Form including the Call-Off Special Terms and Call-Off Special Schedules.
2. Joint Schedule 1 (Definitions and Interpretation) RM6098
3. Framework Special Terms
4. The following Schedules in equal order of precedence:

· Joint Schedules for RM6098
· Joint Schedule 2 (Variation Form) 
· Joint Schedule 3 (Insurance Requirements)
· Joint Schedule 4 (Commercially Sensitive Information)
· Joint Schedule 7 (Financial Difficulties) [including Annex 5 – Optional Terms for Bronze Contracts]				
· Joint Schedule 10 (Rectification Plan) 			
· Joint Schedule 11 (Processing Data)	

· Call-Off Schedules for RM6098		
· Call-Off Schedule 5 (Pricing Details)					 
· Call-Off Schedule 6 (ICT Services) including Annexes A to E
· Call-Off Schedule 8 (Business Continuity and Disaster Recovery) [amended for a Bronze Contract as per paragraph 10 of Part A of that Schedule]
· Call-Off Schedule 9A (Security)	 		  		 
· Call-Off Schedule 10 (Exit Management) 			 	 
· Call-Off Schedule 20 (Call-Off Specification)			 

5. [bookmark: _heading=h.gjdgxs]CCS Core Terms (version 3.0.11) as amended by the Framework Award Form
6. Joint Schedule 5 (Corporate Social Responsibility) RM6098

No other Supplier terms are part of the Call-Off Contract. That includes any terms written on the back of, added to this Order Form, or presented at the time of delivery. 

CALL-OFF SPECIAL TERMS
The following Special Terms are incorporated into this Call-Off Contract:
None

CALL-OFF START DATE:			01/10/24

CALL-OFF EXPIRY DATE: 		30/09/25

CALL-OFF INITIAL PERIOD:		12 months 

CALL-OFF DELIVERABLES 
This requirement is specifically for the provision of Clearswift Encryption Portal licences as detailed in the table below:

	Product Description
	Number of Users

	Clearswift Encryption Portal
	3000



LOCATION FOR DELIVERY
Driver and Vehicle Licensing Agency, Longview Road, Swansea SA6 7JL

DATES FOR DELIVERY
01/10/24

TESTING OF DELIVERABLES
None

WARRANTY PERIOD
The warranty period for the purposes of Clause 3.1.2 of the Core Terms shall be 90 days. 

MAXIMUM LIABILITY 
The limitation of liability for this Call-Off Contract is stated in Clause 11.2 of the Core Terms.

The Estimated Year 1 Charges used to calculate liability in the first Contract Year is £93,450.00

CALL-OFF CHARGES
See details in Call-Off Schedule 5 (Pricing Details).
The Charges will not be impacted by any change to the Framework Prices. The Charges can only be changed by agreement in writing between the Buyer and the Supplier because of a specific change in law.

REIMBURSABLE EXPENSES
None

PAYMENT METHOD
All invoice payments will be via BACS.

BUYER’S INVOICE ADDRESS: 
Email address – SSa.invoice@Ubusinessservices.co.uk

Invoice procedures are embedded below. 



BUYER’S AUTHORISED REPRESENTATIVE
REDACTED
Category Specialist
REDACTED
Commercial Directorate, DVLA, Longview Road, Swansea SA6 7JL

BUYER’S ENVIRONMENTAL POLICY
Embedded below:



BUYER’S SECURITY POLICY
To be shared with successful supplier on contract award. 

SUPPLIER’S AUTHORISED REPRESENTATIVE
REDACTED
Sales Manager
REDACTED
Bytes House, Randalls Way, Leatherhead, KT22 7TW 

SUPPLIER’S CONTRACT MANAGER
REDACTED	
Account Manager
REDACTED
Bytes House, Randalls Way, Leatherhead, KT22 7TW 

PROGRESS REPORT FREQUENCY
Not applicable.

PROGRESS MEETING FREQUENCY
To be agreed with successful supplier on contract award.

KEY STAFF
To be agreed with successful supplier on contract award.

KEY SUBCONTRACTOR(S)
Not applicable

COMMERCIALLY SENSITIVE INFORMATION
To be agreed with successful supplier on contract award.

SERVICE CREDITS
Not applicable

ADDITIONAL INSURANCES
Not applicable

GUARANTEE
Not applicable

SOCIAL VALUE COMMITMENT
Not applicable
	For and on behalf of the Supplier:
	For and on behalf of the Buyer:

	Signature:
	REDACTED
	Signature:
	REDACTED

	Name:
	REDACTED
	Name:
	REDACTED

	Role:
	Sales Manager
	Role:
	Category Lead

	Date:
	28th August 2024
	Date:
	28th August 2024
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DVLA Invoicing Procedures



General

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: 

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

· 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.

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

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

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.

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.

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.

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.

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.

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.




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 0EA  

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 0EA






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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Policy statement 
DVLA is committed to protecting the environment, preventing pollution and continually improving our 
environmental performance.


Description 


DVLA’s operational activities and the individual activity of its staff affect the environment. 


The aim of this policy is to tell our interested parties including staff, contractors, suppliers and the public that DVLA 
is committed to reducing any negative environmental impacts produced by our activities, products and services. 


Our policy is to continually improve our environmental performance by: 


• reducing our greenhouse gas emissions from energy use 


• reducing waste and maximising recycling 


• reducing our greenhouse gas emissions from business travel


• controlling how much water we use


• reducing how much paper we use


• protecting our biodiversity and ecosystems.


Delivery and monitoring 


We will: 


• fulfil our compliance obligations in relation to the environment


• meet or exceed the terms of the government’s policy on the environment 


• continually improve our environmental management system to enhance our environmental performance


• set targets and objectives to protect the local and wider environment 


• collate, monitor, and analyse data to measure performance against our targets and objectives


• prepare for policy changes and tighter targets


• encourage staff, contractors and suppliers to reduce their impact on the environment when providing services 
and products to us and within their own organisations


• produce regular reports for the executive team and senior managers on our performance in this area


• produce accurate interim reports on request which are easy to understand 


• make sure our emergency response plans for major incidents consider all significant environmental impacts.


Although, as chief executive, I am responsible for the environmental performance of DVLA, I expect all staff, 
contractors and suppliers involved in DVLA’s business to share this responsibility. 


Policy owner: Julie Lennard


Name of originator: Julia Ashford


Date of last review: April 2020 


Date of next review: April 2021 Buying a vehicle?
The tax is no longer transferable so you must tax it 


before you use it.
www.gov.uk/vehicletaxrules





		Policy statement 

		The Driver and Vehicle Licensing Agency, Swansea, is committed to preventing pollution and continually improving its environmental performance. 

		Description 



		DVLA’s operational activities and the individual activity of its staff does affect the environment. 

		The aim of this policy is to tell staff, contractors, suppliers and the public that DVLA is committed to reducing any negative effect. 

		Our policy is to continually improve our environmental performance by: 

		•	reducing our use of energy (gas, oil & electricity) 

		•	reducing waste and improving recycling 

		•	minimising our business travel, and 

		•	controlling our use of water. 

		Delivery and monitoring 



		We will: 

		•	meet or exceed the terms of the government’s policy on the environment 

		•	prepare for policy changes and tighter targets 

		•	set targets to measure our impact on the environment 

		•	encourage staff, contractors and suppliers of services to reduce their impact on the environment 

		•	produce regular reports for the executive board and senior managers on threats to our performance 

		•	produce accurate, easy to understand interim reports if asked for, and 

		•	make sure our emergency response plans for major incidents consider all significant 
environmental impacts.



		Although as chief executive, I am responsible for the environmental performance of DVLA, I expect all staff, contractors and suppliers involved in DVLA’s business to share this responsibility. 

		Review 



		This policy is on the DVLA section of the DfT website for public information and on DVLA’s intranet site for staff information. The environmental management team will review the policy:

		•	annually

		•	when there are significant changes to legislation or regulations

		•	if the government’s policy changes, or 

		•	when management ask them. 



		Policy owner: Oliver Morley

		Name of originator: Julia Ashford

		Date of last review: 6th January 2014	

		Date of next review: 6th January 2015

		Policy statement 

		The Driver and Vehicle Licensing Agency, Swansea, is committed to preventing pollution and continually improving its environmental performance. 

		Description 



		DVLA’s operational activities and the individual activity of its staff does affect the environment. 

		The aim of this policy is to tell staff, contractors, suppliers and the public that DVLA is committed to reducing any negative effect. 

		Our policy is to continually improve our environmental performance by: 

		•	reducing our greenhouse gas emissions from energy use 

		•	reducing waste and maximising recycling 

		•	reducing our greenhouse gas emissions from business travel, and 

		•	controlling our use of water. 

		Delivery and monitoring 



		We will: 

		•	meet or exceed the terms of the government’s policy on the environment 

		•	prepare for policy changes and tighter targets 

		•	set targets to measure our impact on the environment 

		•	encourage staff, contractors and suppliers of services to reduce their impact on the environment 

		•	produce regular reports for the executive board and senior managers on threats to our performance 

		•	produce accurate, easy to understand interim reports if asked for, and 

		•	make sure our emergency response plans for major incidents consider all significant 
environmental impacts.



		Although as chief executive, I am responsible for the environmental performance of DVLA, I expect all staff, contractors and suppliers involved in DVLA’s business to share this responsibility. 

		Review 



		This policy is on the DVLA section of the DfT website for public information and on DVLA’s intranet site for staff information. The environmental management team will review the policy:

		•	annually

		•	when there are significant changes to legislation or regulations

		•	if the government’s policy changes, or 

		•	when management ask them. 



		Policy owner: Oliver Morley

		Name of originator: Julia Ashford

		Date of last review: January 2015	

		Date of next review: January 2016

		Policy statement 

		The Driver and Vehicle Licensing Agency, Swansea, is committed to preventing pollution and continually improving its environmental performance. 

		Description 



		DVLA’s operational activities and the individual activity of its staff does affect the environment. 

		The aim of this policy is to tell staff, contractors, suppliers and the public that DVLA is committed to reducing any negative effect. 

		Our policy is to continually improve our environmental performance by: 

		•	reducing our greenhouse gas emissions from energy use 

		•	reducing waste and maximising recycling 

		•	reducing our greenhouse gas emissions from business travel, and 

		•	controlling our use of water. 

		Delivery and monitoring 



		We will: 

		•	comply with applicable legal and other requirements which relate to our environmental aspects

		•	meet or exceed the terms of the government’s policy on the environment 

		•	prepare for policy changes and tighter targets 

		•	set targets to measure our impact on the environment 

		•	encourage staff, contractors and suppliers of services to reduce their impact on the environment 

		•	produce regular reports for the executive board and senior managers on threats to our performance 

		•	produce accurate, easy to understand interim reports if asked for, and 

		•	make sure our emergency response plans for major incidents consider all significant 
environmental impacts.



		Although as chief executive, I am responsible for the environmental performance of DVLA, I expect all staff, contractors and suppliers involved in DVLA’s business to share this responsibility. 

		Review 



		This policy is on the DVLA section of the DfT website for public information and on DVLA’s intranet site for staff information. The environmental management team will review the policy:

		•	annually

		•	when there are significant changes to legislation or regulations

		•	if the government’s policy changes, or 

		•	when management ask them. 



		Policy owner: Oliver Morley

		Name of originator: Julia Ashford

		Date of last review: August 2015	

		Date of next review: January 2016

		Policy statement 

		The Driver and Vehicle Licensing Agency, Swansea, is committed to preventing pollution and continually improving its environmental performance. 

		Description 



		DVLA’s operational activities and the individual activity of its staff does affect the environment. 

		The aim of this policy is to tell staff, contractors, suppliers and the public that DVLA is committed to reducing any negative effect. 

		Our policy is to continually improve our environmental performance by: 

		•	reducing our greenhouse gas emissions from energy use 

		•	reducing waste and maximising recycling 

		•	reducing our greenhouse gas emissions from business travel, and 

		•	controlling our use of water. 

		Delivery and monitoring 



		We will: 

		•	comply with applicable legal and other requirements which relate to our environmental aspects

		•	meet or exceed the terms of the government’s policy on the environment 

		•	prepare for policy changes and tighter targets 

		•	set targets to measure our impact on the environment 

		•	encourage staff, contractors and suppliers of services to reduce their impact on the environment 

		•	produce regular reports for the executive board and senior managers on threats to our performance 

		•	produce accurate, easy to understand interim reports if asked for, and 

		•	make sure our emergency response plans for major incidents consider all significant 
environmental impacts.



		Although as chief executive, I am responsible for the environmental performance of DVLA, I expect all staff, contractors and suppliers involved in DVLA’s business to share this responsibility. 

		Review 



		This policy is on the DVLA section of the DfT website for public information and on DVLA’s intranet site for staff information. The environmental management team will review the policy:

		•	annually

		•	when there are significant changes to legislation or regulations

		•	if the government’s policy changes, or 

		•	when management ask them. 



		Policy owner: Oliver Morley

		Name of originator: Julia Ashford

		Date of last review: January 2016	

		Date of next review: January 2017

		Policy statement 

		Here at DVLA in Swansea, we are committed to protecting the environment, preventing pollution and continually improving our environmental performance.

		Description 



		DVLA’s operational activities and the individual activity of its staff affect the environment. 

		The aim of this policy is to tell our interested parties including staff, contractors, suppliers and the public that DVLA is committed to reducing any negative environmental impacts produced by our activities, products and services. 

		Our policy is to continually improve our environmental performance by: 

		•	reducing our greenhouse gas emissions from energy use 

		•	reducing waste and maximising recycling 

		•	reducing our greenhouse gas emissions from business travel

		•	controlling how much water we use

		•	reducing how much paper we use

		•	protecting our biodiversity and ecosystems.

		Delivery and monitoring 



		We will: 

		•	fulfil our compliance obligations in relation to the environment

		•	meet or exceed the terms of the government’s policy on the environment 

		•	continually improve our environmental management system to enhance our environmental performance

		•	set targets and objectives to protect the local and wider environment 

		•	collate, monitor, and analyse data to measure performance against out targets and objectives

		•	prepare for policy changes and tighter targets

		•	encourage staff, contractors and suppliers to reduce their impact on the environment when providing services and products to us and within their own organisations

		•	produce regular reports for the executive team and senior managers on our performance in this area

		•	produce accurate interim reports on request which are easy to understand 

		•	make sure our emergency response plans for major incidents consider all significant environmental impacts.



		Although as chief executive I am responsible for the environmental performance of DVLA, I expect all staff, contractors and suppliers involved in DVLA’s business to share this responsibility. 

		Policy owner: Julie Lennard

		Name of originator: Julia Ashford

		Date of last review: April 2018	

		Date of next review: January 2019

		Policy statement 

		Here at DVLA in Swansea, we are committed to protecting the environment, preventing pollution and continually improving our environmental performance.

		Description 



		DVLA’s operational activities and the individual activity of its staff affect the environment. 

		The aim of this policy is to tell our interested parties including staff, contractors, suppliers and the public that DVLA is committed to reducing any negative environmental impacts produced by our activities, products and services. 

		Our policy is to continually improve our environmental performance by: 

		•	reducing our greenhouse gas emissions from energy use 

		•	reducing waste and maximising recycling 

		•	reducing our greenhouse gas emissions from business travel

		•	controlling how much water we use

		•	reducing how much paper we use

		•	protecting our biodiversity and ecosystems.

		Delivery and monitoring 



		We will: 

		•	fulfil our compliance obligations in relation to the environment

		•	meet or exceed the terms of the government’s policy on the environment 

		•	continually improve our environmental management system to enhance our environmental performance

		•	set targets and objectives to protect the local and wider environment 

		•	collate, monitor, and analyse data to measure performance against our targets and objectives

		•	prepare for policy changes and tighter targets

		•	encourage staff, contractors and suppliers to reduce their impact on the environment when providing services and products to us and within their own organisations

		•	produce regular reports for the executive team and senior managers on our performance in this area

		•	produce accurate interim reports on request which are easy to understand 

		•	make sure our emergency response plans for major incidents consider all significant environmental impacts.



		Although as chief executive I am responsible for the environmental performance of DVLA, I expect all staff, contractors and suppliers involved in DVLA’s business to share this responsibility. 

		Policy owner: Julie Lennard

		Name of originator: Julia Ashford

		Date of last review: April 2018	

		Date of next review: January 2019

		DVLA’s corporate environmental policy

		INF123/1
5/18








image1.emf

