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SHORT FORM CONTRACT FOR THE SUPPLY OF GOODS AND/OR SERVICES 
 

 
 
Order Form 

1. Contract 
Reference 

Landing Stamp Repair Contract  

Ref: C25249 

 

2. Buyer The Home Office  

 

2 Marsham Street, London, SW1P 4DF 

 

3. Supplier Trodat UK Limited  

 

144 Neilston Road, Paisley, PA2 6QH 

 

(HO Supplier no: 127743) 

 

4. The Contract This Contract between the Buyer and the Supplier is for the 
supply of Deliverables. 
 
The Supplier shall supply the Deliverables described below on 
the terms set out in this Order Form and the attached contract 
conditions ("Conditions") and any Annexes.  
 
Unless the context otherwise requires, capitalised expressions 
used in this Order Form have the same meanings as in the 
Conditions.   
 
In the event of any conflict between this Order Form and the 
Conditions and Annexes, this Order Form shall be resolved in 
accordance with the following order of precedence: 
 
(a) the Order Form;  
(b) Annex I (the Conditions); and  
(c) all other Annexes. 
  
Please do not attach any Supplier terms and conditions to this 
Order Form as they will not be accepted by the Buyer and may 
delay conclusion of the Contract. 
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5. Deliverables Goods Faulty/damaged stamps are to be securely 
collected from any of the approximately 140 Ports 
across the UK and assessed for repair.  
Repaired stamps to be securely returned by 
courier to the named contact at the Port. Faulty 
stamps that cannot be repaired to be securely 
disposed of.  
 
Delivered in accordance with the following 
instructions:  
 
Delivery Address: 140 Ports Across the UK.  
 
Date of Delivery: Various throughout the year as 
detailed in the relevant Purchase Order(s). 
 
Detailed delivery instructions are included in Error! 
Reference source not found. 
 
 
Packaging Instructions: As set out in the contract. 
Please see Annex 5, detailing the Buyers 
Environmental policy.  
 
Additional Delivery Instructions:  
Delivery during normal business hours, 8am-6pm. 
 
 

Services The inspection, repair and return to Border Force 
of repaired Landing Stamps and the secure 
destruction of Landing Stamps that cannot be 
repaired: 
 

 

To be performed at: The supplier’s premises:  
 
Trodat UK  
144 Neilston Road  
Paisley  
PA2 6QH 
 

6. Specification The specification of the Deliverables is as set out in Annex 2. 
 

7. Start Date 
The term shall commence on  

1 August 2023 and the Expiry Date shall be 31 July 
2025 unless it is otherwise extended or terminated in 
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accordance with the terms and conditions of the 
Contract.  

The Buyer may extend the Contract for a period of 
up to 12 months by giving not less than 10 Working 
Days’ notice in writing to the Supplier prior to the 
Expiry Date. The terms and conditions of the 
Contract shall apply throughout any such extended 
period. 

 

8. Unless  
Not used 

 

9. Extension Period 
The Buyer may extend the Contract for a period of 
up to 12 months by giving not less than 10 Working 
Days’ notice in writing to the Supplier prior to the 
Expiry Date. The terms and conditions of the 
Contract shall apply throughout any such extended 
period. 

 

10. Optional 
Intellectual 
Property Rights 
(“IPR”) Clauses 

Not applicable 
 
 

11. Charges The Charges for the Deliverables shall be as set out in Annex 
3. 
 

12. Payment All invoices must be sent, quoting a valid Purchase Order 
Number (PO Number), to: 
 
Shared Service Connected Ltd. 
Phoenix House 
Celtic Springs Business Park 
Newport 
NP10 8FZ 
Email: HOSSC.finance-ap-enquiries@homeoffice.gov.uk 
 
Telephone 0345 010 0122  
 
There is no usage and/or spend guaranteed by this contract. A 
PO will be raised when required to book the deliverables with 
the Supplier. 
 
You must be in receipt of a valid PO Number before submitting 
an invoice.  
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Payment can only be made following statutory delivery of the 
repaired stamps. 
 

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), a detailed elemental breakdown of 
the number of stamps repaired and the associated costs that 
match the quotation provided to the Authority, and the details 
(name and telephone number) of your named contact at the 
Port. Non-compliant invoices will be sent back to you, which 
may lead to a delay in payment. 
 
If you have a query regarding an outstanding payment please 
contact our Accounts Payable team either by email to:  
 
Email: finance-ap-enquiries@homeoffice.gov.uk or by 
telephone 0345 010 0122 between 9am-5pm Monday to 
Friday. 
 

13. Data Protection 
Liability Cap 

In accordance with clause Error! Reference source not 
found. of the Conditions, the Supplier’s total aggregate liability 
under clause Error! Reference source not found. of the 
Conditions is no more than the Data Protection Liability Cap, 
being is no more than 125% of the Charges paid or payable to 
the Supplier. 

14. Progress 
Meetings and 
Progress Reports 

● The Supplier shall attend progress meetings with the 
Buyer every 6 months 

● The Supplier shall provide the Buyer with progress 
reports every 6 months 

● The Supplier shall attend issue and progress meetings 
when requested by the Buyer at an agreed date in any 
case within 20 working days of the request from the 
Buyer. 

15. Buyer Authorised 
Representative(s)  

 

For general liaison your contact will continue to be: 
  
Operational Logistics, Border Force, Contract Monitoring 
Team 
 
Email: BFOpLoContractMonitoring@homeoffice.gov.uk  
 

mailto:finance-ap-enquiries@homeoffice.gov.uk
mailto:BFOpLoContractMonitoring@homeoffice.gov.uk
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16. Supplier 
Authorised 
Representative(s)  
 

For general liaison your contact will continue to be  
 
Phil Baylis 
 
Tel:   
Fax:   
Mobile:  +44 7970 562 033  
 
Mail:   phil.baylis@trodat.net  
Website: www.trodat.co.uk  
 
or, in their absence,  
 
sales@trodat.co.uk  
 
 

17. Address for 
notices 

Buyer: 
 

 

Border Force, Operational Logistics 
Contract Monitoring Team  
Vulcan House Steel  
4-6 Millsands  
Sheffield  
S3 8NU  
 
Attention: Border Force, Operational Logistics Contract 
Monitoring Team  
Email:BFOpLoContractMonitoring@homeoffice.gov.uk  
 
Supplier:  
 
Trodat UK Limited  
144 Neilston Road  
Paisley  
PA2 6QH  
 
Attention: Phil Baylis  
 
Email: Phil.Baylis@trodat.net 
 

 
 

 

18. Key Staff Buyer:  
Border Force 
Operational Logistics Contract Monitoring Team 
Vulcan House Steel  
4-6 Millsands  
Sheffield  
S3 8NU 
 

  

mailto:phil.baylis@trodat.net
http://www.trodat.co.uk/
mailto:sales@trodat.co.uk
mailto:BFOpLoContractMonitoring@homeoffice.gov.uk
mailto:Phil.Baylis@trodat.net
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Attention: Border Force, Operational Logistics Contract 
Monitoring Team  
 
Email:BFOpLoContractMonitoring@homeoffice.gov.uk 
 
 
Supplier:  
 
Trodat UK Limited  
144 Neilston Road  
Paisley  
PA2 6QH  
 
Attention: Phil Baylis  
 
Email: Phil.Baylis@trodat.net 

  

 
   

 

19. Procedures and 
Policies 

For the purposes of the Contract the Staff Vetting 
Procedures/data security equality, diversity human rights and 
environmental requirements are found in clauses 8, 13, 14, 27 
and 29 of Annex 1.  
 
o The Supplier must ensure that any person employed in the 
delivery of the Services has undertaken a Disclosure and 
Barring Service check. The Supplier shall ensure that no 
person who either:  
 
o (a) discloses that he/she has a conviction that is relevant to 
the nature of the Contract, relevant to the work of the Buyer, or 
is of a type otherwise advised by the Buyer to be relevant (each 
such conviction a "Relevant Conviction"); or  
 
o (b) is found by the Supplier to have a Relevant Conviction 
(whether as a result of a police check, a Disclosure and Barring 
Service check or otherwise),  
 
o is employed or engaged in the provision of any part of the 
Services. 
 

20. Special Terms 
Not used 

21. Incorporated 
/terms 

The following documents are incorporated into the Contract. If 
there is any conflict, the following order of precedence applies: 

a) The cover letter from the Buyer to the Supplier 
dated 18th May 2023 
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b) This Order Form 

c) Conditions  

d) The following Annexes in equal order of 
precedence: 

i. Error! Reference source not found. 

ii. Error! Reference source not found. 

iii. Error! Reference source not found. 

 

 

Signed for and on behalf of the Supplier Signed for and on behalf of the Buyer 
     
 

Name:  
Phil Bayliss     
 
UK Sales Manager 
 

Name:  
Tom Kimpton 
 
Commercial Lead 
 
 

Date:      7th September 2023 

 

Date      7th September 2023 

Signature: 

Phil Baylis 

 

 

Signature: 

Phil Baylis 

 

 

 


