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2.1.8 The Supplier shall ensure the Goods delivered comply with the Specification and the Supplier’s 

description of the Goods (which will contain any relevant technical information, quality standard, 

relevant testing and validation information and any relevant handling and storage information given). 

2.1.9 The supplier warrants that any Goods that are shown to fail this Specification within the expiry date 

required for the goods are, at the Authority’s sole discretion, either replaced or full credit given. 

 

(2.2) Premises and Location(s) at which the Goods are to be delivered / provided: 

2.2.1 The supplier shall deliver the goods to the Premises and Location(s) detailed in Appendix B – 
Delivery Locations and such other locations as the Authority specifies from time to time.  

2.2.2   The Supplier shall ensure that all products are labelled with product description, part number, 
volume, batch number, storage requirements and barcode. 

2.2.3   All planned deliveries shall be pre-advised by the Supplier to the Authority’s primary delivery 
contact stated below (individually or collectively be known as the “Delivery Contact”) at least 48 
hours prior to attendance: 

2.2.4  Primary delivery contact: Business Operational Contact –    

E-mail:  

2.2.5 The Supplier shall provide the following data when notifying the Delivery Contact: 

 Supplier name; 

 Authority’s Order Number; 

 Item reference, Supplier’s part code, description and quantity; 
 Item / pallet / carton reference for multi-pallet / carton shipments; and 

 Full service detail at item level and any special instructions originally entered for Authority’s 
Order (e.g. project). 

2.2.6 The Delivery Contact will confirm: 

 Booking reference number; 

 Date and time of service (where applicable); and 

 Delivery address. 

2.2.7  Delivery of the Goods/Services shall be considered to have occurred when the Delivery Contact or 
other authorised representative of the Authority at the Authority’s nominated location has signed 
the delivery note. 

 The Supplier shall ensure that all Goods are packaged suitably so as not to cause loss or 
damage during shipment to a Delivery Location; 

 In the event that the Supplier is unable to deliver the agreed order in full, the Supplier shall 
inform the Authority of the actual number of Assays and/or Consumables to be shipped 
prior to shipment, explaining the reasons for non-compliance with the agreed order and 
inform the Authority of when such missing Goods will be delivered. The Supplier shall, 
using its best endeavours, deliver such missing Goods at the earliest possible time;   

 The Supplier shall ensure that all Goods are labelled with the product description, part 
number, volume, batch number, storage requirements and barcode. 

 The Supplier shall inform the Authority of any requests, made directly to the Supplier, by 
the Delivery Locations, to vary the delivery and the Authority will approve or reject such 
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(2.6) Contract monitoring arrangements: 

2.6.1 The Authority Contract Manager (or their delegate) and the Supplier Contract Manager may 
meet Monthly (or such other frequency as reasonably requested by the Authority) and no 
less than quarterly (unless otherwise notified by the Authority) to discuss the Supplier’s 
performance and other matters connected to the delivery of the Contract. 

 
2.6.2 The Supplier shall provide any management information required on a monthly basis to 

include: 
2.6.2.1 Performance against KPIs, delivery expectations, demand/call-off plan 
2.6.2.2 Compliance to processes: Delivery schedules and Invoicing 
2.6.2.3   Overview of any innovation, product performance/enhancement, service redesign,  

and horizon plans 
2.6.2.4 Supplier input/issues on contract performance 

 

(2.7) Management information and meetings: 

2.7.1  At the Authority's request, within five (5) Working Days of such request, the Supplier shall provide 
such management information to the Authority as the Authority may reasonably request from 
time to time (including without limit any information about the Supplier’s supply chain and its 
compliance in relation to sustainability requirements). 

2.7.2  Performance and key performance indicators to be reported by the Supplier on a monthly basis 
include:  

2.7.2.1 Quantity of delivery correct against the relevant Order as per Orders placed in 
accordance with Clause 2 of this Order Form;  

2.7.2.2 Quality of delivery in accordance with this Contract, including delivery presentation 
(the delivery must be presented in such a way that it can be unloaded safely and in a 
ready for use condition taking into consideration this Contract’s requirements) and 
condition of the Goods (the Goods must be in a condition that is new and ready to 
use). 

2.7.2.3 Timely and accurate administration (including booking/amending delivery times and 
Orders and invoices, delivery advice notes and labels being in accordance with the 
requirements of this Contract) 

2.7.2.4 Establish any improvement action plans required; 
2.7.2.5 Corrective action notices;  
2.7.2.6 Process improvements / best industry practice; 
2.7.2.7 Review and discussion of a continuous improvement plan;  
2.7.2.8 Change control; 
2.7.2.9 Capacity management achievement of authority’s objectives;  
2.7.2.10 Review of risks; and 
2.7.2.11 Where necessary: objective reviews and scope for delivery of Goods.  
2.7.2.12 Commercial opportunity / strategic & executive review meetings shall discuss the 

following: Supplier’s Business Continuity Plan including monitoring supply chain risks 
and issues. 

 

3. CONFIDENTIAL INFORMATION (if applicable) 





  

Annex A 
 

Order Specific Key Provisions 
 

1. Delivery and Risk: 
 
1.1.  The Supplier shall deliver the Goods to the locations set out in Appendix B of this order form and such 

other locations as the Authority specifies from time to time. 
 
1.2.  The Supplier will ensure that the provision of the Goods is made in accordance with the terms of this 

Order Form including all Annexes, Appendices the Call-Off Terms and Conditions. 

 
2.  Invoicing Process: 

 
2.1  Payment terms are net 30 days from receipt of a valid monthly invoice.  
 
2.2  Within 10 Business Days of receipt of the Supplier’s countersigned copy of the Contract, the Authority will 

send a unique purchase order (“PO”) number. The Supplier must be in receipt of a valid PO number before 
submitting an invoice. 

 
2.3 Notwithstanding submission of the Purchase Order to the Supplier, the Authority is only committed to 

purchasing such quantities of the Goods as it orders in accordance with this paragraph 2; and submission 
of the Purchase Order to the Supplier shall not constitute commitment on behalf of the Authority to 
purchase Goods up to the full Contract Price. 

 
2.4  The Supplier shall provide a consolidated monthly invoice to the Authority for all Goods received and 

accepted by the Authority each month. 
 
2.5  All invoices should be sent for approval and must include the proof of delivery to the Authority’s     

designated finance mailbox e-mail  and their agreed representative (to be 
confirmed at first Supplier meeting) before being submitted for payment. 

 
2.6 All invoices must be sent quoting a valid purchase order number. The Supplier shall provide a current 

statement of accounts on a monthly basis; this is a standard commercial process and should show all 
invoices raised and amounts outstanding. 

 
2.7 To avoid delay in payment the Supplier shall provide compliant invoices that includes, as a minimum, a 

valid PO number, PO line item number (if applicable), PO line description, and the details (name and 
telephone number) of the Authority’s authorised representative. Non – compliant invoices will be sent 
back to the Supplier, which may lead to a delay in a payment. 

 
2.8  If you have a query regarding an outstanding payment, please contact our Accounts Payable section by 

email to:   
 
 
 
 
 
 
 





  

 
Appendix B 

Delivery Locations  
 

The Supplier will be required to deliver to the following location. 
 

Goods In 
UKHSA 

Manor Farm Road 
Porton Down 

SP4 0JG 
 

 
 
 




