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Name and address for 
notices: 

Name: SPT Labtech Limited 
Address: Melbourn Science Park, Cambridge Road Melbourn, Royston, 
Hertfordshire, SG8 6EE 
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Annex A 

 Order Specific Key Provisions 

1.Delivery and Risk:  

1.1. The Supplier shall deliver the services to the locations set out in section 2.2 of the Order  

Form.  

1.2. The Supplier will ensure that provision of the services are made in accordance with the  

terms of this Order Form including Annex A, Appendix 1 and the Call-Off Terms and  

Conditions, except that any contractual terms included in any quotations included in  

Appendix 1, 2, 3 or 4 do not form part of this contract.  

2.Invoicing Process:  

2.1 Payment terms are net 30 days from receipt of a valid invoice.  

 

the PO  

receipt of a valid PO number before submitting an invoice. A PO will be issued by each of the 4 sites 
as set out in Appendix 3 

2.3 The Supplier shall provide an invoice to the Authority for all Services received for each site and 
accepted by the Authority each month.  

2.4 All invoices should be sent for approval and must include the proof of delivery to the  

-mail:  and their agreed  

representative (to be confirmed at first Supplier meeting) before being submitted for payment.  

2.5 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.  

2.6 To avoid delay in payment it is important that the Supplier provides a compliant invoice  

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  

representative. Non  compliant invoices will be sent back to the Supplier, which may lead to  

a delay in a payment.  

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

Payable section by email to  
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Appendix 2 Service Plan 

The service plan that has been selected is for the Complete service as set out in the column furthest right, 
. 

 

The annual preventative maintenance visits comprise the following: 

1) AFR pumps  no preventative maintenance 
 

2) Mosquito 

 visual inspection of the instrument to check for any damage or obvious signs of wear  

 full calibration and alignment check, re-calibration and alignment if necessary to maintain 
reproducibility  

 sensors test  ensure all are in perfect working order  

 check tape indexing is smooth and tip feed is consistent  

 apply lubrication and perform thorough check of mechanical set-up  

 comprehensive check and backup of instrument settings  

 verification of drop placement on users labware  

 functionality test of safely interlocks  

 instrument tuned back to factory set up standards  

 software updates if required  

3) Dragonfly 

 carry out visual inspection of Equipment  
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 full calibration and alignment check, re-calibration and alignment if necessary  

 check all sensors  

 check syringe interlock circuitry  

 lubrication and mechanical set-up  

 check solenoid firing performance  

 check software is of current release.  

 check and backup instrument settings.  

 
4) Volume check 

 visual inspection of the instrument to check for any damage or obvious signs of wear  

 full calibration and alignment check, re-calibration and alignment if necessary to maintain 
reproducibility  

 sensors test  ensure all are in perfect working order  

 apply lubrication and perform thorough check of mechanical set-up  

 comprehensive check and backup of instrument settings  

 verification of drop placement on users labware  

 functionality test of safely interlocks  

 instrument tuned back to factory set up standards  

 software updates if required  
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Appendix 3 - Equipment list 

 






