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Order Form 


CALL-OFF REFERENCE:		[Insert Buyer’s contract reference number]

THE BUYER:			HM Revenue & Customs (HMRC) 
 
BUYER ADDRESS			HMRC 100 Parliament Street, Westminster, 						London, SW1 2BQ

THE SUPPLIER: 			[Insert name of Supplier] 
SUPPLIER ADDRESS: 		[Insert registered address (if registered)]  
REGISTRATION NUMBER: 	[Insert registration number (if registered)]  
DUNS NUMBER:       		[Insert if known]
SID4GOV ID:                 		[Insert if known]

This Order Form, when completed and executed by both Parties, forms a Call-Off Contract. A Call-Off Contract can be completed and executed using an equivalent document or electronic purchase order system. 

APPLICABLE FRAMEWORK CONTRACT

This Order Form is for the provision of the Call-Off Deliverables and dated [Insert date of issue]. 

It’s issued under the Framework Contract with the reference number RM6145 for the provision of [Insert name of goods and services].  

It is issued by means of a Direct Award under Framework Schedule 7 (Call-Off Award Procedure)

It is issued to the successful Framework Contract Bidder for Lot 1.



CALL-OFF LOT(S):

Lot 1 Managed Collection Services 
[bookmark: _heading=h.gjdgxs]

CALL-OFF INCORPORATED TERMS
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 Call Off Schedule 23 (HMRC Mandatory terms)
2. Joint Schedule 1(Definitions and Interpretation) RM6145
3. Framework Schedule 1 (Specification) 

The following Schedules in equal order of precedence:

· Joint Schedules for RM6145 
· Joint Schedule 2 (Variation and Change Control Process Form) 
· Joint Schedule 3 (Insurance Requirements)
· Joint Schedule 4 (Commercially Sensitive Information)
· Joint Schedule 6 (Key Subcontractors)
· [Joint Schedule 7 (Financial Difficulties) 
· Joint Schedule 9 (Minimum Standards of Reliability)
· Joint Schedule 10 (Rectification Plan) 			
· Joint Schedule 11 (Processing Data)	
· Joint Schedule 12 (Supply Chain Visibility)	
· Call-Off Schedules for RM6145 		
· Call-Off Schedule 1 (Transparency Reports)
· Call-Off Schedule 2 (Staff Transfer)
· Call-Off Schedule 3 (Continuous Improvement)
· Call-Off Schedule 5 (Pricing Details)
· Call-Off Schedule 7 (Key Supplier Staff)
· Call-Off Schedule 8 (Business Continuity and Disaster Recovery)
· Call-Off Schedule 9 (Security)
· Call-Off Schedule 10 (Exit Management) 
· Call-Off Schedule 13 (Implementation Plan and Testing)
· Call-Off Schedule 14 (Service Levels	
· Call-Off Schedule 15 (Call-Off Contract Management) 
· [Call-Off Schedule 16 (Benchmarking) 
· Call-Off Schedule 20 (Call-Off Specification)
· Call-Off Schedule 23 (HMRC Terms
· [Call-Off Schedule 24 (Deed of Trust)	
4. CCS Core Terms (version 3.0.11)
5. Joint Schedule 5 (Corporate Social Responsibility) RM6145
6. [Call-Off Schedule 4 (Call-Off Tender) as long as any parts of the Call-Off Tender that offer a better commercial position for the Buyer (as decided by the Buyer) take precedence over the documents above.]

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:
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CALL-OFF START DATE:			[Inset Day Month Year]

CALL-OFF EXPIRY DATE: 		[Inset Day Month Year]

CALL-OFF INITIAL PERIOD:		57 Months (4 Years 9 Months)
CALL-OFF EXTENSION PERIOD: 	1 Year + 1 Year 

CALL-OFF DELIVERABLES 

As per Call-Off Schedule 20 (Call-Off Specification)

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

The Estimated Year 1 Charges used to calculate liability in the first Contract Year is  £27 million Estimated Charges in the first 12 months of the Contract. 

CALL-OFF CHARGES

See details in Call-Off Schedule 5 (Pricing Details).

All changes to the Charges must use procedures that are equivalent to those in Paragraphs 4, 5 and 6 (if used) in Framework Schedule 3 (Framework Prices).

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:
· [Specific Change in Law]
· [Benchmarking using Call-Off Schedule 16 (Benchmarking)]
· Changes in debt profile which will affect Cap levels at the Buyers discretion 

Where the Buyer Orders Managed Collection Services under this Call-Off Contract, the Buyer may, in accordance with Paragraph 2, Part B (Managed Collection Services) of Framework Schedule 3 (Framework Prices), at its discretion in any Financial Year, reforecast the annual Service Management Fee and the Charges due and payable for the balance of the Buyer’s Financial Year shall be calculated and invoiced by the Supplier using the recalculated Service Management Fee.   

REIMBURSABLE EXPENSES
To be discussed and agreed between the Buyer and Supplier 

PAYMENT METHOD

To facilitate payment, the Supplier shall use an electronic transaction system chosen by the Buyer (SAP Ariba) and shall: 
1 - register for the electronic transaction system in accordance with the instructions of the Buyer; 
2 - allow the electronic transmission of purchase orders and submitting of electronic invoices via the electronic transaction system;

BUYER’S INVOICE ADDRESS: 
[Insert name]
[Insert role] 
[Insert email address]
[Insert address]

BUYER’S AUTHORISED REPRESENTATIVE
[Insert name]
[Insert role] 
[Insert email address]
[Insert address]

BUYER’S ENVIRONMENTAL POLICY
[Insert details [Document name] [version] [date] [available online at:] 
or insert: [Appended at Call-Off Schedule X]]

BUYER’S SECURITY POLICY
[Insert details [Document name] [version] [date] [available online at:] 
or insert: [Appended at Call-Off Schedule X]]

SUPPLIER’S AUTHORISED REPRESENTATIVE
[Insert name]
[Insert role] 
[Insert email address]
[Insert address]

SUPPLIER’S CONTRACT MANAGER
[Insert name]
[Insert role] 
[Insert email address]
[Insert address]


KEY STAFF
[Insert name]
[Insert role] 
[Insert email address]
[Insert address]
[Insert contract details]

KEY SUBCONTRACTOR(S)
[Insert name (registered name if registered)] 

COMMERCIALLY SENSITIVE INFORMATION
[Insert Not applicable or insert Supplier’s Commercially Sensitive Information]  

SERVICE CREDITS
Service Credits will accrue in accordance with Call-Off Schedule 14 (Service Levels). 
The Service Credit Cap is: 15% of the Monthly Invoice Value
The Service Period is: one Month
A Critical Service Level Failure: has the meanings given in Call-Off Schedule 14 (Service Levels) Annex A to Part A: Service Levels and Service Credits Table

ADDITIONAL INSURANCES:

Comprehensive Crime Insurance

Not less than £5,000,000 in respect of any one claim and in the aggregate per annum, exclusive of defence costs up to £250,000, which are payable in addition.

GUARANTEE
Not applicable

SOCIAL VALUE COMMITMENT
The Supplier agrees, in providing the Deliverables and performing its obligations under the Call-Off Contract, that it will comply with the social value commitments in Call-Off Schedule 4 (Call-Off Tender)]

	For and on behalf of the Supplier:
	For and on behalf of the Buyer:

	Signature:
	
	Signature:
	

	Name:
	
	Name:
	

	Role:
	
	Role:
	

	Date:
	
	Date:
	



[Buyer guidance: execution by seal / deed where required by the Buyer].
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