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Order Form 


CALL-OFF REFERENCE:		PS/22/163

THE BUYER:			Driver and Vehicle Licencing Agency
 
BUYER ADDRESS			Longview Rd, Morriston, Swansea SA6 7JL  

THE SUPPLIER: 			Hertfordshire County Council Trading as Herts FullStop
SUPPLIER ADDRESS: 		Mundells, Welwyn Garden City AL7 1FT
DUNS NUMBER:       		227470408



APPLICABLE FRAMEWORK CONTRACT

This Order Form is for the provision of the Call-Off Deliverables and dated 20 March 2023. 
It’s issued under the Framework Contract with the reference number 6059 Framework Contract for the provision of Office Stationery and Electronic Office Supplies.

CALL-OFF LOT(S): 
	Lot Number
	Lot Description
	Relevant (Yes / No)

	1
	Office Stationery and Electronic Office Supplies 
	No

	2
	Office and Electronic Office Supplies 

	Yes

	3
	Electronic Office Supplies
	No





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 and Call-Off Special Schedules.
2. Joint Schedule 1(Definitions and Interpretation) RM6059
3. The following Schedules in equal order of precedence:



· Joint Schedules for RM6059
· Joint Schedule 2 (Variation Form) 
· Joint Schedule 3 (Insurance Requirements)
· Joint Schedule 4 (Commercially Sensitive Information)
· Joint Schedule 5 (Corporate Social Responsibility)
· Joint Schedule 6 (Key Subcontractors)			
· Joint Schedule 7 (Financial Difficulties) 			
· Joint Schedule 10 (Rectification Plan) 			
· Joint Schedule 11 (Processing Data)	
· Joint Schedule 12 (Supply Chain Visibility)
				
· Call-Off Schedules for PS/22/163			
· 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 11 (Installation Works) 
· Call-Off Schedule 14 (Service Levels) 				 
· Call-Off Schedule 15 (Call-Off Contract Management) 		 
· Call-Off Schedule 20 (Call-Off Specification)			 
			
4. CCS Core Terms (version 3.0.7)

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

None

CALL-OFF START DATE:			28 March 2023 (dependent on delivery date of equipment)

CALL-OFF EXPIRY DATE: 		27 March 2028 (5 years from delivery date)

CALL-OFF INITIAL PERIOD:		5 years 

CALL-OFF DELIVERABLES 

 

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: 

Xxxxxxx – Redacted under FOIA 	section 43 Commercial Interests

(Prices are exclusive of VAT)


CALL-OFF CHARGES

Payment for goods will be made on delivery and on receipt of correct invoice. 

Payment for services, support and maintenance – Annually on receipt of correct invoice. 

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

Xxxxxxx – Redacted under FOIA 	section 43 Commercial Interests

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:
· Indexation
· Specific Change in Law


REIMBURSABLE EXPENSES

None

PAYMENT METHOD

BACS

BUYER’S INVOICE ADDRESS: 




BUYER’S AUTHORISED REPRESENTATIVE

See details Invoicing Procedures

BUYER’S ENVIRONMENTAL POLICY

https://www.gov.uk/government/publications/dvlas-environmental-policy
BUYER’S SECURITY POLICY

Call-Off Schedule 9

SUPPLIER’S AUTHORISED REPRESENTATIVE
Xxxxxxxx Redacted under FOIA section no 40 Personal Information
Buyer


Herts FullStop
Mundells
Welwyn Garden City
Hertfordshire
AL7 1FT

SUPPLIER’S CONTRACT MANAGER
Xxxxxxxx Redacted under FOIA section no 40 Personal Information
Head of Sales & Marketing

Herts FullStop
Mundells
Welwyn Garden City
Hertfordshire
AL7 1FT


PROGRESS REPORT FREQUENCY
To be discussed and agreed with DVLA Contract Owner

PROGRESS MEETING FREQUENCY
Quarterly on the first Working Day of each quarter (to be discussed and agreed with DVLA Contract Owner)


DVLA KEY STAFF

Xxxxxxxx Redacted under FOIA section no 40 – Personal Information
 Output Services Group (OSG) Production Leader 

Xxxxxxxx Redacted under FOIA section no 40 – Personal Information
OSG Graphic Print Unit Manager (GPU) 


KEY SUBCONTRACTOR(S)
Joint Schedule 6

COMMERCIALLY SENSITIVE INFORMATION

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: £100.
The Service Period is:  one Month

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:
	Xxxxxxx – Redacted under FOIA section 40
Personal Information
	Signature:
	Xxxxxxx–Redacted under FOIA section 40 Personal Information

	Name:
	Xxxxxxx – Redacted under FOIA section 40 Personal Information
	Name:
	Xxxxxxx–Redacted under FOIA section 40 Personal Information

	Role:
	Head of Sales & Mkting
	Role:
	Category Specialist

	Date:
	21 March 2023
	Date:
	21 March 2023
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	                               Invoicing Procedures 





General

You should not provide goods or services without receipt of a valid Purchase Order.

All invoices or credit notes must quote the valid Purchase Order number i.e. one that is in the format 8000XXXXXX. This will be found on the Purchase Order you receive.

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 arvato email security filters and may delay/stop the invoice being received.

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.

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@sharedservicesarvato.co.uk

Postal Address: Shared Services arvato
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 which 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 arvato email security filters. 

Shared Services arvato cannot be responsible for any e-invoice until it has been received. Responsibility for ensuring the e-invoice is received by arvato 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 Shared Services arvato as soon as possible:

Tel: 0844 892 0343

Email: support@sharedservicesarvato.co.uk (Please do not email original                               invoices/credit notes to this email address)

Postal Address: 

Shared Services arvato
     5 Sandringham Park
     Swansea Vale SA7 0EA



Enquiring about progress of payments 

All supplier invoices and payment enquiries must be directed to Shared Services arvato. If you contact the relevant business unit directly, they will direct you to Shared Services arvato.

For all payment and invoice queries you will need to contact the Shared Services arvato Service and Support Desk directly on 0844 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 Shared Services arvato 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 Shared Services arvato, the responsibility is on you to get the invoice to Shared Services arvato. If you are sending invoices to anyone other than Shared Services arvato, please change your customer invoicing address to Shared Services arvato. 

If a response from Shared Services arvato is required, one will be provided to you within 10 working days. 

If you have any remittance queries, these should be discussed with Shared Services arvato: 

Tel: 0844 892 0343

Email: support@sharedservicesarvato.co.uk (Please do not email original                                     invoices/credit notes to this email address)

You must also ensure that a statement is sent to Shared Services arvato monthly to aid prompt payment of invoices (email and postal address as above).
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