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LETTER OF APPOINTMENT 
 

Willis Limited  
51 Lime Street,  
London,  
EC3M 7DQ. 

26th September 2022 

 
 

Dear Sirs, 

 
Contract for the Provision of Insurance Brokerage and Associated Services Contract No. 65364  
 

This Letter of Appointment acts as an Appointment under this Contract issued in accordance with Clause 
7 of the Framework Agreement. The Provider in their capacity as a Broker agrees to supply the Services 
specified below in accordance with the terms of this Letter of Appointment which incorporates the Providers 
Terms of Business Agreement and the Call Off Terms annexed hereto for the Term specified below. 

For the avoidance of doubt, capitalised terms and expressions used in this Letter of Appointment have the 
same meanings given to them in or pursuant to the Contract attached to this Letter of Appointment unless 
the context otherwise requires. Where capitalised terms and expressions used in this Letter of 
Appointment or the Contract are not defined in the Contract attached to this Letter of Appointment then 
they shall have the same meanings given to them in the Framework Agreement. 

The Provider shall: 
 

provide the Services to the Contracting Authority in accordance with the provisions of the 
Contract and the Providers Terms of Business Agreement for the Term; 

 

comply with all reasonable instructions given to them by the Contracting Authority in relation to 
provision of the Services and co-operate at all times with the Contracting Authority and the 
Contracting Authority’s staff; 

 

immediately report to the Contracting Authority any matters which involve or could potentially 
involve a Conflict of Interest.  Providers should wherever possible ensure that they minimise 
the risk of conflict in their supply chain and subsidiary or associated group of companies; 

 

ensure that neither it, nor any of its affiliates or Key-Subcontractor brings the Contracting 
Authority into disrepute, regardless of whether or not such act or omission is related to the 
Provider’s obligations under this Contract; 

 
 

comply with the Contracting Authority’s internal policies and procedures in each case as 
notified to the Provider in writing by the Contracting Authority (or if agreed between the 
Contracting Authority and the Provider, provide evidence to the Contracting Authority of the 
Providers internal policies and procedures for the Contracting Authority to confirm that these 
are adequate); and  
 
comply with government and FCA codes and practices in force from time to time (including but 
not limited to policies, procedures, codes and practices relating to staff vetting, security, 
equality and diversity, confidentiality undertakings and sustainability). 

 

The Provider shall not: 
 

incur any costs which could result in any estimated figure for any element of the Services being 
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SIGNATORY PAGE: 
BY ELECTRONICALLY SIGNING THIS LETTER OF APPOINTMENT THE PROVIDER AGREES to enter a 
legally binding contract with the Contracting Authority to provide to the Contracting Authority the Services 
specified in this Letter of Appointment (together with where completed and applicable, the mini-competition 
order (additional requirements) set out in this Letter of Appointment) incorporating the rights and obligations in 
the Terms and Conditions set out in the Framework Agreement entered into by the Provider and YPO and the 
Provider’s Terms of Business Agreement. 

 
Execution of the Contract is carried out in accordance with EU Directive 99/93 (Community 
framework for electronic signatures) and the Electronic Communications Act 2000. The Contract 
is formed on the date on which both Parties communicate acceptance of its terms on the 
Authority’s electronic contract management system (“Bravo”).  
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APPENDIX 2 
 

Not Used. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





8 
 
 

Appendix 4 
 

CALL-OFF TERMS AND CONDITIONS VARIATION FORM 
 

CALL-OFF TERMS AND CONDITIONS FOR SERVICES 
 
[Name of Lot] …………………………………………………………………………………………… 
 
No of Letter of Appointment being varied:……………………………………………………………………… 
 
Variation Form No:……………………………………………………………………………………… 
 
BETWEEN: 
 
 
 [                             ] ("the Contracting Authority") 
 
and 
 
[                              ] ("the Provider") 

 
1. The Letter of Appointment is varied as follows; [list details of the Variation]   

2. Words and expressions in this Variation shall have the meanings given to them in the Contract. 

3. The Contract, including any previous Variations, shall remain effective and unaltered except as  amended 
by this Variation. 

Authorised to sign for and on behalf of the Contracting Authority 
 
Signature 

 

 
Date 

 

 
Name in Capitals 

 

 
Address 

 

 
 

 

 
Authorised to sign for and on behalf of the Provider 
 
 
Signature 

 

 
Date 

 

 
Name in Capitals 

 

 
Address 

 

 
 

 

  

  

 

   




