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Order Form 


ORDER REFERENCE:		[Insert Buyer’s contract reference number]

THE BUYER:			[Insert Buyer’s name]
 
BUYER ADDRESS			[Insert business address]  

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]
 DPS SUPPLIER REGISTRATION SERVICE ID:  [Insert if known]

[Buyer guidance: This Order Form, when completed and executed by both Parties, forms an Order Contract. An Order Contract can be completed and executed using an equivalent document or electronic purchase order system. 

If an electronic purchasing system is used instead of signing as a hard-copy, text below must be copied into the electronic order form starting from ‘APPLICABLE DPS CONTRACT’ and up to, but not including, the Signature block

It is essential that if you, as the Buyer, add to or amend any aspect of any Order Schedule, then you must send the updated Schedule with the Order Form to the Supplier]:

[Where Order Schedule 12 (Clustering) is selected then the Deliverables shall also be provided for the benefit of the following Cluster Members:]
	Name of Cluster Member
	Services to be provided
	Duration
	Special Terms

	[  ]
	[  ]
	[  ]
	[  ]

	[  ]
	[  ]
	[  ]
	[  ]

	[  ]
	[  ]
	[  ]
	[  ]

	[  ]
	[  ]
	[  ]
	[  ]




APPLICABLE DPS CONTRACT

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

It’s issued under the DPS Contract with the reference number RM6264 for the provision of [FM and Workplace Services].   

DPS FILTER CATEGORY(IES):

[Insert the relevant filter Category(ies)]
[bookmark: _heading=h.gjdgxs]

ORDER INCORPORATED TERMS

The following documents are incorporated into this Order 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 Order Special Terms and Order Special Schedules.
2. Joint Schedule 1 (Definitions and Interpretation) RM6264
3. DPS Special Terms
4. The following Schedules in equal order of precedence:

[CCS guidance: delete any highlighted Schedule that is not listed in the final DPS Appointment Form. Add any Joint or Order Schedules that have been added to the final DPS Appointment Form. You must ensure that all schedules in this list are available to Buyers on the CCS web site, as finalised at DPS award.]

[Buyer guidance: delete any highlighted Schedules that you do not need for this Order Contract. Add any additional Schedule needed, providing it is within scope of the DPS Contract. Remove any highlighting remaining before finalising this Order Form. Remove this guidance too.]

[Buyer guidance: Joint Schedule 7 and Order Schedule 8 contain optional terms which can be switched on by including the wording in the list below. These optional terms are for use where the Order Contract is a Bronze Contract only.]


· Joint Schedules for RM6264

· Joint Schedule 2 (Variation Form) 
· Joint Schedule 3 (Insurance Requirements)
· Joint Schedule 4 (Commercially Sensitive Information)
· [Joint Schedule 6 (Key Subcontractors)]
· Joint Schedule 7 (Financial Difficulties) 
· [including Annex 5 – Optional Terms for Bronze Contracts]
· [Joint Schedule 8 (Guarantee) ]
· [Joint Schedule 9 (Minimum Standards of Reliability)]
· Joint Schedule 10 (Rectification Plan) 			
· Joint Schedule 11 (Processing Data)	
· [Joint Schedule 12 (Supply Chain Visibility)	]
	
· Order Schedules for RM6264	
		
· Order Schedule 1 (Transparency Reports)
· Order Schedule 2 (Staff Transfer)
· Order Schedule 3 (Continuous Improvement)
· Order Schedule 5 (Pricing Details) 
· [Order Schedule 6 (ICT Services)  ]
· [Order Schedule 7 (Key Supplier Staff) ]
· [Order  Schedule 8 (Business Continuity and Disaster Recovery)]
· [Amendments to this Schedule in respect of Bronze Contracts as per paragraph 10 of Part A]
· [Order Schedule 9 (Security)	 ] 
· [Order Schedule 10 (Exit Management)  ]
· [Order Schedule 11 (Installation Works)  ]
· [Order Schedule 12 (Clustering)  ]
· [Order Schedule 13 (Implementation Plan and Testing)  ]
· [Order Schedule 14 (Service Levels) 	]
· [Order Schedule 15 (Order Contract Management) ]
· [Order Schedule 16 (Benchmarking) 	]
· [Order Schedule 17 (MOD Terms) 	 ]
· [Order Schedule 18 (Background Checks) 	 ]
· [Order Schedule 19 (Scottish Law)	 ]
· Order Schedule 20 (Order Specification)	
· [Order Schedule 21 (Northern Ireland Law) 	 ]
· [Order Schedule 22 (Lease Terms)	 ]
· [Order Schedule 23 (HMRC Terms)	 ]
· [Order Schedule 24 (Supplier Furnished Terms) ]
· [Order Schedule 25 (Billable Works and Projects)]    
· [Order Schedule 26 (Buyer Remedies for Default and Step in Rights)]
· [Order Schedule 27 (Accessed Contracts and Construction Contracts)]

5. CCS Core Terms (DPS version) v1.0.03
6. [bookmark: _heading=h.30j0zll]Joint Schedule 5 (Corporate Social Responsibility) RM6264
7. [Order Schedule 4 (Order Tender) as long as any parts of the Order 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 Order Contract. That includes any terms written on the back of, added to this Order Form, or presented at the time of delivery. 

ORDER SPECIAL TERMS

The following Special Terms are incorporated into this Order Contract:
[Insert terms to revise or supplement Core Terms, Joint Schedules, Order Schedules; or none]
[Special Term 1	] 
[Special Term 2.	] 
[Special Term 3.	]
[None]

EFFECTIVE DATE: [Day/Month/Year]
[Buyer Guidance: insert the date on which the final Party has signed the Contract]

DATE THE CONTRACT PERIOD COMMENCES: [Day/Month/Year]
[Buyer Guidance: insert the date on which the Contract Period to commence.  This may be the same as the Effective Date or you may wish the Contract Period to commence later].

MOBILISATION PERIOD: [Day/Month/Year]
[Buyer Guidance: insert the date on which Mobilisation Period commences].

START DATE / DATE THE ORDER CONTRACT INITIAL PERIOD COMMENCES / DATE CONTRACT YEAR 1 COMMENCES: [Day/Month/Year]
[Buyer Guidance: insert the date on which the Services commence, following the Mobilisation Period].

DATE ORDER CONTRACT INITIAL PERIOD ENDS: [Day/Month/Year]

ORDER CONTRACT OPTIONAL EXTENSION PERIOD 1 (start and end dates): [Day/Month/Year] to [Day/Month/Year]

ORDER CONTRACT OPTIONAL EXTENSION PERIOD 2 (start and end dates): [Day/Month/Year]

TOTAL MAXIMUM CONTRACT PERIOD [Day/Month/Year] to[Day/Month/Year]
[Buyer Guidance: insert the date on which the Mobilisation Period commences and the latest date the Contract ends]

ORDER CONTRACT DELIVERABLES 

See details in Order Schedule 20 (Order Specification)]

MAXIMUM LIABILITY 

The limitation of liability for this Order Contract is stated in Clause 11.2 of the Core Terms.
[Buyer guidance: you can change the cap on liability in Clause 11.2 where you have made an appropriate risk assessment and sought the necessary management approvals. Unlimited liability is not permitted]

The Estimated Year 1 Charges used to calculate liability in the first Contract Year is [Insert Estimated Charges in the first 12 months of the Contract. The Buyer must always provide a figure here]

ORDER CHARGES

See details in Order Schedule 5 (Pricing Details)

REIMBURSABLE EXPENSES

[Insert None or insert Recoverable as stated in the DPS Contract]

TARGET COST

[Not Applicable] 

or

[Where the Charges are calculated on the basis of target cost:
The maximum margin shall be: [    ]
'Target Price Maximum Cap [  ]

PAYMENT METHOD

[Insert payment method(s) and necessary details]

BUYER’S INVOICE ADDRESS: 

[Insert name]
[Insert role] 
[Insert email address]
[Insert address]

INDEXATION

The Payment Index that shall be applied in relation to indexation shall be [Insert Index]. Indexation shall only apply from [insert date of first indexation] and shall be applied on every [yearly anniversary] of [insert date] 
Indexation shall be applied to [the Baseline Monthly Payment] and [insert any others which the Buyers deems applicable] 

PASS THROUGH COSTS

[Not Applicable] or
[The Supplier shall be entitled to recover the following types of Pass Through Costs in accordance with Order Schedule 5 (Order Prices) [insert types]].
MORE FAVOURABLE COMMERCIAL TERMS
For this DPS these will only apply to Pass Through Costs
INCLUSIVE REPAIR THRESHOLD
The Inclusive Repair Thresholds shall be: [insert value](excluding VAT)

BILLABLE WORKS

The estimated total value range for Billable Works shall be as set out below:  
[Buyer guidance: Buyer to amend to align with their own internal policies]
	Tier
	Estimated total value range 

	Tier One Billable Works 
	[£ insert range]

	Tier Two Billable Works 
	[£ insert range]

	Tier Three Billable Works 
	[£ insert range]

	Tier Four Billable Works 
	[Above £ insert range]



BILLABLE WORKS NOT REQUIRING APPROVAL
The value of Billable Works not requiring approval is: [insert value ]
[Buyer guidance Insert the value of Billable Works not requiring approval as per paragraph 3.2.1 of Order Schedule 25 (Billable Works and Projects)]
BUSINESS CRITICAL EVENTS
Business Critical Events are as follows: [insert events ]
[Buyer guidance Insert Business Critical Events which the Buyer is not required to  seek prior written approval from the Buyer prior to proceeding to provide any Billable Works, as per para 3.2.2 of Order Schedule 25 (Billable Works and Projects)]

WARRANTY
As per 3.1.2 of the Core Terms (90 Days) 
or 
The Supplier must provide Deliverables with a warranty of at least [90 insert number of days] from Delivery against all obvious defects
CYBER ESSENTIALS

[Basic / Plus]

[Buyer guidance Insert the level of Cyber Essentials required]

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 Order Schedule X]]

BUYER’S SECURITY POLICY

[Insert details [Document name] [version] [date] [available online at:] 
or insert: [Appended at Order 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]

PROGRESS REPORT FREQUENCY

[Insert report frequency: On the first Working Day of each calendar month]

PROGRESS MEETING FREQUENCY

[Insert meeting frequency: Quarterly on the first Working Day of each quarter]

KEY STAFF

[Insert name]
[Insert role] 
[Insert email address]
[Insert address]

KEY SUBCONTRACTOR(S)

[Insert name (registered name if registered)] 

E-AUCTIONS

[Insert Not applicable or insert The Buyer can include an electronic reverse auction in any Order Procedure]

COMMERCIALLY SENSITIVE INFORMATION

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

SERVICE CREDITS

[Insert Not applicable]

or

[insert Service Credits will accrue in accordance with Order Schedule 14 (Service Levels). 

The Service Credit Cap is: [Insert £value].
The Service Period is: [Insert duration: one Month]
A Critical Service Level Failure is: [Buyer to define]]


ADDITIONAL INSURANCES

[Insert Not applicable

or 

insert details of Additional Insurances required in accordance with Joint Schedule 3 (Insurance Requirements) ]

GUARANTEE

[Insert Not applicable

or

insert The Supplier must have a Guarantor to guarantee their performance using the form in Joint Schedule 8 (Guarantee)]
or insert There’s a guarantee of the Supplier's performance provided for all Order Contracts entered under the DPS Contract]


SOCIAL VALUE COMMITMENT

[Insert Not applicable

or 

insert The Supplier agrees, in providing the Deliverables and performing its obligations under the Order Contract, that it will comply with the social value commitments in Order Schedule 4 (Order 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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Project Version: v1.0		 
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Project Version: v1.0		 
Model Version: v1.3
