
oFFrcrAL-sE Nts tTtvE (coMME RctAL) UK Shared Business Services Ltd (UK SBS)

RM 971 NON M EDICAL NON CLINICAL

PART 1 - ORDERFORM

ORDER FORM

THE SUPPLY OF NON M EDTCAL NON CLTNTCAL (NM Ng) TEM pORARy ANp FTXED
TERM STAFF FRAM EWORK AGREEM ENT: RM 971

FROM:

CUSTOM ER Department for Business, Energy & lndustrial
Strateqy (BEIS)

SERVICE ADDRESS 1 Victoria Street, London, SWl H OET
I NVOICE ADDRESS (if d iffe rent) The Department for Business, Energy and

lndustrial Strategy (BEIS) c/o UK SBS,
Queensway House, West Precinct,
Billingham, TS23 2NF or email
finan ce@services. uksbs. co. uk

CONTACT REFERENCE Authoriser Name: 
e-mail : 

ORDER NUM BER cs1 9020
ORDER DATE 07101t2019

TO

SERVICE PROVIDER Allen Lane Limited
SERVICE PROVIDER'S ADDRESS 33 King Street, St.James, London, SWlY

6RJ
ACCOUNT MAIIAGER Name: 

f et
E-mail :  

1:
PART 1.1: SERVIGEAND DELIVERABLES REQUIRED: Temporary Worker Requirements

Lot 4
ADDITIONAL REQUIREMENTS: Experience in project and executire support in a

Goremment orqanisation
PART 1.2: ANCIPATED DURATION OF CONTRACT
The contract will commen@ on Wednesday 9th January until Friday 29th March 2019 (63
Working , 8 hours perday, 5 days perweek)
PART 1.3: MILESTONES AND KEYDELIVERABLES
None
PART 1.4: GHARGES PAYABLE BY CUSTOMER (INCLUDING ANYAPPLICABLE
DISCOUNT AND METHOD OF PAYMENT E.G. GOVERNMENT PROCUREMENT CARD
oR BAGS):

The totalcontract wlue shallnot exceed [19,978.56 excluding VATas perthe breakdown
below;

NAME START DATE DAY RATE BEROF TOTAL
CHARGEORKING

tl 9, 56
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All vwrkers are subject to 5 rrcrking days notice period.

DISCOUNTS APPUCABLE: None
PART 1.5: AGCEPTANCE PRIORTO PAYMENT
The supplier shall issue electronic inroices weekly in arrears following customer approral of
the workers timesheet. The customer shall pay the supplier within thirty (30) calendar days up
receipt and acceptance of a wlid inloice.

lnr,oice to include purchase order number and contrabt reference shall be sentto
fi nance@services. uksbs.co.uk
PART 2: GUSTOMER CONTRACTUAL REQUIREMENTS
Diary Managerforthe DirectorGeneral, CorporateServices. Responsiblitiesto include (but
not restricted to): all aspects of diary management (arranging meetings and responding to
inVtations and prioritising when clashes); ;ensuring the Director General's ofiice area is set
up each moming (e.9. ftes h water in room, calendar for the day printed, ensure catering
ananged where needed); ensure basic office management undertake (e.9. strationary etc);
make room bookings and trarel arangements as required; respond to
mailboxes and flag anything urgent to Prirate Secretary, Chief of Staff

emails in the shared
or Director General

PART 3: FURTHER-COM P ETITION ORDER - ADDITIONAL REQUI REMENTS

PART 3.1: SUPPLEMENIA
REQUIREMENTS IN ADDITION TO
CALL-OFF TERMS AND CONDITIONS:

Not Applicable

PART 3.2: VARIATIONS TO CALL-OFF
TERMS AND CONDITIONS:

Not Applicable

OF THE SERVICES AND DELIVERABLESPART4: PERFORMANCE
PART 4.1: KEY PERSONNEL OF THE
SERVICE PROVIDER TO BE INVOLVE)
IN THE SERVICES AND
DELIVERABLES:

1.

PART 4.2: SUB-CONTRACTORS TO BE
IIWOLVED IN THE SERVICES AND
DELIVERABLES:

None

PART 5: CONFIDENTIAL INFORMATION
PART 5.1: THE FOLLOWIIIG
INFORMATION SHALL BE DEEMED
COMMERCIALLY SENSITTVE
INFORMATION OR CONFIDENTIAL
INFORMATION:

None

oFF tctAL-sE r\s rTlvE (coMME RCIAL) UK Shared Business Services Ltd (UK SBS)

BY SIGNING AND RETURNING THIS ORDER FORM THE SERVICE PROVIDER
AGREES to enter a legally binding contractwith the Customer to provide to the Custorner
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OFFICIAL-SENSITIVE (COMMERCIAL) UK Shared Business Services Ltd (UK SBS) 

the Services specified in the Service Order Requirements set out in this Order Form 
incorporating the rights and obligations in the Call-Off Terms and Condit ions set out in the 
Frame\t\Ork Agreement between the Service Provider and the Minister for the Cabinet 
Office. 

FOR AND ON BEHALF OF THE SERVICE PROVIDER: 

NAME: 

TITLE: 

SIGNITURE: 

DATE: 

FOR AND ON BEHALF OF THE CUSTOM ER: 

NAME:  

TITLE:  

SIGNITURE: 

DATE: <,?/(//q 
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