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Annex A  

Order Specific Key Provisions  

1.Delivery and Risk:  

1.1. The Supplier shall deliver the services to the locations set out in section 2.2 of the Order 
Form.  

1.2. The Supplier will ensure that provision of the services are made in accordance with the 
terms of this Order Form including Annex A, Appendix 1 and the Call-Off Terms and 
Conditions, except that any contractual terms included in any quotations included in 
Appendix 1, 2, 3 or 4  do not form part of this contract.  

2.Invoicing Process:  

2.1 Payment terms are net 30 days from receipt of a valid monthly invoice.  

2.2 Within 10 Business Days of receipt of the Supplier’s countersigned copy of the Contract, 
the Authority will send a unique purchase order (“PO”) number. The Supplier must be in 
receipt of a valid PO number before submitting an invoice.  

2.3 The Supplier shall provide a consolidated monthly invoice to the Authority for all Services 
received and accepted by the Authority each month.  

2.4 All invoices should be sent for approval and must include the proof of delivery to the 
Authority’s designated finance mailbox e-mail: and their agreed 
representative (to be confirmed at first Supplier meeting) before being submitted for payment.  

2.5 All invoices must be sent quoting a valid purchase order number. The Supplier shall 
provide a current statement of accounts on a monthly basis; this is a standard commercial 
process and should show all invoices raised and amounts outstanding.  

2.6 To avoid delay in payment it is important that the Supplier provides a compliant invoice 
that includes, as a minimum, a valid PO number, PO line item number (if applicable), PO line 
description, and the details (name and telephone number) of the Authority’s authorised 
representative. Non – compliant invoices will be sent back to the Supplier, which may lead to 
a delay in a payment.  

2.7 If you have a query regarding an outstanding payment, please contact our Accounts  
Payable section by email to:   
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