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	Our ref:


Your ref:

	Redacted 
The Cube

199 Wharfside Street

Birmingham

B1 1RN
http://highwaysengland.co.uk/
Direct Line:
Redacted 
Fax:




	Grayling Communications Ltd

15/17 Huntsworth Mews,

London,

NW1 6DD

	1 April 2016



For the attention of Redacted 
 Government Public Affairs Technical Services
Dear Redacted 
On behalf of Highways England Company Limited, I accept your tender dated 23/02/2016 for the above Contract. 

This letter (including annexes) forms a binding contract between Highways England Company Limited and yourselves.
The Contract price is £70,200.00 and is based on a monthly retainer fee of Redacted . The operative period of the Contract will be for twelve months, to commence immediately ending on 04/03/2017. The date of the inaugural meeting will be notified to you by the Contract Manager Redacted, who is contactable on Mobile: Redacted.
The key personnel offered by the Contractor and accepted by the Authority to work on the Contract are listed in the Annex to this letter.

Invoices should be forwarded direct to Highways England Company Limited, FS Payments, The Cube, 199 Wharfside Street, Birmingham, B1 1RN quoting the contract reference Government Public Affairs Technical Services and the appropriate BPA and the cost centre numbers (to be provided by the Contract Manager). However as a new supplier to Highways England, I will need to arrange to create your account, therefore could you please email me a letter i.e. pdf (on headed paper) your company’s bank account details, enclosed with two signatures, signed by two different Directors/Finance Managers.
Upon receipt of this letter please contact the Contract Manager to discuss arrangements for commencement of the Contract and to agree a date for an inaugural meeting.  
Please acknowledge receipt of this letter (and the completed Appendix), no later than 5st April 2016.

Yours faithfully

Redacted 
ANNEX TO ACCEPTANCE LETTER – CONTRACT (Key Personnel)
Government Public Affairs Technical Services
The key personnel from the team proposed in Grayling Communications tender are listed below:

	Post 
	Name 
	Minimum period of availability 

	Core London team 

	Redacted 
	Redacted 
	Redacted 

	Redacted 
	Redacted 
	Redacted 

	Redacted 
	Redacted 
	Redacted 

	Redacted 
	Redacted 
	Redacted 

	Redacted 

	Redacted 
	Redacted 
	Redacted 

	Redacted 
	Redacted 
	Redacted 

	Redacted 
	Redacted 
	Redacted 

	Redacted 

	Redacted 
	Redacted 
	Redacted 


ANNEX TO ACCEPTANCE LETTER – CONTRACT 

(Confidentiality Agreement and Acceptance) - Government Public Affairs Technical Services

I would like this opportunity to remind you that all information provided by our Communications Directorate to enable you to effectively deliver the contract requirements is likely to be highly sensitive and therefore must always be treated as commercial in confidence.  As discussed with our Communications Directorate team the information provided may only be stored in a secure drive which is only accessible to the approved team engaged in the delivery of this public affairs contract.  

At the end of the contract period all files must be returned or sensitively archived as instructed at the time by the Highways England Communications Director or her project team.

As discussed with the Highways England Communications Director, you should not disclose the fact that you are delivering Public Affairs Technical Services to Highways England, other than on an "in confidence" basis to those who have a legitimate need to know or whom they need to consult for the purpose of delivering the contract requirements.
	Accepted for and on behalf of Grayling Communications:-

Signature:
……………………………………………….

Name:

……………………………………………….

Capacity:
……………………………………………….

Date:

……………………………………………….
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