


Template Services Specification with BU Conditions of Purchase
Background 
· If you intend to buy goods or services, you should first check the BU procurement guidance and the procurement manual (available on the intranet).  You must follow the correct process.  You may need to run a competitive process before you can enter into an agreement with a supplier.  
· Sometimes it will be more appropriate to contract using the long form procurement documentation.  The Procurement team can advise when this is appropriate and will help you to prepare the documentation for review by Legal Services.
· In other cases, especially where the transaction is low value and/or low risk, it may be appropriate to contract using this Services Specification.  This Services Specification uses the BU Conditions of Purchase.  In some cases, particularly when buying goods or standard services for a low value, you may be able to rely on a BU Purchase Order.  Our Purchase Orders attach short form terms and conditions.  If you are not sure which documents to use, please contact the Procurement team or Legal Services (legalservices@bournemouth.ac.uk).
· Where possible, BU should contract using its own forms of contract rather than on the supplier’s own terms and conditions.  Our documents, including the Services Specification and the BU Conditions of Purchase protect BU and deal with issues that commonly arise.  The supplier’s terms may not be suitable for contracting with an academic institution.
· This Services Specification refers to BU’s standard Conditions of Purchase.  These are available at I:\Legal Services\Public\Useful forms, policies and procedures\Procurement Templates – Purchasing \ Conditions of Purchase to use with Services Specification October 2015
How to use this Services Specification
· Please delete all the drafting notes [in blue] and complete all the sections indicated by the use of brackets in the Services Specification when you complete it ready for review.
· Every Services Specification must be reviewed by Legal Services.  Before the Services Specification is signed, you must have a CAF (Contract Authorisation Form) approved by Legal Services and Finance.  
· Once the Services Specification template is completed, please send it to Legal Services.  
· When you send the draft Services Specification to Legal Services, please confirm in the e-mail that you have used the pre-approved template Services Specification.  Please also confirm whether you have made any alterations, apart from completing the highlighted sections in brackets.  If the matter is urgent, please explain why.
Important points to note
· You may need to include additional terms if you are contracting with someone to provide services: 
· to support a project BU is doing with third party funding, or 
· as part of an enterprise project for an external client.
For example, the funder may have specific requirements about confidentiality, Intellectual Property or liability that apply to our suppliers as well as us.  Please provide us with information about the context for the contract together with details of any third party terms.
· If you need to vary parts of the Conditions of Purchase, Legal Services can do this for you by careful drafting of the Services Specification.
· If you need to extend or change the Services Specification, please speak to Legal Services.
· The Services Agreement consists of the Services Specification, the Conditions of Purchase and any schedule(s) detailing the services to be provided.  
· The Services Agreement comes into effect on the earlier of: 
· the supplier signing and returning to BU  the two originals of the Services Agreement; and 
· the supplier starting to perform the services.  
· BU can cancel the Services Agreement at any time.  Either party can end the Services Agreement early on 30 days’ notice.  If you need to change these arrangements, please contact Legal Services.  You may need to change these provisions to match the requirements of a third party funder, for example. 
· Does the supplier have particular expertise/knowledge/skills/contacts and are we relying on that?  If so, should this be stated in the Services Specification? 
· Under the Conditions of Purchase, BU is entitled to ask for a copy of the supplier’s current insurance policies to check their ability to comply with clause 5.6.  Depending on the value of the agreement and the type of services, you may need to ask for this before Legal Services will approve the contract.  A third party funder may want to see this.  Please speak to the BU Finance team for advice on insurance.  
· The supplier is not allowed to subcontract any of its responsibilities unless we have agreed.  If, however, you do expect the supplier to subcontract or arrange for other services (e.g. booking speakers for an event) please let Legal Services know.  We may need to include specific provisions about this.  Please also confirm whether the agreed fee includes any additional costs the supplier will pay to a third party. 
· The Conditions of Purchase say that the supplier must comply with the relevant BU policies – if there are any that are specifically relevant to the project, please mention them in the Services Specification, e.g.:
· Social Media Policy, HR guidance on Contact with the Media, Copyright Guidelines and marketing guidance; 
· policies on information security, use of information and communication systems, rules for use; 
· Fraud Policy; or the
· Dignity, Diversity and Equality Policy.
[bookmark: a668470][bookmark: a272976][bookmark: a668185][bookmark: a427341][bookmark: a965341][bookmark: a646320]Intellectual Property (IP)
· The Conditions of Purchase transfer to BU any new IP created as part of the services.  If in the circumstances it is appropriate to agree that the supplier will own the new IP, then the Services Specification will need to provide for this.  We will usually require the supplier to license the IP to us for teaching and research purposes.  The terms of the licence will depend on the nature of the services and the purpose for which we intend to use the output.  Please discuss this with Legal Services.  Remember that we are an educational charity and should both protect our IP assets and ensure that we are free to use work that we have contributed to or purchased for teaching and research in the future.
· A common issue is that BU or the supplier may not be the owner of the background IP needed for a particular contract.  You will need to get permission from the owner of the background IP before the contract can proceed.  If this is relevant to your project then please speak to Legal Services.
Getting the Services Specification signed
· Once the Services Specification has been finalised and approved by Legal Services and Finance and you have a CAF, send two complete Services Agreements to the supplier for signature made up of: 
· the Services Specification signed on behalf of BU; 
· its schedules; and 
· the pre-printed Conditions of Purchase 
· Fasten each set using a purple BU contract corner and a staple or equivalent.
· Do not send the CAF to the supplier/third party – this is an internal document only.
All signed documents
· You must make sure a BU employee with the appropriate seniority signs the CAF (they must be at or above the pay grade indicated at the bottom of the CAF).  You must confirm whether the actions listed on the CAF have been completed.  If the actions are in the future, please acknowledge them and then follow up to make sure they are completed.
· Please make sure the parties signing the Services Agreement have dated it when they signed it (the date of each signature must be accurate and must not be back dated).
· The supplier should retain one Services Agreement signed by both parties for their records and return the other signed original to you.  
· You must keep a copy of the signed Services Agreement for your records.
· You must return the fully signed and dated original Services Agreement, with the completed and signed CAF, to Legal Services (Melbury House - M209).
	Check
	Services Specifications 

	
	Have you deleted all the drafting notes [in blue]?

	
	Have you completed all the fields highlighted in brackets?

	
	Have you checked that you have not included details for a different supplier?

	Check
	Before the documents are signed

	
	Have Legal Services approved them and do you have a CAF?

	
	If appropriate, have you sent Legal Services a copy of the supplier’s current insurance policies that complies with clause 5.6 of the Conditions of Purchase? 

	
	Have you attached all the Schedules, including the Conditions of Purchase?

	Check
	Signing the documents

	
	Has the CAF been completed and signed (on behalf of BU only)?

	
	Has the supplier/third party signed and dated the original Services Specification attaching all the Schedules including the Conditions of Purchase (the Services Agreement)?

	
	Has BU signed and dated the original Services Agreement?

	
	Have you kept a copy of the fully signed Services Agreement and CAF for your records?

	
	Have you sent the original signed and dated Services Agreement and CAF to Legal Services?
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Bournemouth University
Services Specification
Bournemouth University Higher Education Corporation ( “BU” / “we” / “our” / “us”) contracts Dr Steven Brand for the services described below in accordance with the following (together the “Services Agreement”): 
the terms set out in this Services Specification; 
BU’s Conditions of Purchase (attached at Schedule 1); and
any Schedules attached to this Services Specification.
The Parties
The parties are:
Bournemouth University Higher Education Corporation, Poole House, Talbot Campus, Fern Barrow, Poole, Dorset, BH12 5BB 
And
Dr Steven Brand, University of Plymouth 43 Burleigh Park Road Plymouth PL3 4QQ

The Services
Dorset Economic Data
Having consulted with), Dr Steven Brand we wish to engage his expertise in local economic analysis to provide historical data on the Dorset economy to support wider research about valuing local nature.
In particular, we have requested an Input-Output model of the Dorset economy consistent with latest UK Analytical Tables and ONS regional accounts. This will include;
• Excel spreadsheet format;
• Model to allow user-adjustment of trading propensity with other UK regions, with ability to reset to ‘default’ settings;
• Model to detail domestic and overseas tourists within standard final demand categories (C, I, G, X);
• User-interface allowing inputs to changes in final demand – by industry or by final demand category; £m or % changes.
• Outputs displayed for UK IO groups and broad SIC Sections;
• Effects on gross output, GVA and FTE employment calculated
• A brief written explanation of approach and methodology.
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Approach to this project

· Time series of GVA by industry and FTE employment for Dorset and GB economies consistent with latest ONS regional accounts and BRES (1998 to latest ONS GVA year).
· User support by email.
· Model to allow the possibility of extension where data permits e.g. further detail within Final demand, emissions data. A separate quote for such work could be provided

Deliverables and Estimated Timetable
To deliver: an Input-Output model of the Dorset economy consistent with latest UK Analytical Tables and ONS regional accounts.
The dates: Dr Steven Brand estimates the time needed to complete the task at up to 2.5 days.    Given existing commitments, we expect delivery 1 month from receipt of confirmation of these terms. But, if possible, they would aim to complete it earlier.
Price
We agree to pay you a fee of £700 per day.  We confirm that you are not currently registered for VAT.  Therefore, we expect a maximum total cost to us of £1,750.  We will pay on delivery of the compiled data for the Services.

(a) These fees are subject to VAT.
We will not reimburse or pay expenses unless we have authorised them specifically in writing in advance.
(b) Before we pay you, you must give us:
(i) an invoice that includes: 
a description of the Services provided; 
the period covered by the invoice; 
the number of days spent; and 
an account of the activity undertaken; and
(ii) copies of individual receipts for all expenses claimed (subject to paragraph (b) above).  
Addresses for Notices
Bournemouth University: 
Alex Morrison, Research and Knowledge Exchange Office, M402, Melbury House, 1 – 3 Oxford Road, Bournemouth, Dorset, BH8 8ES
Copy to:
Legal Services (Ref: AMB/LS/11493), Bournemouth University, Melbury House, 1-3 Oxford Road, Bournemouth, Dorset BH8 8ES
Dr Steven Brand, University of Plymouth 43 Burleigh Park Road Plymouth PL3 4QQ
Contract Managers
(a) Alex Morrison is our contract manager.
      (b) Dr Steven Brand is your contract manager.
Schedules
(a) Schedule 1 - The BU Conditions of Purchase
(b) 

Please sign and date two originals of this Services Specification to confirm your acceptance of the Services Agreement and return one of them to us at the first address listed in the Addresses for Notices paragraph above.
Signed for and on behalf of Bournemouth University Higher Education Corporation by its authorised contract signatory:

Name:			…………………………………………………………

Position:		…………………………………………………………

Signature:		…………………………………………………………

Date:			…………………………………………………………


[If the supplier is an individual:]  Signed by [insert name of individual]: 
[OR]
[If the supplier is a registered company:]  Signed for and on behalf of [insert company name] by its authorised contract signatory:

Name:			…………………………………………………………

Position:		…………………………………………………………

Signature:		…………………………………………………………

Date:			…………………………………………………………





Schedule 1 – Conditions of Purchase
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