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Notes: Before completing/amending/using the Form below, please read the following notes:  

a) Neither these notes about the Order Form nor the footnotes to it form part of the Form. They 
should all be deleted before you use it. 

b) This Order Form is a pro forma which the Supplier can insert in the Annex to Schedule 1 of the 
IT Services Framework Agreement after adapting it as necessary for the purposes of that 
Framework Agreement but without completing the highlighted gaps in it.  

c)  When the Company subsequently uses the Order Form for a particular Call Off Contract, it will 
need to take the version of it that was included in the Annex to Schedule 1, and then, in 
consultation with the Supplier, complete the gaps as necessary. The Company will then sign 
and submit the Order to the Supplier.   

SOFTWARE SUPPORT & MAINTENANCE: ORDER FORM 

1. This Order Form: 

1.1 has been completed and signed by the Company; 

1.2 submitted by it to the Supplier pursuant to paragraph 1.1 of the Ordering 
Procedure. (The Ordering Procedure is set out in Schedule 1 of the IT 
Services Framework Agreement.);  

1.3 is the Company’s request to the Supplier to supply services comprising 
software support and maintenance as detailed below (“Services”); and  

1.4 is an offer by the Company to enter into a Call Off Contract for the Services.  

2. The following are further details and/or a fuller description of the elements of and/or 
the set of services [comprising] OR [included in] the Services that the Company 
requires: <<insert detailed description of service>>.  

The other material details of the elements and/or set of services [comprising] OR 
[included in] the Services described above and the supply of those Services are as 
follows: <<insert other material details>> ] 

3. [1 In addition to the elements and/or set of services described in paragraph “2” above, 
the Services include other elements and/or a further set of services. The following are 
further details and/or a fuller description of the further elements of and/or set of 
services included in the Services that the Company requires: <<insert detailed 
description of service>>.  

The other material details of the further elements or set of services included in the 
Services described above and the supply of those Services are as follows: <<insert 
other material details>> ] 

4. The Relevant Call Off Terms that will be applicable to all of the Services covered by 
this Order Form are set out in Schedule 2[2] OR [3] OR [4] OR [5] OR [6] of the IT 
Services Framework Agreement.  

5. The Supplier should within no more than [seven (7)] days acknowledge receipt of this 
Order Form and notify either its acceptance of this offer or that it declines this offer. 

                                                
1
 Paragraph 3 should be included to cover any further elements or sets of service purchased under this Call Off Contract. If there are to be any 

further elements or sets of services in addition to those set out in 2 and 3, then insert and complete, as necessary, one or more paragraphs using 
the same wording as per  “3”, adding the relevant information to each additional paragraph. 
2
 Amend so that the only Schedule referred to here is the one containing the Software Support & Maintenance Terms. All of the elements and sets 

of services covered by paragraphs “2”, “3” etc above will be governed by those Software Support & Maintenance Terms. Any type of IT services 
other than software support and maintenance should be purchased using a separate Order Form which relates to the appropriate set of Terms 
and the type of service concerned, e,g, software development and licensing, or IT support, or hardware & software services.   
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6. If and when the Supplier accepts this offer, the Supplier and the Company will 
thereby be deemed to enter into a Call-Off Contract for the provision of the Services. 

7. [The following details are deemed to be an Annex to the Relevant Call Off Terms 
applicable to the Call Off Contract for the purposes of Clauses 7.4 and 7.6.2 of the 
Framework Agreement.  

Clause 7.4: In relation to the Call Off Contract, the Company, as Data Controller, and 
the Supplier, as Data Processor, agree that the details of the personal data to be 
processed by the Supplier, as Data Processor, are as follows: 

a) type(s) of personal data: <<specify>>  

b) scope of processing:<<specify>> 

c) nature of processing: <<specify>> 

d) purpose of processing: <<specify>> 

e) duration of processing <<specify>> 

Clause 7.6.2: In relation to the Call Off Contract, the Company, as Data Controller, 
and the Supplier, as Data Processor hereby agree that the technical and 
organisational measures to be taken by the Supplier as Data Processor to protect the 
personal data from unauthorised or unlawful processing, accidental loss, damage or 
destruction are as follows: 

<<insert details of the technical and organisational measures>>] 

8. The following Annexes form part of this Order Form 
 

ANNEX 1 
 

The Software Specification 
 
This is software that provides facilities to: 
<<e.g. enable the secure management of HR records, staff expenses and pension 
administration>> 

ANNEX 2 
 

The Equipment 
 
1. Hardware  
  
<<Insert Details>> 
 
2. Operating System  
  
<<Insert Details>> 
 
3. Third Party Software  
    
Supplier   
<<Insert Details>> 
 
Name   
<<Insert Details>> 
 
Version  
<<Insert Details>> 
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ANNEX 3 
 

Annual Support and Maintenance Fees 
 
For first 12 months  
   
On signature £      
 
On delivery £       
   
After first 12 months  
At start of each period [£     ] OR [     % of total fees of licences purchased]  
Training: <<Insert Details>> 
 
Additional charges as per the Relevant Call Off Terms:  
On invoice £      per day  
   

ANNEX 4 
 

Location 
 
[<<insert details>>] OR [such other premises as may be used by the Company.]  
  

ANNEX 5 
 

Storage Media 
 
<<insert details>> 
  

ANNEX 6 
 

Locations/Countries 
 
<<insert details>> 
  

ANNEX 7 
 

Training and Set-up 
 
1 The Supplier will at no additional cost to the Company provide up to <<..>> day's training 

and in connection with the first installation only. 
 
2 Training will thereafter be provided (for multiple users) at the rate specified in Annex 3. 
 
3 The Supplier will also provide one person on site for the first 5 days to assist users, set 

up data and integrate software to data feeds. 
 

Signed by   ……………………… 

Name ………………………. 

on behalf of the Company 

Dated …………………………….. 
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Signed by ………………………… 

Name ………………………. 

on behalf of the Supplier 

Dated …………………………………. 
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