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7. [bookmark: _Hlk116471178]Modern Slavery Act statement signed (see the form below)
8. Quotation addressed to: 
University of Cambridge, Faculty of Divinity, West Road, Cambridge, CB3 9BS
[bookmark: _Hlk116470369]On headed paper with the supplier’s details:
· 	Registered name, 
· 	Address, 
· 	Number, 
· 	Charity number, 
· 	VAT registration number, 
· 	Contact details (www, email, phone number),
· 	Service/goods description,
· 	Price, 
· 	VAT rate

9. [bookmark: _Hlk116471260]Signed service agreement
10. Invoice
Schedule 1 - Competition Procedures
If the contract’s total value equals or exceeds £5,000, obtain three quotations from various potential suppliers. If this is not possible, explain the circumstances in a dispensation from normal competition requirements using an online form, and when granted, forward the notification to the finance team.
https://www.procurement.admin.cam.ac.uk/information/dispensation


 
or download from website. 
	

	Include the supplier’s bank details, full name, full address, contact details (email) and service details. Indicate any extra costs (travel/material) and then they can be included on the invoice together with the fee.


Or download from the Procurement website.
To obtain Tax Clearance Number for a service provider, fill the form:
https://www.finance.admin.cam.ac.uk/fd3-employment-status-form

Obligatory elements to include on invoices from suppliers:
· Addressed to: 
University of Cambridge, Faculty of Divinity, West Road, Cambridge, CB3 9BS
· Supplier’s registered name
· Supplier’s registered number
· Supplier’s full address
· Supplier’s VAT registration number
· Supplier’s bank details
· Invoice unique number
· Invoice date
· Purchase Order number (issued by Faculty of Music, to issue a PO firstly the supplier must be set up)
· Description of the service/goods provided
· Net cost
· Number of items/services
· Total net amount
· VAT rate
· VAT amount for each rate
· Gross amount


[bookmark: _MON_1725263868]Simple invoice template (or see below):	

VAT 
CU’s VAT registration number is GB 823 8476 09.
Purchasing goods from outside the EC - When buying goods from countries outside the EC VAT will not be charged by the supplier. However, both VAT and duty will be applied when the item comes through Customs at the port of entry, if applicable, and is usually charged via your import agent.
Purchasing services from outside the UK - The overseas supplier should not charge VAT on its invoice. This is not as beneficial as it might seem because the University is required by law to charge itself VAT at the UK standard rate of 20% (if the services would have been subject to standard rate VAT if purchased in the UK).  This puts the University in the same position as if we had received the supply from a UK supplier rather than from one outside the UK.
Provide the University's VAT number (GB 823 8476 09) to demonstrate you are a business customer or the supplier may charge you VAT at the rate applicable in their country.


Invoice template
Supplier’s full name
Supplier’s address
Email
Phone

University of Cambridge
Faculty of Divinity 
West Road, Cambridge, CB3 9BS

PO number:
Invoice date: YYYY-MM-DD
Invoice number: 1

Service: [service description plus any extra costs – as per contract] 

Net Price: GBP
VAT rate:
Total to pay: GBP

Bank details:
IBAN: 
BIC: 
BANK
Sort code & bank account number:
Bank account name:
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		University of Cambridge

Faculty of Music

11 West Road

Cambridge CB3 9DP





		

[Supplier name]

[Supplier address]

[Town]

[Postal code]


[Phone number:]

[Email address:]



[date]

		



		

		





Dear [name],



This letter sets out the terms on which we agree that you will provide services to the University (“this Contract”):



		Services and Deliverables (“the Services”)

		



		Price, exclusive of VAT (“Fees”)

		



		Expenses which may be claimed, if any

		



		Payment terms

		Invoice on completion of the Services. Payment will be made within 30 days of the end of the month in which the University Representative receives a

correct invoice.



		Start Date

		



		End Date/Delivery Date

		







You agree to provide the Services in a fully professional manner, in accordance with all legal requirements, to meet all agreed timescales. Any errors will be promptly corrected at your own expense.



[NAME] is the University’s representative for this Contract, with whose reasonable instructions you must comply. Direct any queries to them. Keep records and time sheets for all work done. Keep the University Representative fully informed as to performance and progress of the Services.



Unless otherwise agreed, you will provide all equipment and materials. You will only use for the provision of the Services and take proper care of material provided to you (documents, data, information or physical property etc) and not remove anything from University premises unless agreed.



		11 West Road Cambridge CB3 9DP



		Tel: +44 (0)1223 61309



		Email: jamm2@cam.ac.uk



		www.mus.cam.ac.uk
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You may not have the work undertaken on your behalf by a suitably qualified and briefed person



All intellectual property rights created in the course of providing the Services will belong to the University. You retain ownership of any intellectual property or materials created prior to or independently of this Contract. You must have in place all permissions necessary to use third party materials in provision of the Services.



The University shall be entitled, at any time and without having to have or give any reason, to terminate the Agreement by giving you not less than seven days’ written notice. On termination the University shall only be liable for (a) such proportion of the Fees as may be reasonable for work properly done and (b) expenses properly incurred, prior to the date of termination. On termination you will return all materials and keys provided to you, together with all work in progress.



The University may, in its absolute discretion, determine that it is required by law (for example under legislation relating to Off Payroll Working) to deduct tax and/or Employee’s National Insurance Contributions from the Fees before payment. The University shall also be entitled to deduct from the Fees Employer’s National Insurance contributions and any other sums which it is legally required to pay as a consequence of such determination. You are expected to have taken into account the possible deduction of such amounts in the calculation of the Fees. You shall provide to the University all such information as it may reasonably require for the purposes of such determination or deduction, including the National Insurance number of any individual involved in the provision of the Services.



You must keep confidential at all times during and after the completion of the Services (a) all personal data and (b) all matters relating to the University, its research and its business not already in the public domain. You may not use the University’s name or logo for any purpose (including client lists) without consent or make any commitments on behalf of the University.



When the University engages a new supplier, we need to assess whether self­employed individuals or people providing services through companies should be deemed to be employees for tax purposes ("off-payroll workers"), resulting in an obligation on the University to account for PAYE and NI. To fulfil this statutory obligation we need to check some of the supplier's personal information against publically available sources e.g Companies House and we may share this information with third parties such as our external employment tax advisers. This information is retained for six years in case we need to provide evidence to HMRC during tax audits. For general information on how we handle personal data, see:

https://www.information-compliance.admin.cam.ac.uk/data-protection/general-data.



If you agree the above terms, please sign and return the enclosed copy of this letter. 



Please also sign and return a copy of the Modern Slavery Act statement (appended) and let me have your bank details. If your payment is to be made to a UK-based bank, bank details should be provided via a redacted bank statement. 



Yours Sincerely

		







		Agreed and accepted





(contractor) …………………………
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Template - invoice.docx
Supplier’s full name

Supplier’s address

Email

Phone



University of Cambridge

Faculty of Music 

11 West Road, Cambridge, CB3 9DP



PO number:

Invoice date: YYYY-MM-DD

Invoice number: 1



Service: [service description plus any extra costs – as per contract] 



Price: GBP



Bank details:

IBAN: 

BIC: 

BANK

Sort code & bank account number

Bank account name
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Identify nature and approx value of supply
Can you use an existing supplier?

- Check preferred suppliers

- Check MarketPlace

- Check other existing suppliers on CUFS

Check Fin Regs
- Do you need quotes or a tender OR
- Do you need a dispensation

Is it services?
- Complete FD3 and obtain Tax Clearance

Collect evidence
- Dispensation number

- Tax Clearance number

- Trading address

- Company registration number
- Charity registration

- VAT registration
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Modern Slavery Supplier Compliance Statement.pdf


Modern Slavery Supplier Compliance Statement 
A. Explanatory Information 
Modern slavery encompasses slavery, forced and compulsory labour, and human trafficking 
whereby individuals are deprived of their freedom and are exploited for commercial or 
personal gain.    The Modern Slavery Act 2015 sets out the relevant criminal offences 
applicable to everyone. It also requires that, if you are an organisation with an annual 
turnover of over £36 million,  


The University is committed to a zero tolerance approach to modern slavery and to acting 
with integrity in all its dealings, relationships, and supply chains. It expects the same high 
standards from all its staff, suppliers, contractors, and those with whom it does business. 


Modern Slavery policy applies to all employees, workers, consultants, and 
other persons doing business with the University including all its wholly owned companies, 
contractors, and suppliers and can be found at 
https://www.registrarysoffice.admin.cam.ac.uk/governance-and-strategy/anti-slavery-and-
anti-trafficking 


Before confirming any new suppliers requests or agreeing further business with a supplier, 
the University requires prior written confirmation from you that you are compliant with the 
Modern Slavery Act 2015 and with all applicable anti-slavery and human trafficking laws, 
statutes, regulations from time to time in force whether in the UK or outside the UK if 
applicable (unless you have a written agreement containing the appropriate clauses).  This 
can be provided by signing the Statement below and returning it to the University 
Departmental contact.                      ]. 


B. Statement 


You confirm that neither you, your employees, workers or organisation have been convicted 
of any offence involving slavery and human trafficking nor have been the subject of any 
investigation or enforcement proceedings regarding any such offence or alleged offence.  If 
you use sub-contractors you agree to use your best endeavours to obtain the same 
confirmation from them and to ensure that your supply chains are slavery and human 
trafficking free.  You will inform the University immediately if you become aware of any 
actual or suspected slavery or trafficking connected to your organisation.    


You agree that the University may terminate this agreement being made with you including 
any purchasing order or request or activation request with immediate effect if you are in 
breach of this statement or if you fail to notify us of any connection to modern slavery or are 
subject to an investigation, enforcement proceedings or are convicted of any relevant 
offence.  


 


Signed          Date 


Print Name 


For and on behalf of  






