Appendix 9 

Quotes Template


	Provider’s / contractor’s Name

address
	
	Children’s Centre

	
	
	Address

	
	
	

	
	
	Tel:

Fax:

E-mail:

Date


Dear …………

REQUEST FOR A QUOTE FOR …………………………………………

Please can you provide ………………. Children’s Centre with a quote for the following service / goods by completing the form attached overleaf.  A copy of the  Terms and Conditions are attached.

[The Children’s Centre should Either complete the boxes below or if more appropriate, attach the “Service Specification”, Appendix 1 and make appropriate reference  to it here.]
	Description of service / goods required:



	Time frame:


	Other requirements / criteria:




If you have any queries about this request please contact:

[Insert Name, address and contact details (tel. / fax. / e-mail) of someone in Children’s Centre]

It is the Children’s Centre intension to inform you of the outcome of this enquire no later than ……/……/ 2009.

Signed:


…………………………………….

Name: 
…………………………………….

Designation: 
…………………………………….

Commissioning Officer under Contract Regulations

TO BE COMPLETED BY THE PROVIDER / CONTRACTOR:

	
	Tick Box

	I / my organisation is able to supply the requested services / goods as described in the attached Request for a quote.
	

	I / my organisation is able to supply the requested service / goods as described in the attached request with the following amendments:

Amendments are:

………………………………………………………………………..…………

……………………………………………………………..……………………

…………………………………………………..………………………………

………………………………………………………………………………….
	

	Price:

…………………………………………………..………………………………



	Provider / contractor’s contact details are:

Name: 
…………………………………….

Address: 
…………………………………….

Tel No: 
…………………………………….

Fax No: 
…………………………………….

e-mail: 
…………………………………….

	Signed:


…………………………………….

Name: 
…………………………………….

Designation: 
…………………………………….




Terms and Conditions:

1.
DEFINITION OF TERMS

Contract Manager  - The Representative of the Children’s Centre who is responsible for managing the Contract ( detailed in 2.1)

Contract - The legal relationship between the Children’s Centre and Provider. Consisting of,  Conditions of the Contract (A), Specification (B) and Monitoring

Arrangements (C)

Contract Period - The duration of the Contract as detailed in Clause 3
Council - Hertfordshire County Council acting through its Children Children’s Centres and Families Department

Directive:  means the EC Acquired Rights Directive 77/187 as amended

Provider - The Organisation to provide the Service as detailed in the Service Specification. 

Regulations:  means the Transfer of Undertakings (Protection of Employment) Regulations 1981 as amended or modified from time to time; 
Relevant Transfer: means a relevant transfer for the purposes of the Regulations; 

Senior Manager - The representative of the Provider responsible for the management of the Service (detailed in 2.2)   

Service  - The Service provided in accordance with the Conditions of the Contract (A) and the Service Specification (B)

Service User  - Child, young person, parent, carer or family for whom the Service is provided, in accordance with the Service Specification (B) 

Service Specification - The description of the Service to be provided (B)

Staff - Any employee or volunteer engaged by the provider in the execution of the Service detailed in the Service Specification (B)

Transferring Employee: means an employee of the Provider whose contract of employment becomes, by virtue of the application of the Regulations in relation to what is done for the purposes of carrying out this Contract between the Council and the Provider, a contract of employment with another body or organisation (including for the avoidance of doubt the Council) 

Warner Report - Department of Health - Choosing with Care 1992

Attach the Terms and Conditions from Letter of Agreement  or Mid Contract once adapted to the particular service
Attach the Criminal Records Bureau Disclosure Criteria
Use this template for contracts value at up to £50k and then use:





Letter of Agreement for purchases under £10,000 or less.  Appendix 3





Mid Term Contract for purchase over £10,000 but less that £50,000.  Appendix 4


 








