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				PART A - GENERAL INFORMATION

1. 	DEFINITION OF TERMS

	1.1 
	 Bid
	means a Bidder’s response to this RFQ

	1.2 
	 Bidder
	means the entity responding to this Request for Quotation.

	1.3 
	Bidder’s Representative
	means the Bidder’s representative who will coordinate all communications with OxLEP’s Representative in relation to this Request for Quotation.

	1.4 
	 Method Statement
	means the outline description of how the Bidder proposes to perform or deliver the Service.

	1.5 
	OxLEP
	means Oxfordshire Local Economic Partnership

	1.6 
	OxLEP’s Representative
	means the Compliance Manager or Growth Hub Manager at OxLEP, who will coordinate all communications with the Bidder in relation to this Request for Quotation.

	1.7 
	Request for Quotation
(RFQ)
	 means this document and all its appendices which have been sent to all Bidders.

	1.8 
	Service
	means the goods, works and/or services sought by OxLEP in accordance with the provisions of this Request for Quotation.

	1.9 
	Specification
	means the description of the Service contained in Appendix 1 to this Request for Quotation.




2. 	BACKGROUND TO THE PROCUREMENT

2.1   	Oxfordshire Local Enterprise Partnership (OxLEP) requires a supplier to build on our already best in class Growth Hub offer for Oxfordshire SME’s.  

2.2	Bidders are invited to quote for the provision of the Services described at Appendix 1 Specification, anticipated to commence on 1 April 2023 and be complete by the 31 March 2025.

2.3   	Bidders potentially may be called for a clarification interview.

3. 	INSTRUCTONS FOR COMPLETION AND RETURN OF RFQ
[bookmark: _Hlk7678755]Please e-mail any question(s) regarding this document and/or the RFQ process to charlotte.bright@oxfordshirelep.com and sarah.beal@oxfordshirelep.com
3.1 Questions and answers will be added to the OxLEP website. All questions must be received by midday on 16 February 2023. No questions will be answered after that date.

3.2 The documentation to be returned to OxLEP is listed as Sections A, B, C, and D of this RFQ. Failure to submit all documentation may result in your Bid being discounted.

3.3 Additional attachments should be clearly labelled in relation to the Section and question. In addition, please indicate under the relevant question that this has been done.

3.4 Bids must be in English.

3.5 If you reproduce the RFQ, the paragraph numbering, content or wording of the questions must not be changed in any way.

3.6 Where a question is not relevant to your organisation, you should respond “Not Applicable”.

3.7 Please do not supply general marketing, promotional or similar material in response to a question, unless such material is specifically requested or the material supplied is particularly relevant to the question. In either event, the material should be marked clearly to show your name, the number of the question to which it relates and, if appropriate, the page number or the section of the material which is relevant.

3.8 OxLEP may require you to clarify any part of your Bid or to supply additional information if it considers this appropriate.

3.9 Where this RFQ refers to UK legislation, qualifications, codes or similar matters you should, if you are established outside the UK, base your response on the equivalent legislation, qualifications or codes that apply in the relevant domestic jurisdiction.

3.10 If you are a member of a group of companies (e.g. sister organisation, subsidiary etc.), the Bid should be completed on behalf of your organisation only and not on behalf of the group as a whole (except where group information is specifically requested).

3.1 OxLEP will not accept a Bidder’s terms of business in lieu of or in addition to the conditions included at Appendix 2. By submitting a Bid, Bidders are agreeing to be bound by the conditions at Appendix 2 without further negotiation or amendment should their Bid be accepted, unless changes are agreed by OxLEP and such changes notified to all Bidders prior to Bid submission.
[bookmark: _Hlk7678794]
3.2 Please return an electronic copy of your Bid including any supporting material by e-mail to:
[bookmark: _Hlk7679250][bookmark: _Hlk92897394]sarah.beal@oxfordshirelep.com and charlotte.bright@oxfordshirelep.com

3.3 Please use a delivery and read receipt on your email to confirm it has been delivered. OxLEP will confirm receipt of your Bid but this may not be until after the deadline.

3.4 Failure to submit your Bid by the closing time and date will result in your Bid not being evaluated.

3.5 Bids must remain valid and open for acceptance for three months from the closing date for return of the RFQ.
4. 	AWARD CRITERIA

4.1 	Each Bid received will be evaluated against a range of scored and mandatory
	criteria. 

4.2	Phase 1
Each Bid will be evaluated against a range of mandatory criteria as set out in Table 1: 

Table 1 Scored criteria for this RFQ and respective weightings:

	Question ID
	Question
	Weighting %

	A1
	Bidder Information
	Information Only

	A2
	Mandatory Rejection Criteria
	Pass/Fail

	A3
	Discretionary Rejection Criteria
	Pass/Fail

	A4.1
	Insurance
	Pass/Fail

	A4.2
	Equality & Diversity
	Pass/Fail

	A4.3
	Safeguarding
	Pass/Fail

	A4.4
	Health & Safety
	Pass/Fail

	A4.5
	Data Protection/GDPR
	Pass/Fail

	A4.6
	Environmental Management
	Pass/Fail

	A5
	Previous Contracts
	Information Only



Where a Bidder answers Yes to questions 4.2.2, 4.3.2, 4.4.4, 4.5.3 and 4.6.1, a Pass will be subject to evidence of investigation and/or corrective action implemented to the satisfaction of OxLEP.

4.3   Phase 2
	Bidders must pass Phase 1 for their Bid to be evaluated at Phase 2.

        The scored criteria using the mechanism for scoring set out in Tables 2 and 3
        Respectively and the mechanism for scoring Price set out in Table 4.

Table 2 Scored criteria for this RFQ and respective weightings:

	Criteria
	Weighting (%)
	Sub-Criteria
	Weighting (%)
	Max score

	Price
	20%
	
	20%
	2

	Social Value
	10%
	Understanding including approach, processes, subcontract arrangement and delivery
	10%
	1

	Net Zero/fighting climate change
	10%
	Understanding and approach
	10%
	1

	Experience

	30%
	Relevant knowledge and skills
	20%
	2

	
	
	Evidence of delivery to tight timescales – end to end process including evaluation
	10%
	1

	Methodology
	30%
	Initial understanding of business support programmes
	10%
	1

	
	
	Approach to delivering the Growth Hub programme
	10%
	1

	
	
	Understanding of businesses and the Oxfordshire business environment
	10%
	1



Please note that if there are any mandatory requirements in the Specification which are not met, OxLEP will treat your Bid as non-compliant.

Table 3 Scoring mechanism for each scored criteria of this RFQ:

	Very Good - answer that covers the Specification with additional value elements
	9-10

	Good - answer that covers the Specification or almost all aspects of the Specification
	7-8

	Satisfactory - answer covering the main points of the Specification
	5-6

	Unsatisfactory - answer with some references to the Specification
	3-4

	Poor - answer with a vague reference to the Specification
	1-2

	Question not answered
	0



Scores out of 10 will be weighted and then divided by 10 to achieve a total score out of 10 for each response in line with Table 2.

Table 4 Scoring mechanism for Price

      Bidders’ price scores will be calculated based upon the lowest price submitted by Bidders.

The Bidder with the lowest price will be awarded the full score of 3, with the remaining Bidders gaining a pro-rated score in relation to how much higher their prices are when compared to the lowest price.

In the example below price is scored out of 3:

	Tenderer
	Price
	(price - lowest price) / lowest price = % of price which is above lowest price
	Score 
Maximum points x (100% - % of price which is above lowest price)

	1
	£100
	(£100 - £100) / £100 = 0.00%
	3 x (100%-0%) = 3

	2
	£125
	(£125 - £100) / £125 = 20.00%
	3 x (100% - 20.00%) = 2.4

	3
	£150
	(£150 - £100) / £150 = 33.33%
	3 x (100% - 33.33%) = 2.0

	4
	£175
	(£175 - £100) / £175 = 42.85%
	3 x (100% - 42.85%) = 1.715

	5
	£200
	(£200 - £100) / £200 = 50.00%
	3 x (100% - 50.00%) = 1.5

	6
	£300
	(£300 - £100) / £300 = 66.66% 
	3 x (100% - 66.66%) = 1



There is no minimum turnover criteria for this procurement, however you should provide accounts (or equivalent) for your previous financial year. If these are unavailable, you must explain why.


4.4	Phase 3
	
	If necessary following the scoring phase, the top scoring Bidders will be invited to an interview stage.

This will include an initial presentation on their bid and structured questions focused on kay areas for clarification. Each Bidder invited to interview will be asked the same questions.

If required, interviews will take place on 2 March 2023 and bidder should ensure they can be available.

4.5 OxLEP reserves the right to:

4.5.1 	waive or change the requirements of this RFQ from time to time without prior (or any) notice;

4.5.2	withdraw this RFQ at any time, or to re-invite Bids on the same or any alternative basis;

4.5.3	choose not to award any contract as a result of the current procurement process, or to award the contract in part.

4.6	OxLEP will not be liable for any bid costs, expenditure, work or effort incurred by a Bidder in proceeding with or participating in this RFQ process including if the process is terminated or amended by OxLEP.

5.	ADDITIONAL INFORMATION

[bookmark: _Toc358103390]Freedom of Information
All information provided by you in your response to this RFQ will remain confidential and will not be disclosed to any other party except where required for official audit purposes or to the extent that OxLEP considers that disclosure is required pursuant to the Freedom of Information Act 2000 or any other applicable legislation, legal requirement or code of practice.

[bookmark: _Toc358103391]Confidentiality
By receiving this RFQ you agree to keep confidential the information contained in the RFQ or made available in connection with further enquiries and questions. Such information may be made available to your employees and professional advisers for the purpose only of responding to this RFQ.

[bookmark: _Toc358103392]Material Changes
At any time before the award of the contract, OxLEP reserves the right to disqualify any organisation whose circumstances change to the extent that it ceases to meet the selection criteria or makes a material change in respect of its Bid unless substantial justification can be provided to the satisfaction of OxLEP.  Where a Bidder becomes aware after having submitted a Bid of a change in circumstances or information supplied, it should notify OxLEP of this as soon as possible.
6.	INDICATIVE RFQ TIMETABLE
The deadline for the return of the RFQ is as set out here unless otherwise notified by OxLEP. All other dates are indicative only and subject to change.

	Activity
	Date

	Advert placed on OxLEP website and Contracts Finder
	1/2/2023

	Final date for submission of RFQ questions
	16/2/2023 - midday

	Time period in which questions will be answered
	20/2/2023 – midday

	RFQ closing time and date
	24/2/2023 - midday

	Interview date (if required)
	2/3/2023 - TBC

	Notification of award outcome to Bidders (latest)
	3/3/2023 - midday

	Contract start date 
	1 April 2023



Proposals must be submitted by midday on the 24 February 2023

Appendix 1

Specification

Oxfordshire Local Enterprise Partnership (OxLEP) requires a supplier to set up, implement, manage and deliver a best in class Growth Hub offer for Oxfordshire. This offer should run from 01 April 2023 to 31 March 2025. The value of this opportunity is up to £400,000 excluding VAT.

About us
The Oxfordshire Local Enterprise Partnership (OxLEP), formally launched by the Business Minister, Mark Prisk MP, in March 2011 is responsible for championing and developing the Oxfordshire economy. OxLEP has made considerable progress in strengthening Oxfordshire's economy by establishing robust and effective relationships between businesses, academia and the public sector.
This strong partnership is reflected within our Board - a body of Non-Executive Directors who are leaders within education, business and local authorities across Oxfordshire. With their support OxLEP can act as an informed, independent advocate for those driving innovation and growth across the county. In addition, we are also able to prioritise the key programmes needed to address priority deficiencies identified in Oxfordshire.

Background 
Oxfordshire is home to thousands of great businesses and is one of the strongest engines for growth in the UK. With over 33,000 VAT registered businesses across
a broad range of sectors. Oxfordshire has a well-balanced, resilient economy which has been instrumental to its track record of continued growth. However, many firms continue to struggle to grow and scale and do not translate ideas into business growth as well as some other competitor locations.

The Oxfordshire Growth Hub exists to help small businesses (SMEs) find the support they need. We offer prompt, friendly, impartial advice and will signpost them to the right support for their business by directing them to expert advice and national and local support programmes.

Currently the Growth Hub provides business support through two European Regional Development Fund projects, both of which end activity in April 2023 with financial close in July 2023, as well as providing one to one support including mentoring, a series of webinars, in person workshops and events, start-up clubs, peer networks and Foundations to Growth.   There are over 20 advisors currently available to Oxfordshire businesses and this breadth of experience and support is critical to the delivery of a comprehensive programme of support. 

The Innovation Support for Business (ISfB) programme is designed to support Oxfordshire’s innovative entrepreneurs and SMEs through support including: 'Go-create' capital and revenue grants from £1,000, coaching and mentoring 1:1 support, workshops, seminars and master classes and access to equipment, expertise and resources through the Agile and Prototyping Labs at Begbroke and the Eco Business Centre at Bicester.

The eScalate programme is designed to support Oxfordshire’s small and medium sized enterprises (SMEs) that are scale-ups or have scale-up potential, and socially minded enterprises. The programme provides: 
· Access to 12 hours of 1:1 support for small businesses that are growing, have potential to grow or have an appetite to grow and are working towards increasing market share, revenues, staff or have struggled with access to finance or need investment readiness support.
· A dedicated support programme delivered by six Hubs for small businesses that have a purpose beyond profit, are contributing to social and / or environmental good, would like to be more purposeful or are working on or want to work on a project which improves their social impact.

For the last 3 years OxLEP Business has been providing Oxfordshire SMEs with very  much needed support. 

Oxfordshire has a well-balanced, resilient economy and is one of the strongest engines for growth in the UK. However, a wide range of Oxfordshire businesses still require support, UK’s departure from European Union and current cost of living challenges have hit many businesses hard.  Responding to these challenges the OxLEP Business continues to focus on three interlinked missions:
· Restart: getting businesses back operating over the first 6 months of lockdown 
· Recover: helping businesses to get back to profitability 
· Renew: Building better, stronger and greener businesses
Between April 2021 and April 2022 OxLEP Business:
· Engaged 2,670 businesses providing over 6000 hours of business support
· 1,683 Businesses completed our Business Support tool
· Provided support worth £3 million
· Help safeguarded or create 388 jobs






In this current financial year OxLEP Business has:


	KPI
	Output

	Number of jobs created (direct and supported) and safeguarded.
	Created: 42.5
Safeguarded: 63

	Number of businesses supported
	 509

	Hours of support provided to SMEs
	1840

	Number of businesses triaged through online business support tool
	 601

	Number of referrals to other programmes, including ERDF and Skills
	 1026



Support provided to Oxfordshire SME’s is very much client led meaning we have flexed the support provided as required requiring us to be fleet of foot. This will be vital with this 2-year contract. 

We continue to be committed to helping businesses Start, Restart, Recover and Renew, helping them protect jobs and grow.  
Purpose 
To further develop the Oxfordshire Growth Hub Business Support offer
OxLEP seeks proposals from consultants to further develop the Growth Hub offer, to build collaborations and to deliver the activities as an integrated contract in line with the Oxfordshire Economic Renewal Plan, that complements the existing support available under the OxLEP Business banner.

The proposals should demonstrate how the consultants help OxLEP Business create an Oxfordshire SME community.  In addition, the tender requires successful consultants to deliver the following activities:
· Outreach to generate new contacts amongst the Oxfordshire business community
· Work with OxLEP Business team to further develop current online business support tool which acts as the gateway to all future business support activity. 
· Support triage activity where required to businesses against a menu of business support options to identify the most relevant and most suitable support solutions for them. 
· Work with OxLEP Business team to create individual bespoke business support plans as a result of SME’s completing our online business support tool
· Design, direct and deliver an appropriate series of support activities for each stage of a business’s journey including for example (but not exhaustive):
· Business Basics
· Business Planning
· Business Survival
· Investor Pitching
· Technical aspects of Investment:
· Business Valuation; understanding the true worth of your tangible/intangible assets, liabilities, and income
· Understanding investor due diligence 
· Growth activity
· Workshop/webinar support
· Peer Networks 
· Mentoring

· Generate new client pipeline and maximise on existing clients who are interested in the support offered by OxLEP business. 
· Work alongside OxLEP comms team to develop marketing and communications materials to engage businesses with the Growth Hub, to promote the support offered and to celebrate achievements, including case studies of supported businesses.
· Provide programme management support for the Growth Hub, i.e. non-ERDF funded activities, including all back office administration, programme monitoring and reporting where require.  
· Evaluate delivery/impact at 6 months and post end of contract period. Proving a robust impacts report.
· Provide robust supply chain management of any third party engaged to support delivery of the programme
· Conduct post-support evaluation with businesses to gather feedback on the support provided and to identify to what extent the support has had an impact on the business
· Develop annual Business Support Impact report.
· Support OxLEP Business to develop a series of in person business support surgeries (drop in location)

In addition
Should funding be allocated to Growth Hubs for 23/24, we are anticipating that they will provide a steer in terms of the specific areas of support required however it is anticipated that from April 2023 we will be asked to place some focus on the following areas:
· Net Zero
· BAME
· Women in Leadership
· Scale Up/Growth

From a local perspective we also ask applicants to consider and evidence:
· Social Good 
· Net zero 
· Leadership
· Investment Readiness

OxLEP is seeking a breadth of advisors and experience as part of this offer. As such, it does not expect that a single consultancy will necessarily be able to deliver all the above elements itself, and therefore expects that some respondents will look to sub-contract elements of delivery. OxLEP will expect to see a clear and robust explanation for how these will be procured and managed to ensure that they offer quality service and value for money.

Current funding position
This contract is not dependent on Government funding award.  

Expected outcomes and targets 

	Outcomes
	Target

	Number of businesses light, medium, hard triaged - evidence through Business Support Plans and email traffic

	2500

	Number of new jobs created 
	80

	Economic recovery plans developed and monitored after 6 months

	500

	Referrals to other programmes/activities

	500

	Produce monthly data/reporting – end of contract reporting and recommendations
	Monthly

	Number of business surviving for at least 6 months as a result of receiving support

	200

	Jobs safeguarded in supported businesses

	600



· Applicants must provide a quarterly profile of targets within their responses and explain how these will be achieved.

· Applicants must submit a robust delivery plan with their responses ensuring support is maintained from the beginning of the financial year through to March 2025.

· 


Appendix 2

Contract Conditions



[bookmark: _MON_1633857076]




PART B – REQUEST FOR QUOTATION

SECTION A	COMMERCIAL INFORMATION – TO BE COMPLETED

A1 BIDDER INFORMATION

	A1.1 Bidder details
	Answer

	Full name of the Bidder completing the RFQ 
	

	Registered company address
	

	Registered company number
	


	Registered charity number

	

	Registered VAT number
	


	Name of immediate parent company
	


	Name of ultimate parent company
	


	
Please mark ‘X’ in the relevant box to indicate your trading status


	i) a public limited company                    
	 ▢  Yes


	
	ii) a limited company
	 ▢  Yes


	
	iii) a limited liability partnership
	▢   Yes


	
	iv) other partnership
	▢   Yes


	
	v) sole trader
	▢   Yes


	
	vi) other (please specify)
	▢   Yes


	
Please mark ‘X’ in the relevant boxes to indicate whether any of the following classifications apply to you

	i) Voluntary, Community and Social Enterprise (VCSE – defined as a non-governmental organisation that is value-driven and which principally reinvests its surpluses to further social, environmental or cultural objectives.)
	▢   Yes


	
	ii) Small or Medium Enterprise (SME) [footnoteRef:1] [1:  See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/] 

	▢   Yes


	
	iii) Sheltered workshop
	▢   Yes


	
	iv) Public service mutual
	▢   Yes




	A1.2 Contact details

	Bidder contact details for enquiries about this RFQ

	Name
	

	Postal address
	

	Country
	

	Phone
	

	Mobile
	

	E-mail
	




A2	MANDATORY REJECTION CRITERIA

You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved). 

If you have answered “yes” to question A2.1 on the non-payment of taxes or social security contributions, and have not paid or entered into a binding arrangement to pay the full amount, you may still avoid exclusion if only minor tax or social security contributions are unpaid or if you have not yet had time to fulfil your obligations since learning of the exact amount due. If your organisation is in that position please provide details using a separate Appendix. You may contact OxLEP for advice before completing this form. 

	A2.1 Within the past five years, has your organisation (or any member of your proposed consortium, if applicable), Directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Please indicate your answer by marking ‘X’ in the relevant box.

	
	Yes
	No

	(a) conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organised crime;
	

	

	(b) corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;
	
	

	(c) the common law offence of bribery;
	
	

	(d) bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010; or section 113 of the Representation of the People Act 1983;
	
	

	(e) any of the following offences, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities:
	
	

	(i) the offence of cheating the Revenue;
	
	

	(ii) the offence of conspiracy to defraud;
	
	

	(iii)	fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;
	
	

	(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006;
	
	

	(v) fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;
	
	

	(vi) an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993;
	
	

	(vii) destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;
	
	

	(viii) fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or
	
	

	(ix)	the possession of articles for use in frauds within the meaning of section 6 of the Fraud Act 2006, or the making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of that Act;
	
	

	(f) any offence listed—
	
	

	(i)	in section 41 of the Counter Terrorism Act 2008; or
	
	

	(ii)	in Schedule 2 to that Act where the court has determined that there is a terrorist connection;
	
	

	(g) any offence under sections 44 to 46 of the Serious Crime Act 2007 which relates to an offence covered by subparagraph (f);
	
	

	(h) money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002;
	
	

	(i) an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996;
	
	

	(j) an offence under section 4 of the Asylum and Immigration (Treatment of Claimants etc.) Act 2004;
	
	

	(k) an offence under section 59A of the Sexual Offences Act 2003;
	
	

	(l) an offence under section 71 of the Coroners and Justice Act 2009
	
	

	(m) an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994; or
	
	

	(n) any other offence within the meaning of Article 57(1) of the Public Contracts Directive—
	
	

	(i)	as defined by the law of any jurisdiction outside England and Wales and Northern Ireland; or
	
	

	(ii)	created, after the day on which these Regulations were made, in the law of England and Wales or Northern Ireland.
	
	

	
Non-payment of taxes
A2.2 Has it been established by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which your organisation is established (if outside the UK), that your organisation is in breach of obligations related to the payment of tax or social security contributions?
If you have answered Yes to this question, please use a separate Appendix to provide further details. Please also use this Appendix to confirm whether you have paid, or have entered into a binding arrangement with a view to paying, including, where applicable, any accrued interest and/or fines?
	
	





A3 DISCRETIONARY REJECTION CRITERIA

OxLEP may exclude any Bidder who answers ‘Yes’ in any of the following situations set out in paragraphs (a) to (j); 

	A3.1 Within the past three years, please indicate if any of the following situations have applied, or currently apply, to your organisation.
	Please indicate your answer by marking ‘X’ in the relevant box.

	
	Yes
	No

	(a) [bookmark: h.1fob9te]your organisation has violated applicable obligations referred to in regulation 56 (2) of the Public Contract Regulations 2015 in the fields of environmental, social and labour law established by EU law, national law, collective agreements or by the international environmental, social and labour law provisions listed in Annex X to the Public Contracts Directive as amended from time to time;
	
	  

	(b) your organisation is bankrupt or is the subject of insolvency or winding-up proceedings, where your assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State;
	
	

	(c) your organisation is guilty of grave professional misconduct, which renders its integrity questionable;
	
	

	(d) your organisation has entered into agreements with other economic operators aimed at distorting competition;
	
	

	(e) your organisation has a conflict of interest within the meaning of regulation 24 of the Public Contract Regulations 2015 that cannot be effectively remedied by other, less intrusive, measures;
	
	

	(f) the prior involvement of your organisation in the preparation of the procurement procedure has resulted in a distortion of competition, as referred to in regulation 41, that cannot be remedied by other, less intrusive, measures;
	
	

	(g) your organisation has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions;
	
	

	(h) your organisation—
(i)	has been guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria; or
(ii)	has withheld such information or is not able to submit supporting documents required under regulation 59 of the Public Contract Regulations 2015; or
	
	

	(i) your organisation has undertaken to
	
	

	(aa)	unduly influence the decision-making process of OxLEP, or
	
	

	(bb)	obtain confidential information that may confer upon your organisation undue advantages in the procurement procedure; or
	
	

	       (j)	your organisation has negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	



Conflicts of interest

In accordance with question A3.1 (e), OxLEP may exclude the Bidder if there is a conflict of interest which cannot be effectively remedied. The concept of a conflict of interest includes any situation where relevant staff members have, directly or indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence in the context of the procurement procedure. 

Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Bidder to inform OxLEP, detailing the conflict in a separate Appendix. Provided that it has been carried out in a transparent manner, routine pre-market engagement carried out by OxLEP should not represent a conflict of interest for the Bidder.

Taking Account of Bidders’ Past Performance

In accordance with question (g), OxLEP may assess the past performance of a Bidder (through a Certificate of Performance provided by a Customer or other means of evidence). OxLEP may take into account any failure to discharge obligations under the previous principal relevant contracts of the Bidder responding to this RFQ. OxLEP may also assess whether specified minimum standards for reliability for such contracts are met. 

In addition, OxLEP may re-assess reliability based on past performance at key stages in the procurement process (e.g. contract award stage). Bidders may also be asked to update the evidence they provide in this section to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed).

‘Self-cleaning’ 
[bookmark: h.3znysh7]
Any Bidder that answers ‘Yes’ to questions A2.1, A2.2 and A3.1 should provide sufficient evidence, in a separate Appendix, that provides a summary of the circumstances and any remedial action that has taken place subsequently and effectively “self-cleans” the situation referred to in that question. The Bidder has to demonstrate it has taken such remedial action, to the satisfaction of OxLEP in each case.  

If such evidence is considered by OxLEP (whose decision will be final) as sufficient, the Bidder concerned shall be allowed to continue in the procurement process.

[bookmark: h.2et92p0]In order for the evidence referred to above to be sufficient, the Bidder shall, as a minimum, prove that it has;
· [bookmark: h.tyjcwt]paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct;
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· [bookmark: h.3dy6vkm]taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct.

[bookmark: h.1t3h5sf]The measures taken by the Bidder shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by OxLEP to be insufficient, the Bidder shall be given a statement of the reasons for that decision

A4	All financial accounts and supporting information should wherever possible be in English and GBP Sterling. Where this is not possible, OxLEP will use an exchange rate for certain parts of its assessment of financial standing. The source of the exchange rate to be used and the rate itself will be notified to the Bidder by OxLEP at the time the assessment is made.

	
	FINANCIAL INFORMATION 

	
	

	A4.1
	Please provide one of the following to demonstrate your economic/financial standing; 
Please indicate your answer with an ‘X’ in the relevant box.

	
	(a) A copy of the audited accounts for the most recent two years
	

	
	(b) A statement of the turnover, profit & loss account, current liabilities and assets, and cash flow for the most recent year of trading for this organisation
	

	
	(c) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position
	

	A4.2
	[bookmark: h.4d34og8]Where OxLEP has specified a minimum level of economic and financial standing and/or a minimum financial threshold within the evaluation criteria for this RFQ, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out here.
	▢   Yes
▢   No    
▢   Not requested for this RFQ

	A4.3
	(a) Are you are part of a wider group (e.g. a subsidiary of a holding/parent company)?
If yes, please provide the name below: 
	Name of the organisation
	

	Relationship to the Bidder completing the RFQ
	


If yes, please provide Ultimate / parent company accounts if available. 
If yes, would the Ultimate / parent company be willing to provide a guarantee if necessary? 

If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank?)

	▢   Yes
▢    No






▢   Yes
▢    No
▢   Yes   
▢    No





A5 	OxLEP’s minimum insurance requirements for any contract(s) awarded for the goods and/or services covered by this RFQ are set out below. Evidence in the form of valid certificates of insurance for at least the sums set out below will be required prior to contract award.

	A5.1

	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:

Employer’s (Compulsory) Liability Insurance £5m
Public Liability Insurance = £5m
Professional Indemnity Insurance = £2m


* It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.
	▢   Yes

▢   No    




A6	Please provide details of up to 3 contracts performed during the past 3 years that are relevant to and demonstrate your experience in providing the Service covered by this RFQ. Although the information you provide will not be scored as part of this RFQ process, OxLEP may wish to use it in order to verify your relevant experience and capability. Please note therefore that the customer contact should be prepared to confirm the accuracy of the information provided should OxLEP wish to contact them.

	For each contract please provide the following information:
	
	Customer organisation name
	

	Customer contact name, position in organisation, phone number and email address
	

	Contract start date 
Contract completion date 
Estimated Contract Value
	

	Brief description of contract (max 150 words 















	





SECTION B	METHOD STATEMENT
Please describe how you propose to deliver the Service described in Appendix 1 Specification. 

You must:
· Set out the social value that you offer within this contract and how your business contributes to the society and community in which you operate. 
· Provide evidence that you have relevant knowledge and skills for this role
· Provide evidence of how you go about successfully building and embedding client relationships
· Provide evidence that demonstrates your initial understanding about Growth Hub potential clients
· Demonstrate your approach to meeting requirements for the Growth Hub
· Explain your plan for commencing and delivering the service
· Evidence how back-office support will be delivered including reporting, evaluation and data input
· Evidence how you will evaluate and produce impacts report
· Provide evidence of your understanding of Growth Hubs 
· Demonstrate a clear strategy on how you will work with OxLEP to deliver an enhanced Growth Hub including suggested themes including (but not exhaustive):
· Net Zero
· BAME
· Women in Leadership
· Scale Up/Growth
· Social Good 
· Net zero commitments
· Investment Readiness

METHOD STATEMENT









SECTION C	PRICING SCHEDULE METHOD STATEMENT (continued)


















[bookmark: _Hlk8291768]Please insert your quotation price for delivery of the Service set out in the Specification excluding VAT in GBP Sterling.

	Item
	Cost per day (£)
	Description / Assumptions

	
	£
	

	Total
	£
	Please specify how many days per week have been used to calculate the budget.



You should identify all potential cost components anticipated in your delivery of the Service described in Appendix 1 Specification within the consultancy rate. No additional costs for travel or expenses will be considered by OxLEP unless these are clearly stated in your Pricing Schedule response.
	
NB: This contract is within IR35 Legislation 

SECTION D   FORM OF QUOTATION

Contract for Oxfordshire Growth Hub Business Support project
To Oxfordshire Local Enterprise Partnership

I/we the undersigned DO HEREBY OFFER to provide the Service upon and subject to the terms and conditions set out in such Contract Conditions, Specification, and the pricing and rates contained in the Pricing Schedule and other documents as are contained or incorporated herein. This offer remains valid and open for acceptance for three months.

The amount of my/our Bid has not been calculated by agreement or arrangement with any person other than OxLEP and that the amount of my/our Bid has not been communicated to any person until after the closing date for the submission of Bids and in any event not without the consent of OxLEP.

I/we have not and will not enter into any agreement or arrangement with any person that they shall refrain from bidding, that they shall withdraw or vary the amount of any Bid once offered or otherwise collude with any person with the intent of preventing or restricting full competition.

I/we have not canvassed and will not, before the evaluation process, canvass or solicit any member or officer, employee or agent of OxLEP in connection with the award of the Contract and that no person employed by me/us has done or will do any such act.

Signature 				...............................................................
Duly authorised for and on behalf of the Bidder
(Electronic/typed signatures are acceptable) 

Position held				...............................................................

Name and Address			...............................................................
of Bidder 
...............................................................

...............................................................

Dated					...............................................................

It must be clearly shown whether the Bidder is a Limited Company, Corporation, Partnership, or Single Individual, trading in his own or another name, and also if the person signing is not the actual Bidder, the capacity in which s/he signs or is employed. 

SECTION E   BIDDER CHECKLIST	

Bidders should ensure that they have completed the following sections before returning their RFQ responses:

	
SECTION HEADING

	
COMPLETED?

	Section A Commercial Questions

	

	Section B Method Statement

	

	Section C Pricing Schedule

	

	Section D Form of Quotation

	



It is important that all sections are completed as failure to do so may result in your RFQ response not being considered.
All correspondence relating to this request for proposals should be directed to: 
Sarah Beal by email to sarah.beal@oxfordshirelep.com and
and  charlotte.bright@oxfordshirelep.com. Any questions raised by bidders will be published on the OxLEP website so all potential respondents can view them.  
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THIS AGREEMENT is dated [DATE]

PARTIES

[bookmark: _Ref_a122546]OXFORDSHIRE LOCAL ENTERPRISE PARTNERSHIP LIMITED incorporated and registered in England and Wales with company number 09549056 whose registered office is at Jericho Building - Activate Learning - Oxford Campus, Oxpens Road, Oxford, OX1 1SA (OxLEP);

[bookmark: _Ref_a169657][FULL COMPANY NAME] incorporated and registered in England and Wales with company number [NUMBER] whose registered office is at [REGISTERED OFFICE ADDRESS] (Consultancy).

AGREED TERMS

[bookmark: _Ref_a274564][bookmark: _Toc19259813]Interpretation

[bookmark: _Ref_a1054300]The following definitions and rules of interpretation apply in this Agreement (unless the context requires otherwise).

Activity Log:	a summary of activities carried out in pursuit of delivering the Services, in the form set out in Schedule 2.

Business of OxLEP:	championing Oxfordshire’s economic potential, acting as a catalyst and convener to drive a dynamic, sustainable and growing economy in Oxfordshire by establishing robust and effective relationships between businesses, academia and the public sector.

Business Day:	a day, other than a Saturday, Sunday or public holiday in England, when banks in London are open for business.

Commencement Date:	[DATE OF COMMENCEMENT OF ENGAGEMENT]

Confidential Information:	information in whatever form (including, without limitation, in written, oral, visual or electronic form or on any magnetic or optical disk or memory and wherever located) relating to the business, customers, products, affairs and finances of OxLEP for the time being confidential to OxLEP and trade secrets including, without limitation, technical data and know-how relating to the Business of OxLEP or any of its suppliers, customers, agents, distributors, shareholders, management or business contacts, including (but not limited to) information that the Consultancy or the Project Person/People creates, develops, receives or obtains in connection with this Engagement, whether or not such information (if in anything other than oral form) is marked confidential.

Data Protection Legislation:	the UK Data Protection Legislation and (for so long as and to the extent that the law of the European Union has legal effect in the UK) the General Data Protection Regulation ((EU) 2016/679) and any other directly applicable European Union regulation relating to privacy.

Deemed Employment:	an engagement to which Chapter 10 of Part 2 of the Income Tax (Earnings and Pensions) Act 2003 applies.

Engagement:	the engagement of the Consultancy by OxLEP on the terms of this Agreement.

Initial Term:	[STATE DURATION OF THIS AGREEMENT]

Insurance Policies:	commercial general liability insurance cover, employer's liability insurance cover, professional indemnity insurance cover, [cyber insurance cover] and public liability insurance cover.

Intellectual Property Rights:		patents, utility models, rights to Inventions, copyright and neighbouring and related rights, moral rights, trade marks and service marks, business names and domain names, rights in get-up and trade dress, goodwill and the right to sue for passing off or unfair competition, rights in designs, rights in computer software, database rights, rights to use, and protect the confidentiality of, confidential information (including know-how and trade secrets) and all other intellectual property rights, in each case whether registered or unregistered and including all applications and rights to apply for and be granted, renewals or extensions of, and rights to claim priority from, such rights and all similar or equivalent rights or forms of protection which subsist or will subsist now or in the future in any part of the world.

Invention:		any invention, idea, discovery, development, improvement or innovation made by the Consultancy or by the Project Person/People in connection with the provision of the Services, whether or not patentable or capable of registration, and whether or not recorded in any medium.

OxLEP Property:	all documents, books, manuals, materials, records, correspondence, papers and information (on whatever media and wherever located) relating to the Business or affairs of OxLEP or its customers and business contacts, and any equipment, keys, hardware or software provided for the Consultancy’s use by OxLEP during the Engagement, and any data or documents (including copies) produced, maintained or stored by Consultancy on the computer systems or other electronic equipment of OxLEP or the Consultancy during the Engagement.

Project Person/People:	the person or people that the Consultancy has agreed with OxLEP will work on the Services.

Services:	the services described in Schedule 1.

Substitute:	a substitute/s for the Project Person/People appointed under the terms of clause 3.3.

Termination Date:		the date of termination of this Agreement, howsoever arising.

UK Data Protection Legislation:	any data protection legislation from time to time in force in the UK including the Data Protection Act 2018 or any successor legislation. 

Works:	all records, reports, documents, papers, drawings, designs, transparencies, photos, graphics, logos, typographical arrangements, software programs, inventions, ideas, discoveries, developments, improvements or innovations and all materials embodying them in whatever form, including but not limited to hard copy and electronic form, prepared by Consultancy or the Project Person/People in connection with the provision of the Services.

[bookmark: _Ref_a911059]The headings in this Agreement are inserted for convenience only and shall not affect its construction.

[bookmark: _Ref_a682706]A reference to a particular law is a reference to it as it is in force for the time being taking account of any amendment, extension, or re-enactment and includes any subordinate legislation for the time being in force made under it.

[bookmark: _Ref_a633344]Unless the context otherwise requires, a reference to one gender shall include a reference to the other genders.

[bookmark: _Ref_a420375]Unless the context otherwise requires, words in the singular shall include the plural and in the plural shall include the singular.

[bookmark: _Ref_a515850][bookmark: _Ref_a180657]The Schedules form part of this Agreement and shall have effect as if set out in full in the body of this Agreement. Any reference to this Agreement includes the Schedules.

[bookmark: _Ref_a868333][bookmark: _Toc19259814]Term of Engagement

[bookmark: _Ref_a810882]OxLEP shall engage the Consultancy and the Consultancy shall make available to OxLEP the Project Person/People to provide the Services on the terms of this Agreement.

[bookmark: _Ref_a248817]The Engagement shall commence on the Commencement Date and shall continue for this Initial Term, unless terminated earlier in accordance with clause 11 or extended in accordance with clause 2.3.

[bookmark: _Ref19199863]If OxLEP wishes to extend this Agreement beyond the expiry of the Initial Term then, prior to the expiry of the Initial Term, it shall give the Consultancy at least [one] months’ written notice of such intention, specifying the period for such extension, and, subject to the Consultant’s agreement, the Agreement will then continue for the extended period specified.

[bookmark: _Ref_a142004][bookmark: _Ref_a255453][bookmark: _Toc19259815]Duties and Obligations

[bookmark: _Ref_a180684]During the Engagement the Consultancy shall, and (where appropriate) shall procure that the Project Person/People shall:

[bookmark: _Ref_a404992]provide the Services with all due care, skill and ability and use its or his best endeavours to promote the interests of OxLEP;

[bookmark: _Ref_a466488]unless the Project Person/People is/are prevented by ill health or accident, devote at least [NUMBER] 7.5 hour days in each calendar month to the carrying out of the Services together with such additional time if any as may be necessary for their proper performance subject to OxLEP’s prior agreement; and

[bookmark: _Ref_a750839]promptly give to OxLEP all such information and reports as it may reasonably require in connection with matters relating to the provision of the Services or the Business of OxLEP.

[bookmark: _Ref_a163366][bookmark: _Ref19259418]If any Project Person/People is/are unable to provide the Services due to illness or injury, the Consultancy shall advise OxLEP of that fact as soon as reasonably practicable. For the avoidance of doubt, no fee shall be payable in accordance with clause 4 in respect of any period during which the Services are not provided. Should the Services not be provided for a period of [NUMBER] weeks, OxLEP shall be entitled to terminate this Agreement pursuant to clause 11.1(g).

[bookmark: _Ref19092525]The Consultancy may, with the prior written approval of OxLEP and subject to the following proviso, appoint a suitably qualified and skilled Substitute to perform the Services instead of the Project Person/People, provided that the Substitute shall be required to enter into direct undertakings with OxLEP, including with regard to confidentiality and Intellectual Property. If OxLEP accepts the Substitute, the Consultancy shall continue to invoice OxLEP in accordance with clause 4 and shall be responsible for the remuneration of the Substitute.



[bookmark: _Ref_a191365][bookmark: _Ref_a372948]The Consultancy shall use its reasonable endeavours to ensure that the Project Person/People is/are available at all times on reasonable notice to provide such assistance or information as OxLEP may require.

[bookmark: _Ref_a562620][bookmark: _Ref_a462443]Unless it or he has been specifically authorised to do so by OxLEP in writing, the Consultancy shall not and the Project Person/People shall not have any authority to incur any expenditure in the name of or for the account of OxLEP.

[bookmark: _Ref_a1028553]Unless it or he has been specifically authorised to do so by OxLEP in writing, the Consultancy shall not, and shall procure that the Project Person/People shall not, hold itself out as having authority to bind OxLEP.

[bookmark: _Ref_a330222]The Consultancy shall, and shall procure that the Project Person/People shall, comply with all reasonable standards of safety and comply with OxLEP's health and safety procedures from time to time in force at the premises where the Services are provided and report to OxLEP any unsafe working conditions or practices.

[bookmark: _Ref_a941558][bookmark: _Ref_a690796][bookmark: _Ref_a77916][bookmark: _Ref_a461127]The Consultancy shall, and shall procure that the Project Person/People shall, promptly give to OxLEP all such information and documentation as it may reasonably require from time to time in order for OxLEP to determine whether the Engagement is or will be Deemed Employment and, if OxLEP does so determine, in order to comply with any obligation on OxLEP to deduct tax or national insurance contributions from the fees due under clause 4. The Consultancy shall, and shall procure that the Project Person/People shall, promptly inform OxLEP of any material change to any information or documentation previously provided in compliance with this clause and shall also promptly provide any other information or documentation that it considers (or ought reasonably consider) to be materially relevant to determining whether the Engagement is Deemed Employment.

[bookmark: _Ref_a253118][bookmark: _Ref_a991596]The Consultancy shall, and shall procure that the Project Person/People shall comply with all applicable laws, regulations, codes and sanctions relating to anti-bribery and anti-corruption including but not limited to the Bribery Act 2010.

[bookmark: _Ref_a134609][bookmark: _Ref_a231164][bookmark: _Ref_a736225][bookmark: _Ref_a508945]The Consultancy shall, and shall procure that the Project Person/People shall:

[bookmark: _Ref_a958397]not engage in any activity, practice or conduct which would constitute either:

[bookmark: _Ref_a131869]a UK tax evasion facilitation offence under section 45(1) of the Criminal Finances Act; or

[bookmark: _Ref_a269322]a foreign tax evasion facilitation offence under section 46(1) of the Criminal Finances Act 2017;

[bookmark: _Ref_a170836][bookmark: _Ref_a206644][bookmark: _Ref_a549881][bookmark: _Ref_a447717][bookmark: _Ref19087924][bookmark: _Toc19259816]Fees

[bookmark: _Ref_a338313]OxLEP shall pay the Consultancy a fee of £[AMOUNT FIXED FEE/PER MONTH/HOUR/ 7.5 HOUR DAY] exclusive of VAT, less any deductions for income tax and national insurance contributions as required by law. On the last working day of each month during the Engagement the Consultancy shall submit to OxLEP an Activity Log and an invoice which gives details of the hours which the Project Person/People has worked, the Services provided and the amount of the fee payable (plus VAT, if applicable) for the Services during that month.

[bookmark: _Ref_a135367]OxLEP shall be entitled to reject any invoice which it reasonably considers does not provide sufficient details of the hours worked, the Services provided and the amount of the fee payable (plus VAT, if applicable) for the Services during that month.

In consideration of the provision of the Services, OxLEP shall pay each undisputed invoice submitted by the Consultancy in accordance with clause 4.1, within 30 days of receipt.

[bookmark: _Ref_a744203]OxLEP shall be entitled to deduct from the fees (and any other sums) due to the Consultancy any sums that the Consultancy or the Project Person/People may owe to OxLEP at any time.

[bookmark: _Ref_a761108]Payment in full or in part of the fees claimed under clause 4 or any expenses claimed under clause 5 shall be without prejudice to any claims or rights of OxLEP against the Consultancy or the Project Person/People in respect of the provision of the Services.

[bookmark: _Ref_a917695][bookmark: _Toc19259817]Expenses

[bookmark: _Ref_a866059]Subject to clauses 5.2, 5.3 and 5.4, OxLEP shall reimburse all reasonable expenses properly and necessarily incurred by Consultancy in the course of the Engagement, subject to production of receipts or other appropriate evidence of payment.

[bookmark: _Ref_a834015][bookmark: _Ref18918162]Mileage costs and fares for all travel to and from meetings between OxLEP and the Consultancy shall be included in the fee. 

[bookmark: _Ref18918441]Mileage for travel by the Consultancy to other sites within and outside Oxfordshire for delivery of the Services on behalf of OxLEP will be charged at 45 pence per mile. 

[bookmark: _Ref18918447]Standard class train travel only will be reimbursed for train journeys by the Consultancy to other sites within and outside Oxfordshire for delivery of the Services on behalf of OxLEP.

[bookmark: _Ref_a930147][bookmark: _Toc19259818]Other Activities

[bookmark: _Ref_a641752][bookmark: _Ref_a506940]Nothing in this Agreement shall prevent the Consultancy or the Project Person/People from being engaged, concerned or having any financial interest in any capacity in any other business, trade, profession or occupation during the Engagement provided that such activity does not cause a breach of any of the Consultancy's obligations under this Agreement.

[bookmark: _Ref_a645797][bookmark: _Ref_a229225][bookmark: _Toc19259819]Confidential Information and OxLEP Property

[bookmark: _Ref_a478941]The Consultancy acknowledges that in the course of the Engagement it and the Project Person/People will have access to Confidential Information. The Consultancy has therefore agreed to accept the restrictions in this clause 7.

[bookmark: _Ref_a773973]The Consultancy shall not, and shall procure that the Project Person/People shall not (except in the proper course of their duties), either during the Engagement or at any time after the Termination Date, use or disclose to any third party (and shall use its best endeavours to prevent the publication and disclosure of) any Confidential Information. This restriction does not apply to:

[bookmark: _Ref_a547364]any use or disclosure authorised by OxLEP or required by law;

any information which was lawfully known to the Consultancy before being received in the course of this Agreement;

any information which was lawfully acquired by the Consultancy after the date of this Agreement, from a third party who is not bound by any obligation of confidentiality to OxLEP; or

[bookmark: _Ref_a880256]any information which is already in, or comes into, the public domain otherwise than through Consultancy's or the Project Person/People's unauthorised disclosure.

[bookmark: _Ref_a200113]At any stage during the Engagement, the Consultancy will promptly on request return to OxLEP all and any OxLEP Property in its or the Project Person/People's possession.

[bookmark: _Ref_a898103][bookmark: _Ref19094541][bookmark: _Ref19200524][bookmark: _Ref19200539][bookmark: _Ref19200554][bookmark: _Toc19259820]Data Protection

[bookmark: _Ref_a605202][bookmark: _Ref_a264989]The Consultancy and OxLEP acknowledge that for the purposes of the Data Protection Legislation, OxLEP is the data controller and the Consultancy is the data processor.

[bookmark: _Ref_a751019]The Consultancy and OxLEP will comply with the Data Protection Legislation.

Schedule 3 sets out the scope, nature and purpose of the processing by the Consultancy, the duration of the processing and the types of personal data (as defined in the Data Protection Legislation (Personal Data)) and categories of data subject.

[bookmark: _Ref_a151691][bookmark: _Ref18920237]The Consultancy shall, and shall procure that the Project Person/People shall, in relation to any Personal Data processed in connection with the Engagement:

[bookmark: _Ref_a782493]Process that Personal Data only on written instructions of OxLEP.

[bookmark: _Ref_a746367]Keep the Personal Data confidential.

[bookmark: _Ref_a704606]Comply with OxLEP's data protection policy.

[bookmark: _Ref_a537996]Comply with OxLEP's reasonable instructions with respect to processing Personal Data.

[bookmark: _Ref_a345248]Not transfer any Personal Data outside of the European Economic Area without OxLEP's prior written consent.

[bookmark: _Ref_a515229]Assist OxLEP in responding to any data subject access request and to ensure compliance with its obligations under the Data Protection Legislation with respect to security, breach notifications, privacy impact assessments and consultations with supervisory authorities or regulators.

[bookmark: _Ref_a907841]Notify OxLEP without undue delay on becoming aware of a Personal Data breach or communication which relates to OxLEP's or Consultancy's compliance with the Data Protection Legislation.

[bookmark: _Ref_a486177]At the written request of OxLEP, delete or return Personal Data and any copies thereof to OxLEP on termination of the Engagement unless required by the Data Protection Legislation to store the Personal Data.

[bookmark: _Ref_a631190]Maintain complete and accurate records and information to demonstrate compliance with this clause 8.4.

[bookmark: _Ref_a647130]The Consultancy shall ensure that it has in place appropriate technical or organisational measures, reviewed and approved by OxLEP, to protect against unauthorised or unlawful processing of Personal Data and against accidental loss or destruction of, or damage to, Personal Data.

[bookmark: _Ref19094562]OxLEP agrees that any Substitute appointed under clause 3.3 is a third-party processor of Personal Data under this agreement. The Consultancy confirms that it will enter into a written agreement, which incorporates terms which are substantially similar to those set out in this clause 8, with the Substitute. The Consultancy shall remain fully liable for all acts or omissions of any third-party processor appointed by it pursuant to this Clause 8.6.

[bookmark: _Ref_a402184][bookmark: _Ref_a749276][bookmark: _Ref19091341]The Consultancy shall have personal liability for and shall indemnify OxLEP for any loss, liability, costs (including legal costs), damages, or expenses resulting from any breach by the Consultancy of the Data Protection Legislation, and shall maintain in force full and comprehensive Insurance Policies.

[bookmark: _Ref_a205607][bookmark: _Toc19259821]Intellectual Property

[bookmark: _Ref_a440431]The Consultancy warrants to OxLEP that it has obtained from the Project Person/People a written and valid assignment of all existing and future Intellectual Property Rights in the Works and the Inventions and of all materials embodying such rights and a written irrevocable waiver of all the Project Person/People's statutory moral rights in the Works, to the fullest extent permissible by law, and that the Project Person/People has agreed to hold on trust for the Consultancy any such rights in which the legal title has not passed (or will not pass) to the Consultancy. The Consultancy agrees to provide to OxLEP a copy of this assignment on or before the date of this Agreement.

The Consultancy shall retain its Intellectual Property Rights in its materials that exist before the date of this Agreement (Consultancy IPR)

The Consultancy agrees to assign to OxLEP all Intellectual Property Rights in materials created in the delivery of the Services (OxLEP IPR).

[bookmark: _Ref_a805650]The Consultancy hereby:

grants to OxLEP a non-exclusive irrevocable worldwide perpetual licence to use Consultancy IPR to the extent that it is incorporated into the Works and the Inventions, for the purpose of enabling OxLEP to make full use of such Works and Inventions, and

assigns by way of future assignment to OxLEP all OxLEP IPR in the Works and the Inventions and all materials embodying these rights to the fullest extent permitted by law. Insofar as they do not vest automatically by operation of law or under this Agreement, the Consultancy holds legal title in OxLEP IPR on trust for OxLEP.

[bookmark: _Ref_a293784]The Consultancy undertakes to OxLEP:

[bookmark: _Ref_a164399]to notify to OxLEP in writing full details of all Inventions promptly on their creation;

[bookmark: _Ref_a518060]to keep confidential the details of all Inventions;

[bookmark: _Ref_a275070]whenever requested to do so by OxLEP and in any event on the termination of the Engagement, promptly to deliver to OxLEP all correspondence, documents, papers and records on all media (and all copies or abstracts of them), recording or relating to any part of the Works and OxLEP IPR and the process of their creation which are in its or the Project Person/People's possession, custody or power;

[bookmark: _Ref_a645428]not to register nor attempt to register any of the OxLEP IPR, unless requested to do so by OxLEP; and

[bookmark: _Ref_a560342]to do all acts necessary to confirm that absolute title in all OxLEP IPR has or will pass, to OxLEP,

and confirms that the Project Person/People has given written undertakings in the same terms to the Consultancy.

[bookmark: _Ref_a592813]The Consultancy warrants that:

[bookmark: _Ref_a464116]it has not given and will not give permission to any third party to use any of the OxLEP IPR;

[bookmark: _Ref_a740050]it is unaware of any use by any third party of any of the OxLEP IPR; and

[bookmark: _Ref_a573079]the use of the Works or the Intellectual Property Rights in the Works by OxLEP will not infringe the rights of any third party,

and confirms that the Project Person/People has given written undertakings in the same terms to Consultancy.

[bookmark: _Ref_a803341][bookmark: _Ref19091352]The Consultancy agrees to indemnify OxLEP and keep it indemnified at all times against all or any costs, claims, damages or expenses incurred by OxLEP, or for which OxLEP may become liable, with respect to any claim relating to the Works or Inventions supplied by Consultancy to OxLEP during the course of providing the Services and the OxLEP IPR. The Consultancy shall maintain adequate liability insurance coverage and ensure that OxLEP's interest is noted on the policy, and shall supply a copy of the policy to OxLEP on request. OxLEP may at its option satisfy such indemnity (in whole or in part) by way of deduction from any payments due to the Consultancy.

[bookmark: _Ref_a423007][bookmark: _Ref19094890]The Consultancy acknowledges that no further remuneration or compensation other than that provided for in this Agreement is or may become due to the Consultancy in respect of the performance of its obligations under this clause 9.

[bookmark: _Ref_a615766]The Consultancy undertakes to execute all documents, make all applications, give all assistance and do all acts and things, at the expense of OxLEP and at any time either during or after the Engagement, as may, in the opinion of OxLEP, be necessary or desirable to vest the OxLEP IPR in, and register or obtain patents or registered designs in, the name of OxLEP and to defend OxLEP against claims that works embodying the Intellectual Property Rights (including the OxLEP IPR) infringe third party rights, and otherwise to protect and maintain the Intellectual Property Rights in the Works. The Consultancy confirms that the Project Person/People has given written undertakings in the same terms to the Consultancy.

[bookmark: _Ref_a383507]The Consultancy irrevocably appoints OxLEP to be its attorney in its name and on its behalf to execute documents, use the Consultancy's name and do all things which are necessary or desirable for OxLEP to obtain for itself or its nominee the full benefit of this clause.

[bookmark: _Ref_a466276][bookmark: _Toc19259822]Insurance and Liability

[bookmark: _Ref_a476922][bookmark: _Ref19091576]Nothing in this Agreement shall limit or exclude the Consultancy’s liability for:

Death or personal injury caused by its or the Project Person/People’s negligence;

Fraud or fraudulent misrepresentation;

Its indemnity obligations in clauses 8.7, 9.7 or 13.2.

Any other liability which cannot be limited or excluded by law.

[bookmark: _Ref19091476]The Consultancy shall have liability for [and shall indemnify OxLEP for] any loss, liability, costs (including reasonable legal costs), damages or expenses arising from any breach by the Consultancy or the Project Person/People of the terms of this Agreement including any negligent or reckless act, omission or default in the provision of the Services and shall accordingly maintain in force during the Engagement full and comprehensive Insurance Policies.



Subject to clause 10.1, the Consultancy’s total liability to OxLEP shall be the limit of its cover under the relevant Insurance Policy.

[bookmark: _Ref_a669518]The Consultancy shall ensure that the Insurance Policies are taken out with reputable insurers acceptable to OxLEP and that the level of cover and other terms of insurance are acceptable to and agreed by OxLEP.

[bookmark: _Ref_a387816]The Consultancy shall on request supply to OxLEP copies of the Insurance Policies and evidence that the relevant premiums have been paid.

[bookmark: _Ref_a641311][bookmark: _Ref_a316697]The Consultancy shall comply (and shall procure that the Project Person/People complies/comply) with all terms and conditions of the Insurance Policies at all times. If cover under the Insurance Policies shall lapse or not be renewed or be changed in any material way or if the Consultancy is aware of any reason why the cover under the Insurance Policies may lapse or not be renewed or be changed in any material way, the Consultancy shall notify OxLEP without delay.

[bookmark: _Ref_a220717][bookmark: _Ref19087242][bookmark: _Toc19259823]Termination

[bookmark: _Ref_a570190]Notwithstanding the provisions of clause 2.2, OxLEP may terminate the Engagement with immediate effect by notice in writing and without any liability to make any further payment to the Consultancy (other than in respect of amounts accrued before the Termination Date) if at any time:

[bookmark: _Ref_a335882]The Consultancy or any Project Person commits any gross misconduct affecting the Business of OxLEP;

[bookmark: _Ref_a311420]The Consultancy or any Project Person commits any serious or repeated breach or non-observance of any of the provisions of this Agreement or refuses or neglects to comply with any reasonable and lawful directions of OxLEP;

[bookmark: _Ref_a718974]any Project Person is convicted of any criminal offence (other than an offence under any road traffic legislation in the United Kingdom or elsewhere for which a fine or non-custodial penalty is imposed);

[bookmark: _Ref_a318883]the Consultancy or any Project Person is, in the reasonable opinion of OxLEP, negligent or incompetent in the performance of the Services;

[bookmark: _Ref_a876063]any Project Person is declared bankrupt or makes any arrangement with or for the benefit of his creditors or has a county court administration order made against him under the County Court Act 1984;

[bookmark: _Ref_a377070]the Consultancy makes a resolution for its winding up, makes an arrangement or composition with its creditors or makes an application to a court of competent jurisdiction for protection from its creditors or an administration or winding-up order is made or an administrator or receiver is appointed in relation to the Consultancy;

[bookmark: _Ref_a499594][bookmark: _Ref19259494]the Consultancy or any Project Person is unavailable to provide the Services pursuant to clause 3.2;

[bookmark: _Ref_a305329][bookmark: _Ref_a410587][bookmark: _Ref_a551043]the Consultancy or any Project Person commits any breach of OxLEP's policies and procedures; or

[bookmark: _Ref_a857905]the Consultancy or any Project Person commits any offence under the Bribery Act 2010.

[bookmark: _Ref_a718093]The rights of OxLEP under clause 11.1 are without prejudice to any other rights that it might have in law or under this Agreement. Any delay by OxLEP in exercising its rights to terminate shall not constitute a waiver of these rights.

[bookmark: _Ref_a328307][bookmark: _Toc19259824]Obligations on Termination

[bookmark: _Ref_a892567]Prior to termination, the Consultancy shall, at OxLEP’s request work with any successor in order to ensure an effective handover of any ongoing work.

[bookmark: _Ref19201545]On the Termination Date the Consultancy shall, and shall procure that each Project Person shall:

[bookmark: _Ref_a784904]immediately deliver to OxLEP all OxLEP Property and original Confidential Information which is in its or his]possession or under its or his control;

[bookmark: _Ref_a922415]subject to OxLEP's data retention guidelines, irretrievably delete any information relating to the Business of OxLEP stored electronically that is in its or his control or possession outside the premises of OxLEP; and

[bookmark: _Ref_a543724]provide a signed statement that they have complied fully with their obligations under this clause 12.2, together with such evidence of compliance as OxLEP may reasonably request.

[bookmark: _Ref_a746125][bookmark: _Toc19259825]Status

[bookmark: _Ref_a158111]The relationship of the Consultancy (and the Project Person/People) to OxLEP will be that of independent contractor and nothing in this Agreement shall render it (nor any Project Person) an employee, worker, agent or partner of OxLEP and the Consultancy shall not hold itself out as such and shall procure that all Project People shall not hold themselves out as such.

[bookmark: _Ref_a113909][bookmark: _Ref19091371]The Consultancy shall be fully responsible for and shall indemnify OxLEP for and in respect of the following:

[bookmark: _Ref_a302749]subject to clause 13.3, any income tax, National Insurance and social security contributions and any other liability, deduction, contribution, assessment or claim arising from or made in connection with either the performance of the Services or any payment or benefit received by any Project Person in respect of the Services, where such recovery is not prohibited by law. The Consultancy shall further indemnify OxLEP against all reasonable costs, expenses and any penalty, fine or interest incurred or payable by OxLEP in connection with or in consequence of any such liability, deduction, contribution, assessment or claim other than where the latter arise out of OxLEP's negligence or wilful default;

[bookmark: _Ref_a866997]any liability arising from any employment-related claim or any claim based on worker status (including reasonable costs and expenses) brought by any Project Person against OxLEP arising out of or in connection with the provision of the Services, except where such claim is as a result of any act or omission of OxLEP.

[bookmark: _Ref_a295858]The indemnity in clause 13.2(a) does not apply to any income tax or National Insurance contributions deducted by OxLEP from the fees due under clause 4 prior to payment to the Consultancy following a status determination by OxLEP that the Engagement is Deemed Employment.

[bookmark: _Ref_a807696]OxLEP may at its option satisfy the indemnity in clause 13.2 (in whole or in part) by way of deduction from payments due to the Consultancy.

[bookmark: _Ref_a372354][bookmark: _Ref19201622]The Consultancy warrants that it is not nor will it prior to the cessation of this Agreement, become a managed service company, within the meaning of section 61B of the Income Tax (Earnings and Pensions) Act 2003.

[bookmark: _Ref_a671841][bookmark: _Toc19259826]Notices

[bookmark: _Ref_a588952][bookmark: _Ref_a173067]Any notice given to a party under or in connection with this Agreement shall be in writing and shall be delivered by hand or by pre-paid first-class post or other next working day delivery service at the address given in this Agreement or as otherwise notified in writing to the other party.

[bookmark: _Ref_a642769][bookmark: _Ref_a947869]Unless proved otherwise, any notice shall be deemed to have been received:

[bookmark: _Ref_a939186]if delivered by hand, at the time the notice is left at the address given in this Agreement or given to the addressee;and

[bookmark: _Ref_a434008]if sent by pre-paid first-class post or other next working day delivery service, at 9.00 am on the second Business Day after posting.

[bookmark: _Ref_a841367][bookmark: _Ref_a373998][bookmark: _Ref_a373930]This clause does not apply to the service of any proceedings or other documents in any legal action or, where applicable, any other method of dispute resolution.

[bookmark: _Ref_a588052]A notice given under this Agreement is not valid if sent by e-mail.

[bookmark: _Ref_a462980][bookmark: _Toc19259827]Entire Agreement

[bookmark: _Ref_a598011]This Agreement constitutes the entire agreement between the parties and supersedes and extinguishes all previous agreements, promises, assurances, warranties, representations and understandings between them, whether written or oral, relating to its subject matter.

[bookmark: _Ref_a112419]Each party acknowledges that in entering into this Agreement it does not rely on, and shall have no remedies in respect of, any statement, representation, assurance or warranty (whether made innocently or negligently) that is not set out in this Agreement.

[bookmark: _Ref_a164722]Each party agrees that it shall have no claim for innocent or negligent misrepresentation or negligent misstatement based on any statement in this Agreement.

[bookmark: _Ref_a525600]Nothing in this clause shall limit or exclude any liability for fraud.

[bookmark: _Ref_a748182][bookmark: _Toc19259828]Variation

[bookmark: _Ref_a366179]No variation of this Agreement or of any of the documents referred to in it shall be effective unless it is in writing and signed by the parties (or their authorised representatives).

[bookmark: _Ref_a947385][bookmark: _Toc19259829]Counterparts

[bookmark: _Ref_a776949]This Agreement may be executed in any number of counterparts, each of which, when executed and delivered, shall constitute a duplicate original, but all the counterparts shall together constitute the one agreement.

[bookmark: _Ref_a602911][bookmark: _Toc19259830]Third Party Rights

[bookmark: _Ref_a772972]A person who is not a party to this Agreement shall not have any rights under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Agreement.

[bookmark: _Ref_a474591]The rights of the parties to terminate, rescind or agree any variation, waiver or settlement under this Agreement are not subject to the consent of any other person.

[bookmark: _Ref_a463518][bookmark: _Toc19259831]Governing Law

[bookmark: _Ref_a321972]This Agreement and any dispute or claim arising out of or in connection with it or its subject matter or formation (including non-contractual disputes or claims) shall be governed by and construed in accordance with the law of England and Wales.

[bookmark: _Ref_a108671][bookmark: _Toc19259832]Jurisdiction

[bookmark: _Ref_a210436]Each party irrevocably agrees that the courts of England and Wales shall have exclusive jurisdiction to settle any dispute or claim arising out of or in connection with this Agreement or its subject matter or formation (including non-contractual disputes or claims).

This Agreement has been entered into on the date stated at the beginning of it.

[bookmark: _Ref_a168366][bookmark: _Toc19259833] - Services



		SERVICES

		[INSERT DETAILED DESCRIPTION OF WORK TO BE CARRIED OUT]



		LOCATION

		[INSERT LOCATION WHERE SERVICES ARE TO BE PERFORMED]



		REPORTING PROCEDURE

		[SET OUT REPORTING PROCEDURE]



		REPORT TO

		[INSERT NAME]

[ADDRESS]

[TELEPHONE]

[EMAIL]



		MILESTONES

		[INSERT MILESTONES]








[bookmark: _Ref19090624][bookmark: _Toc19259834] - Activity Log



CONSULTANT’S MONTHLY ACTIVITY LOG

Month: 	…………………………………………………………



		Date

		Activity

		Number of Hours



		

		



		



		

		



		



		

		



		



		



		

		



		



		

TOTAL HOURS



		







Signed:		………………………………………………………………………………………



Date:		…………………………	




[bookmark: _Ref_a104716][bookmark: _Ref18920169][bookmark: _Ref19200742][bookmark: _Ref19200751][bookmark: _Ref19200824][bookmark: _Toc19259835]- Processing, Personal Data and Data Subjects

[bookmark: _Ref_a963505][bookmark: _Toc19259836] - Processing by Consultancy

[bookmark: _Ref_a633486]Scope: [Insert]

[bookmark: _Ref_a611467]Nature: [Insert]

[bookmark: _Ref_a962090]Purpose of the Processing: [Insert]

[bookmark: _Ref_a784838]Duration of the Processing: [Insert]

[bookmark: _Ref_a175323][bookmark: _Toc19259837] - Types of Personal Data

[Insert]

[bookmark: _Ref_a380437][bookmark: _Toc19259838] - Categories of Data Subject

[Insert]





		Signed by [NAME OF DIRECTOR] for and on behalf of OXFORDSHIRE LOCAL ENTERPRISE PARTNERSHIP LIMITED



		

		....................

Director



		



		



		Signed by [NAME OF DIRECTOR] for and on behalf of [NAME OF CONSULTANCY]



		

		....................

Director
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DATED	201[*]





(1) OXFORDSHIRE LOCAL ENTERPRISE PARTNERSHIP LIMITED







and







(2) [INDIVIDUAL CONSULTANT]











ConsultanCY Agreement



[image: ]Warning: care should be taken when using this template to ensure that the arrangement does not create a direct employment relationship between Consultant and OxLEP. If in doubt, speak to Lyn Davies.
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THIS AGREEMENT is dated [DATE]

PARTIES

[bookmark: _Ref_a122546]OXFORDSHIRE LOCAL ENTERPRISE PARTNERSHIP LIMITED incorporated and registered in England and Wales with company number 09549056 whose registered office is at Jericho Building - Activate Learning - Oxford Campus, Oxpens Road, Oxford, OX1 1SA (OxLEP);

[bookmark: _Ref_a169657][INDIVIDUAL] of [ADDRESS] (Consultant).

AGREED TERMS

[bookmark: _Ref_a274564][bookmark: _Toc19260011]Interpretation

[bookmark: _Ref_a1054300]The following definitions and rules of interpretation apply in this Agreement (unless the context requires otherwise).

Activity Log:	a summary of activities carried out in pursuit of delivering the Services, in the form set out in Schedule 2.

Business of OxLEP:	championing Oxfordshire’s economic potential, acting as a catalyst and convener to drive a dynamic, sustainable and growing economy in Oxfordshire by establishing robust and effective relationships between businesses, academia and the public sector.

Business Day:	a day, other than a Saturday, Sunday or public holiday in England, when banks in London are open for business.

Commencement Date:	[DATE OF COMMENCEMENT OF ENGAGEMENT]

Confidential Information:	information in whatever form (including, without limitation, in written, oral, visual or electronic form or on any magnetic or optical disk or memory and wherever located) relating to the business, customers, products, affairs and finances of OxLEP for the time being confidential to OxLEP and trade secrets including, without limitation, technical data and know-how relating to the Business of OxLEP or any of its suppliers, customers, agents, distributors, shareholders, management or business contacts, including (but not limited to) information that the Consultant creates, develops, receives or obtains in connection with this Engagement, whether or not such information (if in anything other than oral form) is marked confidential.

Data Protection Legislation:	the UK Data Protection Legislation and (for so long as and to the extent that the law of the European Union has legal effect in the UK) the General Data Protection Regulation ((EU) 2016/679) and any other directly applicable European Union regulation relating to privacy.

Engagement:	the engagement of the Consultant by OxLEP on the terms of this Agreement.

Initial Term:	[STATE DURATION OF THE AGREEMENT]

Insurance Policies:	commercial general liability insurance cover, professional indemnity insurance cover [cyber insurance cover] and public liability insurance cover.

Intellectual Property Rights:	patents, utility models, rights to Inventions, copyright and neighbouring and related rights, moral rights, trade marks and service marks, business names and domain names, rights in get-up and trade dress, goodwill and the right to sue for passing off or unfair competition, rights in designs, rights in computer software, database rights, rights to use, and protect the confidentiality of, confidential information (including know-how and trade secrets) and all other intellectual property rights, in each case whether registered or unregistered and including all applications and rights to apply for and be granted, renewals or extensions of, and rights to claim priority from, such rights and all similar or equivalent rights or forms of protection which subsist or will subsist now or in the future in any part of the world.

Invention:	any invention, idea, discovery, development, improvement or innovation made by the Consultant in connection with the provision of the Services, whether or not patentable or capable of registration, and whether or not recorded in any medium.

OxLEP Property:	all documents, books, manuals, materials, records, correspondence, papers and information (on whatever media and wherever located) relating to the Business or affairs of OxLEP or its customers and business contacts, and any equipment, keys, hardware or software provided for the Consultant use by OxLEP during the Engagement, and any data or documents (including copies) produced, maintained or stored by the Consultant on the computer systems or other electronic equipment of OxLEP, the Consultant during the Engagement.

Services:	the services described in Schedule 1.

Termination Date:	the date of termination of this Agreement, howsoever arising.

UK Data Protection Legislation:	any data protection legislation from time to time in force in the UK including the Data Protection Act 2018 or any successor legislation. 

Works:	all records, reports, documents, papers, drawings, designs, transparencies, photos, graphics, logos, typographical arrangements, software programs, inventions, ideas, discoveries, developments, improvements or innovations and all materials embodying them in whatever form, including but not limited to hard copy and electronic form, prepared by Consultant in connection with the provision of the Services.

[bookmark: _Ref_a911059]The headings in this Agreement are inserted for convenience only and shall not affect its construction.

[bookmark: _Ref_a682706]A reference to a particular law is a reference to it as it is in force for the time being taking account of any amendment, extension, or re-enactment and includes any subordinate legislation for the time being in force made under it.

[bookmark: _Ref_a633344]Unless the context otherwise requires, a reference to one gender shall include a reference to the other genders.

[bookmark: _Ref_a420375]Unless the context otherwise requires, words in the singular shall include the plural and in the plural shall include the singular.

[bookmark: _Ref_a515850][bookmark: _Ref_a180657]The Schedules form part of this Agreement and shall have effect as if set out in full in the body of this Agreement. Any reference to this Agreement includes the Schedules.

[bookmark: _Ref_a868333][bookmark: _Toc19260012]Term of Engagement

[bookmark: _Ref_a810882]OxLEP shall engage the Consultant and the Consultant shall provide the Services on the terms of this Agreement.

[bookmark: _Ref_a248817]The Engagement shall commence on the Commencement Date and shall continue for this Initial Term, unless terminated earlier in accordance with clause 11 or extended in accordance with clause 2.3.

[bookmark: _Ref19194567]If OxLEP wishes to extend this Agreement beyond the expiry of the Initial Term then, prior to the expiry of the Initial Term, it shall give the Consultant at least [one] months’ written notice of such intention, specifying the period for such extension, and, subject to the Consultant’s agreement, the Agreement will then continue for the extended period specified.

[bookmark: _Ref_a142004][bookmark: _Ref_a255453][bookmark: _Toc19260013]Duties and Obligations

[bookmark: _Ref_a180684]During the Engagement the Consultant shall:

[bookmark: _Ref_a404992]provide the Services with all due care, skill and ability and use his best endeavours to promote the interests of OxLEP;

[bookmark: _Ref_a466488]unless prevented by ill health or accident, devote at least [NUMBER] 7.5 hour days in each calendar month to the carrying out of the Services together with such additional time if any as may be necessary for their proper performance, subject to OxLEP’s prior agreement; and

[bookmark: _Ref_a750839]promptly give to OxLEP all such information and reports as it may reasonably require in connection with matters relating to the provision of the Services or the Business of OxLEP.

[bookmark: _Ref_a163366][bookmark: _Ref19257407]If the Consultant is unable to provide the Services due to illness or injury, the Consultant shall advise OxLEP of that fact as soon as reasonably practicable. For the avoidance of doubt, no fee shall be payable in accordance with clause 4 in respect of any period during which the Services are not provided. Should the Services not be provided for a period of [NUMBER] weeks, OxLEP shall be entitled to terminate this Agreement pursuant to clause 11.1(g).

[bookmark: _Ref_a191365][bookmark: _Ref_a372948]The Consultant shall use his reasonable endeavours to ensure that he is available at all times on reasonable notice to provide such assistance or information as OxLEP may require.

[bookmark: _Ref_a562620][bookmark: _Ref_a462443]Unless he has been specifically authorised to do so by OxLEP in writing, the Consultant shall not have any authority to incur any expenditure in the name of or for the account of OxLEP.

[bookmark: _Ref_a1028553]Unless he has been specifically authorised to do so by OxLEP in writing, the Consultant shall not hold himself out as having authority to bind OxLEP.

[bookmark: _Ref_a330222]The Consultant shall comply with all reasonable standards of safety and comply with OxLEP's health and safety procedures from time to time in force at the premises where the Services are provided and report to OxLEP any unsafe working conditions or practices.

[bookmark: _Ref_a941558][bookmark: _Ref_a690796][bookmark: _Ref_a77916][bookmark: _Ref_a461127][bookmark: _Ref_a253118]The Consultant shall comply with all applicable laws, regulations, codes and sanctions relating to anti-bribery and anti-corruption including but not limited to the Bribery Act 2010.

[bookmark: _Ref_a134609][bookmark: _Ref_a231164][bookmark: _Ref_a736225][bookmark: _Ref_a508945]The Consultant shall:

[bookmark: _Ref_a958397]not engage in any activity, practice or conduct which would constitute either:

[bookmark: _Ref_a131869]a UK tax evasion facilitation offence under section 45(1) of the Criminal Finances Act; or

[bookmark: _Ref_a269322]a foreign tax evasion facilitation offence under section 46(1) of the Criminal Finances Act 2017;

[bookmark: _Ref_a170836][bookmark: _Ref_a206644][bookmark: _Ref_a549881][bookmark: _Ref_a447717][bookmark: _Ref19087924][bookmark: _Toc19260014]Fees

[bookmark: _Ref_a338313]OxLEP shall pay the Consultant a fee of £[AMOUNT] FIXED FEE/PER MONTH/HOUR/7.5 HOUR DAY exclusive of VAT. On the last working day of each month during the Engagement the Consultant shall submit to OxLEP an Activity Log and an invoice which gives details of the hours which the Consultant has worked, the Services provided and the amount of the fee payable (plus VAT, if applicable) for the Services during that month.

[bookmark: _Ref_a135367]OxLEP shall be entitled to reject any invoice which it reasonably considers does not provide sufficient details of the hours worked, the Services provided and the amount of the fee payable (plus VAT, if applicable) for the Services during that month.

In consideration of the provision of the Services, OxLEP shall pay each undisputed invoice submitted by the Consultant in accordance with clause 4.1, within 30 days of receipt.

[bookmark: _Ref_a744203]OxLEP shall be entitled to deduct from the fees (and any other sums) due to the Consultant any sums that the Consultant may owe to OxLEP at any time.

[bookmark: _Ref_a761108]Payment in full or in part of the fees claimed under clause 4 or any expenses claimed under clause 5 shall be without prejudice to any claims or rights of OxLEP against the Consultant in respect of the provision of the Services.

[bookmark: _Ref_a917695][bookmark: _Toc19260015]Expenses

[bookmark: _Ref_a866059]Subject to clauses 5.2, 5.3 and 5.4, OxLEP shall reimburse all reasonable expenses properly and necessarily incurred by Consultant in the course of the Engagement, subject to production of receipts or other appropriate evidence of payment.

[bookmark: _Ref_a834015][bookmark: _Ref18918162]Mileage costs and fares for all travel to and from meetings between OxLEP and the Consultant shall be included in the fee. 

[bookmark: _Ref18918441]Mileage for travel by the Consultant to other sites within and outside Oxfordshire for delivery of the Services on behalf of OxLEP will be charged at 45 pence per mile. 

[bookmark: _Ref18918447]Standard class train travel only will be reimbursed for train journeys by the Consultant to other sites within and outside Oxfordshire for delivery of the Services on behalf of OxLEP.

[bookmark: _Ref_a930147][bookmark: _Toc19260016]Other Activities

[bookmark: _Ref_a641752][bookmark: _Ref_a506940]Nothing in this Agreement shall prevent the Consultant from being engaged, concerned or having any financial interest in any capacity in any other business, trade, profession or occupation during the Engagement provided that such activity does not cause a breach of any of the Consultant's obligations under this Agreement.

[bookmark: _Ref_a645797][bookmark: _Ref_a229225][bookmark: _Toc19260017]Confidential Information and OxLEP Property

[bookmark: _Ref_a478941]The Consultant acknowledges that in the course of the Engagement he will have access to Confidential Information. The Consultant has therefore agreed to accept the restrictions in this clause 7.

[bookmark: _Ref_a773973]The Consultant shall not (except in the proper course of his duties), either during the Engagement or at any time after the Termination Date, use or disclose to any third party (and shall use his best endeavours to prevent the publication and disclosure of) any Confidential Information. This restriction does not apply to:

[bookmark: _Ref_a547364]any use or disclosure authorised by OxLEP or required by law;

any information which was lawfully known to the Consultant before being received in the course of this Agreement;

any information which was lawfully acquired by the Consultant after the date of this Agreement, from a third party who is not bound by any obligation of confidentiality to OxLEP; or

[bookmark: _Ref_a880256]any information which is already in, or comes into, the public domain otherwise than through Consultant's unauthorised disclosure.

[bookmark: _Ref_a200113]At any stage during the Engagement, the Consultant will promptly on request return to OxLEP all and any OxLEP Property in its possession.

[bookmark: _Ref_a898103][bookmark: _Ref19094541][bookmark: _Ref19196296][bookmark: _Ref19196440][bookmark: _Ref19196884][bookmark: _Toc19260018][Data Protection

[bookmark: _Ref_a605202][bookmark: _Ref_a264989]The Consultant and OxLEP acknowledge that for the purposes of the Data Protection Legislation, OxLEP is the data controller and the Consultant is the data processor.

[bookmark: _Ref_a751019]The Consultant and OxLEP will comply with the Data Protection Legislation.

Schedule 3 sets out the scope, nature and purpose of the processing by the Consultant, the duration of the processing and the types of personal data (as defined in the Data Protection Legislation (Personal Data)) and categories of data subject.

[bookmark: _Ref_a151691][bookmark: _Ref18920237]The Consultant shall, in relation to any Personal Data processed in connection with the Engagement:

[bookmark: _Ref_a782493]Process that Personal Data only on written instructions of OxLEP.

[bookmark: _Ref_a746367]Keep the Personal Data confidential.

[bookmark: _Ref_a704606]Comply with OxLEP's data protection policy.

[bookmark: _Ref_a537996]Comply with OxLEP's reasonable instructions with respect to processing Personal Data.

[bookmark: _Ref_a345248]Not transfer any Personal Data outside of the European Economic Area without OxLEP's prior written consent.

[bookmark: _Ref_a515229]Assist OxLEP in responding to any data subject access request and to ensure compliance with its obligations under the Data Protection Legislation with respect to security, breach notifications, privacy impact assessments and consultations with supervisory authorities or regulators.

[bookmark: _Ref_a907841]Notify OxLEP without undue delay on becoming aware of a Personal Data breach or communication which relates to OxLEP's or Consultant's compliance with the Data Protection Legislation.

[bookmark: _Ref_a486177]At the written request of OxLEP, delete or return Personal Data and any copies thereof to OxLEP on termination of the Engagement unless required by the Data Protection Legislation to store the Personal Data.

[bookmark: _Ref_a631190]Maintain complete and accurate records and information to demonstrate compliance with this clause 8.4.

[bookmark: _Ref_a647130]The Consultant shall ensure that he has in place appropriate technical or organisational measures, reviewed and approved by OxLEP, to protect against unauthorised or unlawful processing of Personal Data and against accidental loss or destruction of, or damage to, Personal Data.

[bookmark: _Ref_a402184][bookmark: _Ref_a749276][bookmark: _Ref19091341]The Consultant shall have personal liability for and shall indemnify OxLEP for any loss, liability, costs (including legal costs), damages, or expenses resulting from any breach by the Consultant of the Data Protection Legislation, and shall maintain in force full and comprehensive Insurance Policies.]

[bookmark: _Ref_a205607][bookmark: _Toc19260019]Intellectual Property

[bookmark: _Ref_a440431][bookmark: _Ref_a805650]The Consultant shall retain his Intellectual Property Rights in his materials that exist before the date of this Agreement (Consultant IPR).

The Consultant agrees to assign to OxLEP all Intellectual Property Rights in materials created in delivery of the Services (OxLEP IPR).

The Consultant hereby:

grants to OxLEP a non-exclusive irrevocable worldwide perpetual licence to use Consultancy IPR to the extent that it is incorporated into the Works and Inventions, for the purpose of enabling OxLEP to make full use of such Works and Inventions, and

assigns by way of future assignment to OxLEP all OxLEP IPR in the Works and the Inventions and all materials embodying these rights to the fullest extent permitted by law. Insofar as they do not vest automatically by operation of law or under this Agreement, the Consultant holds legal title in OxLEP IPR on trust for OxLEP.

[bookmark: _Ref_a293784]The Consultant undertakes to OxLEP:

[bookmark: _Ref_a164399]to notify to OxLEP in writing full details of all Inventions promptly on their creation;

[bookmark: _Ref_a518060]to keep confidential the details of all Inventions;

[bookmark: _Ref_a275070]whenever requested to do so by OxLEP and in any event on the termination of the Engagement, promptly to deliver to OxLEP all correspondence, documents, papers and records on all media (and all copies or abstracts of them), recording or relating to any part of the Works and OxLEP IPR and the process of their creation which are in his possession, custody or power;

[bookmark: _Ref_a645428]not to register nor attempt to register any OxLEP IPR, unless requested to do so by OxLEP; and

[bookmark: _Ref_a560342]to do all acts necessary to confirm that absolute title in all OxLEP IPR has passed, or will pass, to OxLEP.

[bookmark: _Ref_a592813]The Consultant warrants that:

[bookmark: _Ref_a464116]he has not given and will not give permission to any third party to use any of the OxLEP IPR;

[bookmark: _Ref_a740050]he is unaware of any use by any third party of any of the OxLEP IPR; and

[bookmark: _Ref_a573079]the use of the Works or the Intellectual Property Rights in the Works by OxLEP will not infringe the rights of any third party,

[bookmark: _Ref_a803341][bookmark: _Ref19091352]The Consultant agrees to indemnify OxLEP and keep it indemnified at all times against all or any costs, claims, damages or expenses incurred by OxLEP, or for which OxLEP may become liable, with respect to any claim relating to the Works or Inventions supplied by Consultant to OxLEP during the course of providing the Services and the OxLEP IPR. The Consultant shall maintain adequate liability insurance coverage and ensure that OxLEP's interest is noted on the policy, and shall supply a copy of the policy to OxLEP on request. OxLEP may at its option satisfy such indemnity (in whole or in part) by way of deduction from any payments due to Consultant.

[bookmark: _Ref_a423007][bookmark: _Ref19094890]The Consultant waives any moral rights in the Works to which he is now or may at any future time be entitled under Chapter IV of the Copyright Designs and Patents Act 1988 or any similar provisions of law in any jurisdiction, including (but without limitation) the right to be identified, the right of integrity and the right against false attribution, and agrees not to institute, support, maintain or permit any action or claim to the effect that any treatment, exploitation or use of such Works or other materials, infringes the Consultant's moral rights.

[bookmark: _Ref19197269]The Consultant acknowledges that no further remuneration or compensation other than that provided for in this Agreement is or may become due to the Consultant in respect of the performance of its obligations under this clause 9.

[bookmark: _Ref_a615766]The Consultant undertakes to execute all documents, make all applications, give all assistance and do all acts and things, at the expense of OxLEP and at any time either during or after the Engagement, as may, in the opinion of OxLEP, be necessary or desirable to vest the OxLEP IPR in, and register or obtain patents or registered designs in, the name of OxLEP and to defend OxLEP against claims that works embodying the Intellectual Property Rights (including the OxLEP IPR) infringe third party rights, and otherwise to protect and maintain the Intellectual Property Rights in the Works. 

[bookmark: _Ref_a383507]The Consultant irrevocably appoints OxLEP to be its attorney in its name and on its behalf to execute documents, use the Consultant's name and do all things which are necessary or desirable for OxLEP to obtain for itself or its nominee the full benefit of this clause.

[bookmark: _Ref_a466276][bookmark: _Toc19260020]Insurance and Liability

[bookmark: _Ref_a476922][bookmark: _Ref19091576]Nothing in this Agreement shall limit or exclude the Consultant’s liability for:

Death or personal injury caused by its negligence;

Fraud or fraudulent misrepresentation;

His indemnity obligations in clauses 8.6, 9.6 or 13.2.

Any other liability which cannot be limited or excluded by law.

[bookmark: _Ref19091476]The Consultant shall have liability for and [shall indemnify OxLEP for] any loss, liability, costs (including reasonable legal costs), damages or expenses arising from any breach by the Consultant of the terms of this Agreement including any negligent or reckless act, omission or default in the provision of the Services and shall accordingly maintain in force during the Engagement full and comprehensive Insurance Policies.

Subject to clause 10.1, the Consultant’s total liability to OxLEP shall be the limit of his cover under the relevant Insurance Policy.

[bookmark: _Ref_a669518]The Consultant shall ensure that the Insurance Policies are taken out with reputable insurers acceptable to OxLEP and that the level of cover and other terms of insurance are acceptable to and agreed by OxLEP.

[bookmark: _Ref_a387816]The Consultant shall on request supply to OxLEP copies of the Insurance Policies and evidence that the relevant premiums have been paid.

[bookmark: _Ref_a641311][bookmark: _Ref_a316697]The Consultant shall comply with all terms and conditions of the Insurance Policies at all times. If cover under the Insurance Policies shall lapse or not be renewed or be changed in any material way or if the Consultant is aware of any reason why the cover under the Insurance Policies may lapse or not be renewed or be changed in any material way, the Consultant shall notify OxLEP without delay.

[bookmark: _Ref_a220717][bookmark: _Ref19087242][bookmark: _Toc19260021]Termination

[bookmark: _Ref_a570190]Notwithstanding the provisions of clause 2.2, OxLEP may terminate the Engagement with immediate effect by notice in writing and without any liability to make any further payment to the Consultant (other than in respect of amounts accrued before the Termination Date) if at any time the Consultant:

[bookmark: _Ref_a335882]breaches this Agreement;

[bookmark: _Ref_a311420]refuses or neglects to comply with any reasonable and lawful directions of OxLEP;

[bookmark: _Ref_a718974][bookmark: _Ref_a318883]is, in the reasonable opinion of OxLEP, negligent or incompetent in the performance of the Services;

[bookmark: _Ref_a876063]is declared bankrupt or makes any arrangement with or for the benefit of his creditors or has a county court administration order made against him under the County Court Act 1984;

[bookmark: _Ref_a377070][bookmark: _Ref_a499594][bookmark: _Ref_a305329][bookmark: _Ref_a410587][bookmark: _Ref_a551043]commits any breach of OxLEP's policies and procedures;

[bookmark: _Ref_a857905]commits any offence under the Bribery Act 2010; or

[bookmark: _Ref19257427]is unavailable to provide the Services, pursuant to clause 3.2.

[bookmark: _Ref_a718093]The rights of OxLEP under clause 11.1 are without prejudice to any other rights that it might have in law or under this Agreement. Any delay by OxLEP in exercising its rights to terminate shall not constitute a waiver of these rights.

[bookmark: _Ref_a328307][bookmark: _Toc19260022]Obligations on Termination

[bookmark: _Ref_a892567]Prior to termination, the Consultant shall at OxLEP’s request work with any successor in order to ensure an effective handover of any ongoing work.

[bookmark: _Ref19195568]On the Termination Date the Consultant shall:

[bookmark: _Ref_a784904]immediately deliver to OxLEP all OxLEP Property and original Confidential Information which is in its possession or under its control;

[bookmark: _Ref_a922415]subject to OxLEP's data retention guidelines, irretrievably delete any information relating to the Business of OxLEP stored electronically that  is in his control or possession outside the premises of OxLEP; and

[bookmark: _Ref_a543724]provide a signed statement that he has complied fully with his obligations under this clause 12.2, together with such evidence of compliance as OxLEP may reasonably request.

[bookmark: _Ref_a746125][bookmark: _Toc19260023]Status

[bookmark: _Ref_a158111]The relationship of the Consultant to OxLEP will be that of independent contractor and nothing in this Agreement shall render him an employee, worker, agent or partner of OxLEP and the Consultant shall not hold himself out as such.

[bookmark: _Ref_a113909][bookmark: _Ref19091371]The Consultant shall be fully responsible for and shall indemnify OxLEP for and in respect of the following:

[bookmark: _Ref_a302749]any income tax, National Insurance and social security contributions and any other liability, deduction, contribution, assessment or claim arising from or made in connection with either the performance of the Services, where such recovery is not prohibited by law. The Consultant shall further indemnify OxLEP against all reasonable costs, expenses and any penalty, fine or interest incurred or payable by OxLEP in connection with or in consequence of any such liability, deduction, contribution, assessment or claim other than where the latter arise out of OxLEP's negligence or wilful default;

[bookmark: _Ref_a866997]any liability arising from any employment-related claim or any claim based on worker status (including reasonable costs and expenses) brought by the Consultant against OxLEP arising out of or in connection with the provision of the Services, except where such claim is as a result of any act or omission of OxLEP.

[bookmark: _Ref_a295858][bookmark: _Ref_a807696]OxLEP may at its option satisfy the indemnity in clause 13.2 (in whole or in part) by way of deduction from payments due to the Consultant.

[bookmark: _Ref_a372354][bookmark: _Ref_a671841][bookmark: _Toc19260024]Notices

[bookmark: _Ref_a588952][bookmark: _Ref_a173067]Any notice given to a party under or in connection with this Agreement shall be in writing and shall be delivered by hand or by pre-paid first-class post or other next working day delivery service at the address given in this Agreement or as otherwise notified in writing to the other party.

[bookmark: _Ref_a642769][bookmark: _Ref_a947869]Unless proved otherwise, any notice shall be deemed to have been received:

[bookmark: _Ref_a939186]if delivered by hand, at the time the notice is left at the address given in this Agreement or given to the addressee; and

[bookmark: _Ref_a434008]if sent by pre-paid first-class post or other next working day delivery service, at 9.00 am on the second Business Day after posting.

[bookmark: _Ref_a841367][bookmark: _Ref_a373998][bookmark: _Ref_a373930]This clause does not apply to the service of any proceedings or other documents in any legal action or, where applicable, any other method of dispute resolution.

[bookmark: _Ref_a588052]A notice given under this Agreement is not valid if sent by e-mail.

[bookmark: _Ref_a462980][bookmark: _Toc19260025]Entire Agreement

[bookmark: _Ref_a598011]This Agreement constitutes the entire agreement between the parties and supersedes and extinguishes all previous agreements, promises, assurances, warranties, representations and understandings between them, whether written or oral, relating to its subject matter.

[bookmark: _Ref_a112419]Each party acknowledges that in entering into this Agreement it does not rely on, and shall have no remedies in respect of, any statement, representation, assurance or warranty (whether made innocently or negligently) that is not set out in this Agreement.

[bookmark: _Ref_a164722]Each party agrees that it shall have no claim for innocent or negligent misrepresentation or negligent misstatement based on any statement in this Agreement.

[bookmark: _Ref_a525600]Nothing in this clause shall limit or exclude any liability for fraud.

[bookmark: _Ref_a748182][bookmark: _Toc19260026]Variation

[bookmark: _Ref_a366179]No variation of this Agreement or of any of the documents referred to in it shall be effective unless it is in writing and signed by the parties (or their authorised representatives).

[bookmark: _Ref_a947385][bookmark: _Toc19260027]Counterparts

[bookmark: _Ref_a776949]This Agreement may be executed in any number of counterparts, each of which, when executed and delivered, shall constitute a duplicate original, but all the counterparts shall together constitute the one agreement.

[bookmark: _Ref_a602911][bookmark: _Toc19260028]Third Party Rights

[bookmark: _Ref_a772972]A person who is not a party to this Agreement shall not have any rights under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Agreement.

[bookmark: _Ref_a474591]The rights of the parties to terminate, rescind or agree any variation, waiver or settlement under this Agreement are not subject to the consent of any other person.

[bookmark: _Ref_a463518][bookmark: _Toc19260029]Governing Law

[bookmark: _Ref_a321972]This Agreement and any dispute or claim arising out of or in connection with it or its subject matter or formation (including non-contractual disputes or claims) shall be governed by and construed in accordance with the law of England and Wales.

[bookmark: _Ref_a108671][bookmark: _Toc19260030]Jurisdiction

[bookmark: _Ref_a210436]Each party irrevocably agrees that the courts of England and Wales shall have exclusive jurisdiction to settle any dispute or claim arising out of or in connection with this Agreement or its subject matter or formation (including non-contractual disputes or claims).

This Agreement has been entered into on the date stated at the beginning of it.

[bookmark: _Ref_a168366][bookmark: _Toc19260031] - Services



		[bookmark: _Ref_a104716][bookmark: _Ref18920169]SERVICES

		[INSERT DETAILED DESCRIPTION OF WORK TO BE CARRIED OUT]



		LOCATION

		[INSERT LOCATION WHERE SERVICES ARE TO BE PERFORMED]



		REPORTING PROCEDURE

		[SET OUT REPORTING PROCEDURE]



		REPORT TO

		[INSERT NAME]

[ADDRESS]

[TELEPHONE]

[EMAIL]



		MILESTONES

		[INSERT MILESTONES]










[bookmark: _Ref19090624][bookmark: _Toc19260032] - Activity Log



CONSULTANT’S MONTHLY ACTIVITY LOG

Month: 	…………………………………………………………



		Date

		Activity

		Number of Hours



		

		



		



		

		



		



		

		



		



		



		

		



		



		

TOTAL HOURS



		







Signed:		………………………………………………………………………………………



Date:		…………………………	




[bookmark: _Ref19196421][bookmark: _Toc19260033]- Processing, Personal Data and Data Subjects

[bookmark: _Ref_a963505][bookmark: _Toc19260034] - Processing by Consultant

[bookmark: _Ref_a633486]Scope: [Insert]

[bookmark: _Ref_a611467]Nature: [Insert]

[bookmark: _Ref_a962090]Purpose of the Processing: [Insert]

[bookmark: _Ref_a784838]Duration of the Processing: [Insert]

[bookmark: _Ref_a175323][bookmark: _Toc19260035] - Types of Personal Data

[Insert]

[bookmark: _Ref_a380437][bookmark: _Toc19260036] - Categories of Data Subject

[Insert]





		Signed by [NAME OF DIRECTOR] for and on behalf of OXFORDSHIRE LOCAL ENTERPRISE PARTNERSHIP LIMITED



		

		....................

Director



		



		



		Signed by [NAME OF CONSULTANT]



		

		....................

Consultant
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