CONTRACT FOR THE PROVISION OF SERVICES AUTHORISATION FORM 	Version: v1Aug26
Requestor Details
	Requesting School / Department
	

	Requestor / Contact(s)
	

	Requestor / Contact 2 (if applicable)
	


Procurement Verification
The University is required to apply the relevant procurement procedure in accordance with the nature and value of the activity. In submitting this form you confirm you have checked procurement thresholds, quotes and authorisation requirements.
Please contact procurement@rgu.ac.uk if you have any questions about this section. If you expect to engage this contractor again for the same or similar services in the future, please also seek advice on appropriate contract terms and durations.
	Has the University engaged this contractor at any time during the previous four years? 
	Yes
	
	No
	

	Including this contract, is the total value of contracts with this contractor over the last four years £10,000 or more? (aggregate value)
	Yes[footnoteRef:1] [1:  A Non-Competitive Action (NCA) form must be approved by procurement and included with the request] 

	
	No
	

	If a Quotation/Tender process was required, has this taken place?
	Yes
	
	No1
	


Contractor Details
The University is required to verify contractor information and ensure compliance with HMRC requirements. In submitting this form, you confirm all required due diligence is complete, including HMRC CEST (included with this request) and, if required, Companies House checks. Tax Guidelines for Payments to Contractors is available on our website. 
Details must be completed in full.
	Title
	
	Forename
	

	
	
	Surname
	

	
	
	Email
	



	Company Name 
(if applicable)
	
	Individual / Sole Trader / Ltd / PLC / Charity / etc.)
	



	Correspondence Address
	
	Registered Company Address (if applicable)
	

	VAT Reg. No. (if applicable)
	
	Company Registration No. (if applicable)
	

	Bank Account for payment
	
	Account holder name
	

	Sort Code
	
	Account Number
	


Contract Details
	Start Date
	
	End Date
	


The Scope of Work will define what the contractor is required to deliver. It must be complete, accurate, clear, and capable of being delivered within the agreed timescales and budget.
	Scope of work, please be specific ,e.g. what, who, when, how, where... 


	If applicable, provide details of each milestone / stage /deliverable with date(s)


	Monitoring and review arrangements



Specific Contract Clause Considerations
Intellectual Property (IP) - If the contract may create intellectual property, such as copyright, designs, software, publications or patentable inventions, it must clearly state who will own the IP and any rights to use, publish or patent it. Contact contracts@rgu.ac.uk for advice.
Data Protection - If the Contractor will access, process, store or share personal data on behalf of the University, contact dp@rgu.ac.uk for advice and to ensure appropriate data protection requirements are included.



Fees
	Source of Funding 
	

	Budget Code
	

	Total Fee over the full duration of the contract exclusive of VAT and expenses
	

	Basis for Fee Calculation (e.g. £X per day for X days, £X per hour, fixed fee, or agreed project cost) [sum must equal Total Fee]
	

	Basis of payment terms (e.g., staged payments, or non-standard terms)
	

	Is VAT to be added to this fee?
	

	If expenses are payable in addition to the fee, specify the anticipated costs and provide an itemised breakdown. A maximum expenditure limit must be stated, as expenses cannot be unbudgeted or unlimited
	

	Basis of Payment i.e. invoicing monthly/quarterly/one off payment
	


Final Checks
Documentation must be complete and included when submitted
	HMRC CEST on-line assessment outcome which is dated and attributed to: contractor, role and requesting School / Department
	

	Proof of Professional Indemnity Insurance 
	

	Proof of Public liability Insurance (if applicable)
	

	Completed Non Competitive Action Form (if applicable)
	


Disclosure - If the Contractor will have direct contact with students as part of their role, including teaching, training, supervising, mentoring, coaching, demonstrating, assessing or supporting students, contact HRinbox@rgu.ac.uk for Disclosure Scotland/self-declaration guidance. This does not normally apply to contractors undertaking work with no student contact, such as consultancy, research, administrative, technical or facilities services.
Email/IT access - if required, contact HRinbox@rgu.ac.uk to arrange.

Declaration
I confirm that the information provided in this form is accurate and complete to the best of my knowledge. I have considered all relevant University requirements and obtained any necessary approvals and consultations. I understand that approval of this request will rely on the information provided and I accept responsibility for its accuracy and completeness.
	Requestor / Contact Signature
	
	Date
	


Authorisation
As the Primary Budget Holder, as defined in the Financial Regulations, for the area within which the subject of the Contract falls, or as an Authorised Signatory under section 7.2 of the Contracts Policy, I confirm that I have reviewed the information provided in this form, am satisfied that the appointment is justified and that the relevant University policies, procedures and approvals have been complied with. I authorise this appointment and the associated expenditure and accept accountability for this decision.
	Name
	
	Date
	

	Signature
	
	Role
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Requestor Details  

Requesting School / Department   

Requestor / Contact ( s)   

Requestor / Contact  2 (if applicable)   

Procurement Verification   The University is required to apply the relevant procurement procedure in accordance with the  nature and value of the activity. In submitting this form   you confirm you have checked  procurement   thresholds, quotes and authorisation requirements.   Please contact  procurement@rgu.ac.uk   if you have any questions about this section. If you  expect to engage this contractor again for the same or similar services in the future, please also  seek advice on appropriate contract terms and durations.  

H as the University engaged this contractor at any time during the  previous four years?    Yes   No   

Including this contract, is the total value of contracts with this  contractor over the last four years £10,000 or more? (aggregate value)  Yes

1

  No   

If a Quotation/Tender process  was  required ,   has this taken place?  Yes   N o 1   

Contractor Details   The University is required to verify contractor information and ensure compliance with HMRC  requirements. In submitting this form, you confirm   all required due diligence is complete,  including   HMRC CEST   (included with this request)  and, if required,  Companies House   check s .  Tax Guidelines for Payments to Contractors   is available on our website.     D etails  must be  completed  in full .  

Title   Forename   

  Surname   

  Email   

 

Company Name    (if applicable)   Individual / Sole Trader /  Ltd / PLC / Charity / etc.)   

   

1

  A  Non - Competitive Action   (NCA) form must be approved by procurement and included with  the  request  

