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Templates Goods Specification

1. Description of Goods to be provided

2.1 Quality requirements – detail any quality standards you require the goods to have (e.g British Standards). If you are specifying a particular brand name, please use the words ‘or equivalent’ 
2.2 Technical requirements 
2.3 Size/dimensions 
2.4 Features/ options – if there are any additional features or optional add-ons for the goods you are buying, please specify if you require any of these. 
2.5 Quantity – please specify the number of items you need. 
2.6  Installation/maintenance/servicing/warranty requirements – if the goods you are buying have to be installed, please ensure you make it clear where they will need to be installed. It is good practice to ask for the cost of a servicing/maintenance package and what that includes even if you later choose not to take it up. Ask for details of any warranties available. 
2.7 Software and training requirements – if there is any software involved in what you are purchasing, please ensure you are clear that the software should be included and training should be provided in the costs. If you do intend buying any goods with a software component, you must speak with IMT prior to issuing quotes.  
2.8 Delivery date and place of delivery – provide confirmation of the date by which you need the goods. If this date is critical, use the words ‘time shall be of the essence’ as this puts a contractual obligation on the supplier.  Please also ensure you are clear about the point of delivery. 
2. Pricing
All pricing provided under the contract will be deemed inclusive of all set-up, integration, implementation, delivery, ancillary costs and expenses. 
3. Disposal and recycling

Suppliers are to provide details of how the goods can be safely and sustainably reused or recycled at the end of the contract.
Compliance with LSE Policies, procedures and systems  

Please refer to http://www.lse.ac.uk/intranet/LSEServices/policies/home.aspx and ensure you have checked and included all applicable policies in your tender.  Please also review the checklist below to make sure you have consulted the appropriate colleagues in developing your Specification:
·  Sustainability – refer to Sustainable Procurement Toolkit on the Procurement webpage. 

·  IMT – if the service includes provision of any hardware, software or online/ Cloud services or if LSE data will be stored, you will need to ensure they have met IMT requirements.

·  Communications  - if the service includes use of the LSE logo/brand; you will need to ensure you have included LSE’s Style Guide in the Specification.

·  Estates – Maintenance – If you are purchasing anything which will need to be maintained and therefore might need to go on the School’s Asset Register. 
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