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Onsite Installation & Setup policy 
· Delivery, Set-up and Familiarisation will take place within 10 working days of the order being paid.

· The appointment will take place within a 2 hour time slot e.g. between 11am and 1pm. 

· The delivery engineer should check all items relating to the students order are present before embarking on their journey. In the event that certain items are missing, the engineer should be able to satisfy the customer with a reason for the shortfall.

· The delivery engineer should ensure that they have sufficient time to allow for unforeseen delays in their journey. Setup should commence at the agreed time, however, the engineer will inform the customer of any delay as soon as possible. 
· On arrival the delivery engineer will introduce himself as such and confirm that it is still convenient for delivery, setup and familiarisation to commence.
· The delivery engineer will establish a suitable location for the equipment to be setup and together both the engineer and customer will work through the engineer’s checklist.
· The engineer will have all relevant paperwork completed by the customer – note: in some cases it may be appropriate for the engineer to offer some assistance with this process – paperwork will consist of the following items: 

· 2 x Delivery Note – signed, dated and retained by both parties.

· 1 x Invoice – marked paid and retained by student.

· 1 x VAT Exemption form when applicable- signed, dated and retained by Concept Northern.

· 2 x Warranty Agreement – signed, dated and retained by both parties.

· 2 x Engineer’s checklist – signed, dated and retained by both parties.

· 1 x SAAS Third Party Payment Form (where applicable) – completed/signed/dated and retained by Concept Northern.

· 1 x Feedback Form – completed, signed, dated and retained by Concept Northern.

· The Delivery, Set-up and Familiarisation will last approximately 1 ½ hours unless exceptional circumstances prevent or we are advised otherwise by the customer. 

· When the customer is satisfied with the Delivery, Set-up and Familiarisation the engineer may leave.

