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Innovas Associate Application Form
Introduction:

Thank you for your interest in Innovas. The strength and success of Innovas lies with our growing network of associates across the UK and internationally which we hope you will become part of. Additionally we are creating sub-regional networks of associates who can work and bid together on an ongoing basis. It is important to us therefore to ensure we have detailed and current information on each person. 

The selection process for individual contracts relies to a large extent on the information provided by each consultant within their CV and associated documentation. Providing us with as much detail as possible will lead to improved chances of success. It should be noted, however, that becoming an Innovas Associate is not a guarantee of work.
We apologise for the amount of information you have to provide to us but we do need this level of detail in order to select the right team when bidding for projects and to supply the relevant information to prospective clients. Holding this amount of information allows us to move the process more quickly once a suitable opportunity is identified.

Innovas will contact you to discuss details of assignments before submitting your details to clients. All information you provide will be treated strictly in confidence and will not be passed to any client without your prior knowledge and consent. 

If you would like to become an Associate of Innovas, please submit your completed registration form on line or via email. Also, using the CV template (see download) please provide us with a generic CV in preparation for submitting your details to clients.
If you have any questions regarding any of the points on the registration form, or are unable to provide the information requested above, please do not hesitate to contact Rachel Clarke, Group Administrator on 01606 551122 or email rachel.clarke@innovas.co.uk .
If you have any general questions or queries about Innovas please do not hesitate to contact

Tim Ashcroft
Tel: 01606-551122
Mob: 07710-603-952

Email: tim.ashcroft@innovas.co.uk

Innovas Network Protocols
This set of Protocols sets out our general approach to working with Associates. It also identifies some of the duties and responsibilities, which will apply to Innovas and you, the Associate. It is intended to help you understand our ethical standards and way of working together with you, our key people.

Innovas will:

· Only offer you work for which we and you agree that you are suitable

· Provide you with as much information as we can about the terms of reference of the assignment

· Possibly tailor your CV to emphasise the most relevant strengths and experience to the assignment

· Ensure that arrangements for hours of work, fees and expenses are clearly defined and pre-agreed with you

· Only submit your name to the Client after obtaining your permission for us to do so

· Provide details of arrangements for interviews as soon as possible 

· Advise you promptly on the outcome of written proposals and interviews, whether successful or otherwise

· Provide you with a detailed contract that sets out all the conditions relating to the assignment

· Not attempt to renegotiate rates downwards once the assignment has been won and will only take a pre-agreed percentage of fees of all associates

· Support you and negotiate with the Client should he attempt to change the terms of reference or other relevant conditions relating to the assignment

· Provide you with an Innovas email address for use during projects. In addition where applicable Innovas will also provide a business card which will be re-charged at a cost of £25 per 100 to be recovered from the first payment to each associate

· Pay you promptly, by cheque or BACS as preferred, in line with payment terms agreed with you and the client

· As a rule expenses are included in all fees. However where they are rechargeable to the client Innovas will not mark up expenses outside the agreed fee rate

· Comply with the Data Protection Act and treat information provided by you as confidential with Innovas if so requested.

You, the Associate, will:

· Complete the full application form, CV template and Skills Matrix, and supply 2 references

· Agree to work under the Innovas brand both in joint business development, including bidding, and subsequent project delivery, unless specifically agreed on a case by case basis
· Declare any potential conflicts of interest which may arise from working with clients who compete in the same markets

· Once having agreed to participate in the Innovas proposal, not allow yourself to be put forward by any competitor of Innovas or to bid directly yourself in competition with Innovas for the same assignment or any extensions or other opportunities that arise as a consequence of the assignment

· Accept the assignment if offered it, if you are still available, provided the terms of reference or other relevant conditions haven't significantly changed.

· Carry out the work to the best of your ability

· Not attempt to renegotiate the fee rate upwards once the assignment has been won

· Behave as an Innovas Network Consultant during the assignment, act accordingly, and advise us of any relevant developments or opportunities on client site 

· Advise us promptly of any difficulties with meeting the terms of reference or otherwise complying with the contract between us especially concerning attendance and performance

· Respect the confidentiality of all Innovas and Client information, including contractual details, both during and after the assignment

· Not attempt to encourage any member of the Client's staff to consider alternative employment, unless this is the purpose of the assignment
Central Project Records:

· All projects will be run using a single protected virtual office. All project records will be stored here for communal use by the project team
I, the undersigned agree to abide with the above Innovas Protocols and that all the information I have supplied is to the best of my knowledge correct at the time of writing. I also agree to be contacted by Innovas with information about bid opportunities, future updates, and general news and events in connection with the Innovas network. 

	Signed:

	Print Name:  

	Date: 


Applicant Contact Details

	Personal Information:

	Name:    

	Home Address:


	Home Tel:
	Mobile Tel:

	Email:
	Nationality:


	Business Information: 

	Company Name:
	Company Type: Ltd – Sole Trader- Partnership

	Company Registration Number:
	Date of Registration:

	Are you registered for VAT? YES / NO
	VAT Registration No:

	Company Address:


	Business Tel No:
	Mobile Tel:

	Fax:
	Email:

	Please state which address you would like correspondence to be sent to: Home / Work


	References: Please supply two business references from previous projects which we can use as a general reference for you. Please note these may also be used as part of any proposal where you are included and given to prospective clients. The clients will need to know you personally.

	Organisation / Company Name:
	
	

	Contact Name:
	
	

	Position:
	
	

	Address:
	
	

	Telephone:
	
	

	Email:
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