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The following handling instructions apply to this document:


Handle, use and transmit with care


Take basic precautions against accidental compromise, �opportunist or deliberate attack


Dispose of sensibly by destroying in a manner that makes �reconstruction unlikely








INVITATION TO TENDER 


For the Provision of Leased Franking Machines with Support and Maintenance PS/18/105











_1588662250.doc
Information to be provided by Tenderers

Information to be provided by Tenderers.


As part of your tender submission you must complete certain sections within the Agreement Schedules, and associated statements, for your tender to be considered compliant. 


The table below sets out the information that must be completed and returned as part of your tender response.

		Document

		Instruction



		Pricing / quotation in the form of your hire agreement and schedule. Please also provide a separate document breakdown of the pricing for lease and support and maintenance costs.  

		Complete and Return



		Response to Specification 

		Confirm and agree to required sections within the specification document. You can respond “in line” under each section of the specification 



		Form of Tender & Non Collusive Tendering

		Complete and Return



		Annex  A – Health and Safety Compliance Check

		Complete and Return



		Annex F – Brands. Logos and Trademark use Consent Form

		Complete and Return



		Annex G – Supplier Bank Details

		Complete and Return
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[bookmark: _Toc367369684][bookmark: _Toc277947340][bookmark: _Ref284764423]Procurement Timetable



The timetable for this Procurement is set out in the table below. 

This timetable may be changed at any time.  Changes to any of the dates will be made in accordance with the Regulations (where applicable).  

Potential tenderers will be informed if changes to this timetable are necessary.



		DATE

		ACTIVITY



		6 June 2018

		Invitation to quote /tender issued.



		14:00 hrs 14 June 2018

		Receipt of Tender Response 



		19 June 2018

		Contract Award



		25 June 2018

		Contract Start
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Form of Tender & Non-Collusive Tendering

Contract Number: PS-18-105

Contract Title: Provision of Agency Franking Machines with Support and Maintenance (Lease) 

To be returned by 14:00 hours on: 14 June 2018

To the Secretary State for Transport 


1.
I/we have read the documents listed below and, subject to and upon the terms and conditions contained in the said documents, I/we offer to provide the Services specified, at the rates or prices quoted in our Price Schedule/Tender Response.


2.
Terms and Conditions.  I/we agree that this tender and any contract which may result from it shall be based upon the documents listed below which I/we confirm to be those provided as part of the above referenced Invitation to Tender.


(a)
Form of Tender & Non-Collusive Tendering 

(b)
General Conditions of Contract for Services

(c)
Specification


(d)
My tender (and any amendments to it agreed in writing)


(e)
Schedule of any information I/we wish to be kept confidential for a given period


(f)
Quotation / Lease Schedule


and for the avoidance of doubt


(g)       Invitation to Tender letter



(h)
Instructions for Tenderers

(i)
Provision of supplier bank details

 (j)
Health & Safety Policy – INF119 


 (k)
Diversity & Inclusion Policy 

(l)
Environmental Policy – INF123/1 

(m)
Brands and Logos


(n)
Procurement Counter Fraud & Bribery Statement


I/we agree that any other terms or conditions of contract or any reservations which may be printed on any correspondence or document from me either in connection with this tender, or any contract resulting from this tender, shall not be applicable to the Contract.


3.
Law.  I/we agree that any contract that may result from this tender shall be subject to English law.


4. I/we confirm that we have taken account of our legal and statutory obligations, as well as all relevant Government codes and policies (e.g. taxes, environmental protection, employment protection and working conditions) in our tender, where they would be applicable to the supply of the Good or Services.


5. In particular, I/we can demonstrate that I/we have implemented appropriate technical and organisational measures to comply with the General Data Protection Regulation (GDPR), or will do so before the contract commences, where applicable to the supply of the Good or Services.


6. I/we have abided by the requirements set out in the Instructions for Tenderers, including confidentiality.


7. The prices quoted in this tender are valid for 60 days from the tender return date.

8. I/we agree that the Authority may disclose the Contractor's information/documentation (submitted to the Authority during this procurement) more widely within Government for the purpose of ensuring effective cross-Government procurement processes, including value for money and related purposes.

9. To help Government develop its procurement policy in respect of small businesses, the Department needs to gather information about the size of the organisations we invite to tender. Please tick whichever of the following boxes apply:


		Please tick here if your organisation has between 1 and 50 employees 

		



		Please tick here if, within your supply chain, you will be subcontracting any part of this contract to an organisation that has between 1 and 50 employees


Please tick here if your organisation has between 51 and 249 employees  




		



		Please tick here if, within your supply chain, you will be subcontracting any part of this contract to an organisation that has between 51 and 249 employees

		



		Please tick here if your organisation has 250 or more employees

		





In addition:


		Please tick here if your organisation is a registered company  

		





10. I/we confirm that all copy material submitted is identical in every respect to the original, regardless of the format or media in which it is submitted and that any electronic copy has been virus checked and is clear at the time of despatch.  


11. Non-Collusive Tendering. I/we certify that this tender is made in good faith, and that we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person. We also certify that we have not, and we undertake that we will not: -



(i) Before the award of any contract for the work:-


(a) communicate to any person other than the Secretary of State or a person duly authorised by him in that behalf the amount or approximate amount of the tender or proposed tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain insurance premium quotations required for the preparation of the tender;


(b) enter into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted;


(ii) Pay, give or offer or agree to pay or give any sum of money or other valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the work, any act or thing of the sort described at (i) (a) or (b) above.


The word "person", in section 10, includes any persons, any body, or association, corporate or unincorporated; "any agreement or arrangement" includes any transaction, formal or informal and whether legally binding or not; and "the work" means the work in relation to which this tender is made.



Dated this .....................................day of ...............June 2018


Signature ..................................... In the capacity of ..................................



(Capitals .......................................) (eg Director, Secretary, etc)



Duly authorised to sign tenders



for and on behalf of:



Postal address.......................................................................................



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


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


Telephone No.................................... E Mail Address……………………………………

04/18
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1. Introduction

The Department for Transport (DfT) invites your proposal for the following Services  This contract will be subject to the DfT Standard Conditions of Contract. For Services. 


The Driver and Vehicle Licensing Agency (DVLA) is an Executive Agency of the   Department for Transport, based in Swansea and employs around 5,000 staff. The Agency’s primary aims are to facilitate road safety and general law enforcement by maintaining accurate registers of drivers and vehicle keepers and to collect Vehicle Excise Duty. 


2. Background to the Requirement


DVLA invites your proposal for providing a continuation of the lease of the current franking machines together with their maintenance and support for a period of 12 months from 25 June 2018 to 25 June 2019.  The Agency is unable at this stage to provide an opportunity for a longer term agreement as it is currently reviewing its overall requirement for this service. 

Business Objective

The business objective of this procurement is to lease franking machines with support and maintenance to enable the Contracting Authority to continue to process outgoing mail efficiently and accurately.

  Other than the costs quoted in your hire agreement / schedule (and separate  breakdown of the pricing for lease and support and maintenance costs), no further costs or expenses (such as reimbursable expenses or arrangement fees) will be payable by the DVLA.

3. Procurement Timetable


		Description

		Date



		1. ITQ Issued

		6 June 2018



		2. Receipt of Tender Responses

		14:00 hrs 14 June 2018



		3. Contract Award

		19 June 2018



		4. Contract Start

		25 June 2018





4. Scope


4.1. 
The Contracting Authority currently has 4 leased Franking Machines. 3 high volume Connect + 500 machines and a single low volume machine, a UK DM300c Base & Meter at the main site in Morriston, Swansea. The machines have been used to frank up to 5 million mail items per annum to the public. 

Previously the daily throughput via the Franking machines was approximately 18,000 items with daily peaks sometimes exceeding 30,000 items. During working days peak hourly throughput was approximately 5,000 items per hour.  

You are invited to propose a solution for the lease of these Franking Machines with servicing, support and maintenance for a period of 12 months.

5. Implementation and Deliverables


5.1. 
The Agency is looking for the contract to cover a 12 month period commencing 25 June 2018. 

6. Specifying the Services 


6.1
Quality Requirements

The DVLA requires confirmation that you will meet the requirements identified in the original specifications for contract PS/17/90 and PS/11/61 (Annex I)

   6.2
Pricing Requirements Submission

Please provide your pricing / quotation in the form of your hire agreement and schedule. Please also provide a separate breakdown of the pricing for lease and support and maintenance costs.  

Please provide two pricing submissions. 

Firstly based on the lease plus support and maintenance of the 3 Connect + machines 


Secondly based on the lease of the 3 connect + machines and the low volume DM300c


7. Quality Assurance Requirements 


7.1 
The Supplier must advise which of the following standards the relevant area of their company currently holds:


· ISO9001


· ISO14001


· ISO18001


· ISO22301


· ISO27001

8. Other Requirements


8.1 
Health and Safety - The Supplier must complete the Health and Safety Compliance Checks in Annex A and also note DVLA’s Health and Safety Policy (INF119) at Annex B.

8.2 
Procurement Counter Fraud - Please note DVLA’s Procurement Counter Fraud Statement provided at Annex C.

8.3
 Diversity and Inclusion - The Supplier must comply with the provisions as detailed in Annex D - DVLA Diversity and Inclusion Policy.


8.4 
Information Assurance and Security - 


Removable Media

Tenderers should note that removable media is not permitted in the delivery of this Contract.  Where there is a requirement for Contractor’s Staff to take data off site in electronic format, the DVLA will consider if it is appropriate to supply an encrypted hard drive.


Security Clearance

Tenders are required to acknowledge in their tender response that any Contractors’ Staff that will have access to the DVLA site for meetings and similar (but have no access to the DVLA systems), must be supervised at all times by DVLA staff.


Tenderers are required to confirm in their tender response that any Contractor’s Staff that will be accessing the DVLA Site to provide routine maintenance or have access to the DVLA site and DVLA systems have Baseline Personnel Security Standard clearance (BPSS).  The BPSS comprises verification of the following four main elements:


1.  Identity;


2.  Employment History (past 3 years);


3.  Nationality and Immigration Status;


4.  Criminal Record Check (unspent convictions only).


The aim of the Baseline Standard verification process is to provide an appropriate level of assurance as to the trustworthiness, integrity and proper reliability of prospective staff. Tenderers are required to provide evidence of relevant Contractor’s Staff clearance in their tender response.

8.5   Sustainability and Environmental Policy

        Please Note the Agency Policy on the above at Annex E


8.6 
Business Continuity - The Supplier shall have robust Business Continuity / Disaster Recovery Plans which align to ISO 22301 or similar. The Supplier must provide a copy of these plans to the DVLA on request. The Supplier will test their Business Continuity arrangements on at least an annual basis and is requested to inform the DVLA when such tests or exercises are scheduled. Relevant outcomes of these tests must be made available to the DVLA in writing.


The Supplier will notify the DVLA within twenty four (24) hours of any activation of the Business Continuity Plan, in relation to the services provided to the DVLA.


These plans will be used by the DVLA in the event of an incident, so that the Agency will be able to continue to deliver its critical activities to an acceptable pre-defined level.


The Supplier is also required to provide a further copy of these plans each time this is updated.


8.7
Brands, Logos and Trademarks - Suppliers must note the guidelines and return the form at Annex F in relation to the use of Brands, Logos and Trademarks  

8.8
Supplier Bank Details - Suppliers must complete the request information in Annex G.

8.9 
Armed Forces Covenant - Please see Annex H. 


9. Management and Contract Administration

The supplier shall comply with the Agency invoicing procedures detailed below. Please note that invoices are usually paid in arrears.  

Invoicing Procedures


DVLA’s invoicing procedures are detailed below:


1. All invoices and/or credit notes must be an original document.


2. Any correspondence/enquiries which are sent to the designated email address for invoices/credit notes and are not an original invoice and/or credit note will be deleted, with no action being taken.

3. All invoices and/or credit notes will either need to be sent electronically as an attachment to an email or as a hard copy document through the post to the designated email or postal address listed below:


Email: ssa.invoice@sharedservicesarvato.co.uk

Postal Address: Shared Services arvato
5 Sandringham Park
Swansea Vale


SA7 0EA


4. If an original invoice and/or credit note is sent electronically, then the same document must not be sent as a hard copy through the post and vice versa.


5. All electronics invoice and/or credit notes must be sent in a PDF format. Any documents which are received and are not in a PDF format will be deleted with no action being taken.


6. All invoices or credit notes must quote a valid Purchase Order number i.e. one that is in the format 8000XXXXXX. This will be found on the Purchase Order you receive.


7. A 10Mb maximum file size per email is applicable.


8. If the e-invoice is encrypted, this could result in the invoice being blocked by arvato email security filters. 


9. The e-invoices must not include profanities, as these will also be blocked by arvato email security filters and may delay/stop the invoice being received.


10. You should not provide goods or services without receipt of a valid Purchase Order.


11. Do not undertake new work or supply goods or services in excess of the original Purchase Order Value.


12. If an incorrect Purchase Order number or no Purchase Order number is quoted the invoice will be returned to you. You will be able to handwrite the correct Purchase Order numbers on the invoices that are returned, however it is preferable that you change it on your system and reissue to ensure any future invoices are referenced correctly. 


13. Credit notes should quote the Purchase Order number and your original invoice reference along with details of what the credit note applies to, particularly if it is not for the full value of the invoice.


14. Identify the business unit the invoice or credit note relates to e.g. DVLA.


15. Shared Services arvato cannot be responsible for any e-invoice until it has been received. Responsibility for ensuring the e-invoice is received by arvato in a timely manner lies with the supplier.


All supplier invoices and payment enquiries must be directed to Shared Services arvato. If you contact the relevant business unit directly, they will direct you to Shared Services arvato.

How to Notify us of a Change


If you change important information, such as your organisation’s contact or bank details, we will need written official correspondence. Please notify Shared Services arvato as soon as possible:


Tel: 0844 892 0343


Email: support@sharedservicesarvato.co.uk (Please do not email original invoices/credit notes to this email address)

             
Postal Address: Shared Services arvato
             
5 Sandringham Park
             
Swansea Vale


                
SA7 0EA


Enquiring about progress of payments 


1. For all payment and invoice queries you will need to contact the Shared Services arvato Service and Support Desk directly on 0844 892 0343. When calling you should quote the Purchase Order number, your vendor account number (if known) and the business unit you are invoicing e.g. DVLA.


2. You should ask for your communication to be logged on a “service ticket” along with your contact details. This will allow all issues relating to your query to be logged under a unique reference number.


3. You should quote the service ticket number in any follow up conversations.


4. If Shared Services arvato has the invoice but cannot release it for payment, you are required to take appropriate action to ensure it can be paid. 


5. If the invoice has not been received by Shared Services arvato, the responsibility is on you to get the invoice to Shared Services arvato. If you are sending invoices to anyone other than Shared Services arvato, please change your customer invoicing address to Shared Services arvato. 


6. If a response from Shared Services arvato is required, one will be provided to you within 10 working days. 


7. If you have any remittance queries, these should be discussed with Shared Services arvato: 


Tel: 0844 892 0343

Email: support@sharedservicesarvato.co.uk (Please do not email original invoices/credit notes to this email address)

8. You must also ensure that a statement is sent to Shared Services arvato monthly to aid prompt payment of invoices (email and postal address as above).


10. Training / Skills / Knowledge Transfer 

No further training requirements have been identified.


11. Documentation

The DVLA documentation requirements are specified in Section 6 of the document and in the relevant Annexes attached to this document.

12. Arrangement for End of Contract


At the end of the contract lease period the Supplier will be responsible for the collection of their equipment as directed by DVLA.

The Contractor shall fully cooperate with the Authority to ensure a fair and transparent re-tendering process for this contract. This may require the Contractor to demonstrate separation between teams occupied on the existing Contract and those involved in tendering for the replacement contract to prevent actual (or perceived) conflicts of interest arising.

13. Points of Contact


		

		Name

		  Steve Groves



		Project Lead

		Tel

		  01792 783287



		

		e-mail

		  Steve.groves@dvla.gsi.gov.uk



		

		

		



		Procurement Contact





		Name

		  Kevin Waker 



		

		Tel

		  01792 782753



		

		e-mail

		  Kevin.waker@dvla.gsi.gov.uk





All queries / questions should be sent to the procurement contact. 
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[bookmark: _Toc483020097][bookmark: _Toc206566997]1. INTRODUCTION

1.1. General

[bookmark: _Toc483020098]This Statement of Requirements has been prepared by the Driver & Vehicle Licensing Agency (DVLA). It defines the requirements for the procurement of Franking Machines. This document is aimed at potential suppliers for the provision and support of new equipment within DVLA’s mailing environment:

· Section 1 – Introduction – provides background on the Agency and an overview of the Agency’s requirements.

· Section 2 – Expected Format of Responses – provides guidance to suppliers on the layout for their responses to this Statement of Requirements.

· Section 3 – Requirements – details the Agency’s requirements that must be met by any proposals.

1.2. The Driver and Vehicle Licensing Agency

[bookmark: _Toc483020101]The Driver and Vehicle Licensing Agency (DVLA) is an Executive Agency for the Department for Transport (DfT) DVLA’s operational sites are based in Swansea. It’s main site is based in Morriston, and there is a print and despatch section based in Fforestfach. 

We play a key role, working with the Police and others, to keep road users safe by:

· maintaining over 44 million current driver records and 36 million current vehicle records, handling around 200 million customer interactions each year as a result

· collecting nearly £6 billion a year in Vehicle Excise Duty (road tax)

· limiting tax that has not been collected because of non-compliance to no more than 1 per cent

· supporting the police and intelligence authorities in dealing with crime.

1.3. Description of the operational environment

Output Services Group (OSG) provides the Agency with its print & mail functionality. It is responsible for producing the Agency’s entire customer facing documentation and in 2009/2010 fiscal year despatched more than 123 million items of mail to its customers. The operation is based over two sites within five miles of each other and has a staffing level of approximately 200. DVLAs current franking requirement is provided by 4 machines across both sites.

1.4 [bookmark: _Toc483020107].  Purpose of the procurement

Suppliers are invited to propose a solution to the meet the Agency’s demands for despatching 5 million plus mail items per annum to the public.



1.5. Timetable of Events – clarification and deadline.

Should potential suppliers wish to clarify any aspect of this tender exercise they are requested to do so by 17:00 hrs Friday 9th March 2012. Please note that all questions and answers provided will be sent to all recipients of the tender documentation.

Full responses to the statement of requirement are expected on or before Friday 16th March 2012.

2. EXPECTED FORMAT OF RESPONSE

This is an invitation to take part in a mini competition under the terms of the YPO Mailroom Equipment Framework Pro5 contract No. 000217.  

Suppliers should note that evaluations will be made on their response to this invitation to mini competition. The response should provide the proposed solution and supporting services to satisfy this requirement, and will indicate the extent to which the solution is compliant with the requirements.  In addition, the response should contain essential background information on the supplier and their products, in order to allow the Agency to assess the supplier’s capability of successfully implementing the proposed solution.

The proposal must contain a full response to the Statement of Requirements and must address each mandatory and desirable requirement and confirm whether or not it will be met.  Proposals that cannot meet ALL mandatory requirements will be eliminated.

2.1. Recommended structure for proposals

i. Executive Summary/Introduction

· An overview of the supplier.

· A brief summary of the proposal and broad approach to meeting The Agency’s requirements. 

· The price of the proposed solution.

ii. Specification 

A detailed specification against each individual requirement of the proposed solution and indicating those parts that are packaged, customised or bespoke. This section may be used to highlight any major benefits of the proposed solution, e.g. flexibility or expandability.  

iii. Third Parties/subcontractors providing services

· Details of any subcontractor and their location

· The relationship between the supplier and the subcontractor

· Your views of the subcontractor’s strengths and why you have included them in your response.  (The contractual relationships between supplier and sub contractor should be broadly in line with the philosophy of the Agency’s own contract terms and conditions).

· Include any anticipated work required by DVLA, or their IT providers, in the delivery of the solution.

iv. Costs 

This section provides a detailed breakdown of the total price of the supplier’s solution. 

Suppliers are encouraged to state how they would continue to highlight ideas and provide proposals to introduce benefits to their solution.

[bookmark: _Toc483020115]Company brochures should not form part of the full response, but may be supplied separately.

[bookmark: _Toc206566999]3.	REQUIREMENTS

The following are mandatory requirements (M) or contractual obligations (CO).  Any proposal which does not meet ALL of the mandatory requirements will be rejected.

Response to Requirements

By paragraph, suppliers should annotate as follows to indicate their approach:

Y (yes) - the requirement can be met using solutions/approaches/services, which the supplier can demonstrate are already in successful use at/for an organisation comparable to the Agency (preferable) or can be demonstrated to the Agency’s satisfaction.  A description of the proposed solution should be included.

F (future) – the requirement is firmly planned to be offered as a standard feature of a future solution/service, and was so planned before suppliers were aware of the Agency’s requirements.

M (mod) – a modification would be required to the standard solution/service to satisfy the requirement.  Any such proposed modification must in no way compromise the Agency’s ability to take standard system upgrades at any future date in the same way as a customer with an unmodified system.

B (bespoke) – a bespoke solution is the only way forward, in whole or part.  The implications of such a development on system upgrade paths and support should be clearly stated.

N (no) – the requirement is not possible/feasible.

In all cases, supplier responses to every requirement should be categorised by using one of the emboldened letters above. 

SUPPLIERS SHOULD SPECIFY IN DETAIL HOW EACH REQUIREMENT WOULD BE MET BY THE PROPOSED SOLUTION.  

Suppliers are requested not to merely insert Yes/No answers but to fully respond to all the requirements as listed.

Proposals that cannot meet ALL mandatory requirements will be eliminated.

























4.	QUALITY

[50 points available which is equivalent to 12.5% of overall score] This score is added to the score from the framework evaluation.

Q1-M- DVLA requires Franking machines with the capability to meet the demand of approx 5 million pieces of mail per annum. The Supplier must indicate they can provide machines to meet this demand specifically to each site and detail how this will be achieved. [20]



Q2 - The supplier must indicate the maximum speed of the machines. Points will be allocated in the following way:

0-99       Envelopes per minute 2 points

100-150 Envelopes per minute 4 points

151-200 Envelopes per minute 6 points

201-250 Envelopes per minute 8 points

251-300 Envelopes per minute 10 points [10] 



Q3 - The supplier shall indicate the minimum and maximum size document the machine can handle. 

Q4 - The proposals must contain a full current specification of the equipment and the optimum atmospheric conditions. The specification must provide details of: 



· Physical Dimensions.

· Weight and point loading.

· Access clearance required.

· Power requirements.

· Heat output.

· Life expectancy of the machine.

· Any specialised support services needed (e.g. compressed air supply).

.Q5 - The supplier shall provide Management Information to the Agency, and provide an example of how the report would look.  As a minimum covering, cost, class, volume, posting date. [5] 

Q6 –M - The supplier shall agree to maintain the machines for the term of the contract. Supplier must also detail any routine maintenance functions that are required and how preventative maintenance would be scheduled. [5]



Q7 – M - The contractor must respond to all on-site faults reported against equipment covered by any Warranty agreements and maintenance contracts within 4 hours during each year of the contract. Maintenance cover must be available between the hours of 7am and 5pm Mon - Fri.   Supplier must provide as part of their response a detailed reporting system and escalation process. [5]

Q8 - The supplier shall provide details of the number of maintenance engineers, their qualifications and their location. The supplier must provide details of the contingency arrangements they have in place to ensure continuity of maintenance cover. [5] 



5.	DELIVERY



 [not scored] The scores will be carried through from the framework evaluation.



This section will not be scored but we require you to confirm your understanding and acceptance of each point D1 – D3 and supply information if it has been requested.



D1 – M - The supplier shall  provide the relevant training to staff and indicate the length of the training offered, the content, the minimum training requirement - non specialised and confirm that training will be delivered on-site to each office and a minimum of one operational training manual per franking machine. [yes/no]

D2 - The supplier shall provide an operational manual free of charge and advise the cost for any additional copies, or suggest free alternatives such as pdf.  [yes/no]

D3 - The supplier shall provide machines if there is an increase, or decrease, in the number of machines or locations required. Machines and locations may be added or deleted as required during the course of the contract and there is a possibility that these may be located at sites other than Swansea.  In such instances, DVLA will notify the contractor a month in advance of the change.  The contractor pricing schedule should be flexible to cater for sites being added or deleted.  One months notice will also be provided for any change of address details for normal machine locations. The supplier should confirm they will meet this requirement. [yes/no]



6.	SUSTAINABILITY

 

[not scored] The scores will be carried through from the framework evaluation.

This section will not be scored but we require you to confirm your understanding and acceptance of each point S1 – S7 and supply information if it has been requested.



S1 - The Agency is committed to sustainability and as such the service provider should consider this as part of their submission.



The Agency requires the service provider to:



· Comply with the Agency’s Environmental Policy (See Annex C);

· Where appropriate, assist the Agency in achieving its Sustainable Operations targets (See Annex D);

· Be able to evidence continual environmental improvements in their own organisation (ideally through accreditation of EMS, Green Dragon etc);

· Ensure its own supply chain does not have a negative environmental or social impact;

· Where required, be able to provide data on carbon emissions related to the products/services being supplied.



The above requirements are generic for all contracts. Depending on the type of product or service being supplied, the service provider may be required to:



· Comply with specific requirements and or standards;

and/or 

· Provide detailed reporting where appropriate.



S2 - The service provider shall assist the Agency in achieving these key initiatives throughout the period of the contract. 



S3 - The service provider shall also describe their approach to Sustainable	 Development in terms of the economic, environmental and social aspects related to this service provision. 



S4 - The Agency requires details on the carbon emissions for the transportation of the Franking machines to the DVLA sites. 



S5 - The Agency requires details of the country of origin of the equipment. 



S6 - The supplier shall meet the following as a minimum and provide details on each requirement and any added benefit to the Agency: 

· Use the most environmentally considerate inks



· Energy consumption  - to provide the power unit and footprint of franking machines



· Packaging to be removed when brought in by the supplier



· Company to take back empty ink cartridges



· If sealing solution used, how is bottle recycled and what chemicals are used toxic and non toxic? 



· Supplier to provide Royal Mail envelope sizing guide (Perspex) with each machine.

S7 - The supplier must collect and replace any un-repairable machines at no extra cost during the term of the contract, the supplier must also dispose of any equipment  provided, during the term of the contract upon expiry, whilst complying with current and future EU regulations. [yes/no]





7.	CUSTOMER SERVICES 



[not scored] The scores will be carried through from the framework evaluation.



This section will not be scored but we require you to confirm your understanding and acceptance of each point CS1 – CS3 and supply information if it has been requested.



CS1 – M - The supplier shall after Contract commencement attend regular monthly performance review meetings at DVLA to review the progress of the agreement, discuss the management information and to review any problems that have arisen in the preceding month.  Contract review meetings will be conducted to an agreed agenda, the following elements are likely to be included 



1. Performance analysis – Review of SLAs and KPIs

1. Contractual/Operational Issues

1. Risk Management

1. Business Continuity

1. Sustainability

[yes/no]



CS2 - Strategic performance review meetings shall take place to manage the contract. The contractor shall attend annual strategic review meetings throughout the Contract period. The meeting shall be attended by the Account Manager and other key contract staff as appropriate. Strategic review meetings shall include, but not be restricted to the following topics. 



1. Overall performance against key performance indicators

1. Volume and expenditure trends

1. Compliance and satisfaction levels

1. Sustainability strategy and performance

1. Business Continuity issues and updates

1. Demand management and trend analysis

1. Proposals for improvements on any area of the contract

1. Review of market conditions/ intelligence

1. Financial stability

1. Review of risk assessment

1. Any security issues and review of Security Plan 

[yes/no]



CS3 - The supplier shall indicate arrangements for dealing with problems relating to invoicing and general administration. Please provide details of proposed Contract Manager. [yes/no]















8.	AESTHETIC & FUNCTIONAL



[100 pts points available which is equivalent to 5% of overall score]



AF1 – M - Suppliers must provide details of how users would credit the machine with funds and details of all the machinery functionality, details provided must also include if there are any costs associated with crediting funds to the machine. [40]



AF2 Suppliers shall indicate the arrangements for supply of consumables such as ink and franking meter tape. [30]



AF3 - The supplier shall indicate the minimum length of warranty available. [30] 



AF4 – M -The supplier must provide 2 services per year throughout the duration of the contract. [yes/no]



AF5 – M -The supplier shall confirm that all parts needed for repairs and servicing are covered in the maintenance requirement.  [yes/no]



AF6 – M -The supplier must provide height adjustable tables for use with the larger equipment   [yes/no]



9.         DATA HANDLING and INFORMATION ASSURANCE



This section will not be scored but we require you to confirm your understanding and acceptance of each point and supply information when it has been requested.



Removable Media - The supplier should note that removable media is not permitted in the delivery of this Contract.  Where there is a requirement for Contractor’s Staff to take data off site in electronic format, the DVLA will consider if it is appropriate to supply an encrypted hard drive. 



Security Clearance - The supplier is required to confirm that any Contractor’s Staff that will be accessing the DVLA Site to provide routine maintenance have Baseline Standard clearance. 



The Baseline Standard comprises verification of the following four main elements:



1.  Identity;

2.  Employment History (past 3 years);

3.  Nationality and Immigration Status;

4.  Criminal Record (unspent convictions only).



The aim of the Baseline Standard verification process is to provide an appropriate level of assurance as to the trustworthiness, integrity and proper reliability of prospective staff. Suppliers are required to provide evidence of relevant Contractor’s Staff clearance in their tender response. [yes/no]



Information Supply Chain - Suppliers are required to confirm how DVLA Data will be securely managed at each stage of the Information Supply Chain.  This applies to both Contractors and Sub-Contractors.  Retention schedules will need to be defined and agreed prior to award of contract. [yes/no]

 

Personal Information - Suppliers should confirm and note that Government Departments must adhere to certain Mandatory Minimum Measures in relation to personal information.  Please refer to the DVLA summary guidance as shown in Annex C.  We must point out that “any source of information about 1000 or more individuals amount to Protected Personal Data and must be safeguarded accordingly. [yes/no]



Offshoring - Suppliers should confirm and note that Government Departments must adhere to certain standards in relation to Offshoring.  Suppliers should refer to the DVLA summary guidance as shown in Annex D. [yes/no]



Redundant Equipment – The supplier must confirm that any redundant equipment that will have captured any Restricted or Protected data will be disposed of securely on the DVLA Site. [yes/no]



Suppliers shall confirm that they will securely destroy any hard drives associated with any of the equipment provided as part of this procurement exercise. [yes/no]







10. COSTS  



(80 points available which is equivalent to 24% of overall score)

This score is added to the score from the framework evaluation.

The Agency requires a 5-year contract.  Please complete the cost chart in Annex A where all costs will be evaluated against the stated weighting. 



11. BUSINESS CONTINUITY

Suppliers are required to provide a business continuity plan consisting of a detailed collection of up to date procedures and information in readiness for use in an incident, so that the Agency will be able to continue to deliver its critical activities to an acceptable pre-defined level.



12. DURATION OF CONTRACT



The Agency is looking for the contract to cover a 5 year period. The 5 years will commence when user acceptance has been successfully signed off. There will be a period prior to this which will allow for lead times and delivery of the equipment. 





13. INVOICING

The supplier shall comply with the Agency’s invoicing procedures. [Not Scored] 

The DVLA’s invoicing procedures are detailed below:







Invoicing Address



All invoices and credit notes must be sent to the DfT Shared Service Centre at the following address:



DVLA

 Accounts Payable

DfT Shared Service Centre

5 Sandringham Park

Swansea Vale

Swansea 

SA7 0EA



 Invoicing Requirements



All invoices submitted to the DfT Shared Service Centre for payment must:



· state the relevant Business Unit (e.g. DVLA) the services or goods were supplied to

· quote your Vendor Number 

· quote Purchase Order Number 

· use the units of measure, pricing units and description as stated in the Purchase Order

· be submitted in a timely manner after the despatch of goods or provision of services (and not accumulated).



Credit Notes



Credit notes must quote the Invoice Number and Purchase Order Number that they relate to.



Invoicing Queries



For any queries regarding invoices you must contact DfT Shared Service Centre support desk on telephone number 0844 892 0196.



PLEASE BE ADVISED THAT COMPLIANCE WITH THESE PROCEDURES WILL SIGNIFICANTLY AID PROMPT PAYMENT.







14. EVALUATION CRITERIA

The following scoring system will be adopted for this assessment: 



The sub criteria at mini-competition stage will follow on from the weightings established in the framework, please see below.



		CRITERIA FOR MINI COMPETITIONS 



		Cost                              30%

		The overall cost weighting is 30%. At mini-competition stage the % of criteria to be re-competed is AC Com 1 : Quotes, this would be  24% of the total 30% of cost. 



		Quality                           25%

		The overall quality weighting is 25%. At mini-competition stage the % of criteria to be re-competed is AC Tech 1 : Samples / Specification / Performance, this would be 50% of the total 25% of quality.



		Delivery                         10%

		The scores will be carried through from the framework evaluation.



		Sustainability                 10%

		The scores will be carried through from the framework evaluation.



		Customer Services        20%

		The scores will be carried through from the framework evaluation.



		Aesthetic &  Functional   5%

		The overall aesthetic and functional weighting is 5%. At mini-competition stage % of criteria to be re-competed will be the full 5%. 







The evaluation will be assessed in: 

· Part one – This will comprise an assessment of supplier’s ability to meet the mandatory requirements. Any proposal which does not meet all of the mandatory requirements will be rejected, whilst those that are able to meet requirements will progress to the second phase of the evaluation. 

· Part two - Responses to the requirements will be scored according to the following:



		Score

		Criteria



		0

		No evidence to suggest that the supplier has the capability to deliver the requirement or how they will do this.



		1

		Very little or poor evidence to suggest that the supplier has the capability to deliver the requirement or how they will do this.



		2

		Some evidence provided but too limited to determine whether supplier’s capability can meet the needs of the requirement. Evidence largely incomplete and/or referring to outcomes that are not directly linked to the requirement.



		3

		Evidence provided as to the capability and how the supplier will meet the requirements but with some shortfalls in quality, quantity, or relevance of examples.



		4

		Evidence mostly complete and provides a higher degree of confidence in the supplier’s capability to deliver the requirement than previous scores.



		5

		Full evidence of supplier’s capability provided in line with what was asked for including how this will be done. Little more that could be provided in terms of quality, quantity and relevance of examples.







The Total Cost over the term of the contract will be scored with the lowest cost tender receiving full marks and others receiving a percentage of this mark, calculated from how far they are from the best price.

The contribution to the overall mark will be based upon the following weightings:



		Criteria

		Weighting



		Part One

		



		Ability to meet mandatory requirements

		Pass or Fail



		Part Two (for those who passed part one)

		



		Quality 

		50 points = 12.5%



		Delivery

		Yes or no, not scored



		Sustainability

		Yes or no, not scored



		Customer Services

		Yes or no, not scored



		Aesthetic & Functional

		100 points = 5%



		Cost 

		80 points = 24%



		Delivery, installation & set-up

		10



		5 Year Lease costs (to include Support & Maintenance)

		40



		Adjustable tables

		10



		Consumables

		10



		Meter credit/top up charges

		10









Prospective suppliers should provide evidence to demonstrate their ability to meet the above criteria in their tender response.



The Agency may wish to clarify the content of response and/or invite Suppliers to demonstrate their proposed solution.



Please note that the scoring mechanism that will be used is attached in Annex B.

15. CONTACT POINTS

For all queries contact:



      Steve Jones (stephen.jones@dvla.gsi.gov.uk)



The Contract Manager will be: 



Alison Rees

Business Support Team

Output Services Group

C Ground

Morriston

Swansea

SA6 7 JL

















































16. ANNEXES

ANNEX A – COST TABLES







		





		

Cost (80 points = 24%



		

Percentage Score



		

Delivery, installation and set up (10)



		

£

		





		Year 1 Lease cost, to include support and maintenance

		

£

		



		Year 2 Lease cost, to include support and maintenance

		

£

		



		Year 3 Lease cost, to include support and maintenance

		

£

		



		Year 4 Lease cost, to include support and maintenance

		

£

		



		Year 5 Lease cost, to include support and maintenance

		

£

		



		

5 Year Lease Costs (40)



		

£

		



		Adjustable tables cost (10)

		£

		



		Consumables cost (10)

		£

		



		Meter credit/top up charges (10)

		£

		

































ANNEX B – SCORING MECHANISM TABLE









             

	























































































ANNEX C
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Summary of Cabinet Office Guidelines: Mandatory Minimum Measures for Data Processing / Data Sharing Organisations



Government has put in place a core set of minimum mandatory measures to protect information, to apply across central Government.  They are minimum measures in that they oblige individual Departments and agencies to assess their own risk, and those organisations will often put in place a higher level of protection. 





1.  Information is a key asset, and its proper use is fundamental to the delivery of public services.  The public are entitled to expect that Government (and data sharing organisations) will protect their privacy and use and handle information professionally.  Departments are best placed to understand their information and to protect it, but need to do so within a context of clear minimum standards ensuring protection of personal information.

2.  This document sets out mandatory specific minimum measures for the protection of personal information. “Personal information” is defined in Appendix A, below. All organisations handling DVLA data must also comply with other obligations, such as those under contracts, codes of connection, and the law.  The material in this Annex reflects good practice as set out in the Cabinet Office Information Assurance series.

3.  In complying with these Measures, DVLA has a responsibility to ensure that all commercial arrangements which are concerned with data handling are fully compliant with these Cabinet Office requirements. In turn, DVLA must ensure that data sharing organisations in receipt of data from DVLA perform to these standards. 



Specific minimum measures to protect personal information



4.  Those in receipt of data from DVLA must be particularly careful to protect personal data where its release or loss could cause harm or distress to individuals.  DVLA will determine what information is contained in this category with each entity in receipt of data.  This must include at least the information outlined below and handle all such information as if it were at least “PERSONAL DATA” (please see Appendix A) while it is processed or stored. 



4.1 Preventing unauthorised access to protectively marked information

When Personal data and/or information is held on paper, it must be retained in secure premises and locked away. When information is held and accessed on ICT systems, controls should be in place to ensure that access is only granted to individuals whose role necessitates it and the physical location of systems is also on secure premises.  Exceptions to these conditions can only be applied with prior agreement by DVLA. 

Use of removable media (including laptops, removable discs, CDs, USB memory sticks, PDAs and media card formats) for storage or access to such data is not permitted as part of the data handling procedures. 

Deviation from this guidance is exceptional and will only be acceptable after prior approval and guidance from DVLA. 



4.2 Secure Disposal

In accordance with Data Protection law, recipients of protected data should dispose of it when there is no business need to retain it.  All material of this nature should be disposed of in a secure controlled manner. As a guideline, you should: 

· destroy paper records containing protected personal data by incineration, pulping or shredding (to shredded wheat) so that reconstruction is unlikely; and   

· dispose of electronic media that have been used for protected personal data through approved secure destruction processes.



4.3 Access rights

Access rights should be minimised in respect of each of the following: 

· The default should be that no member of staff has access to protected personal information.  If access is necessary, it should be to the smallest possible sub-set of records;

· The hierarchy should be:

· no access

· ability to view only aggregated data

· ability to view only anonymous records

· ability to view material from single identifiable records 

· ability to view material from many identifiable records simultaneously;

· Functional access, including: searching, amendment, deletion, printing, downloading or transferring information. 

4.4 Citizen-facing work

Organisations providing services on behalf of Departments and agencies need to ensure that citizen facing services are secure, while being easy for people or their representatives to use.  Where possible, the same protective measures should be taken in transacting business with individuals as when information is stored or used within Government, but Departments will set their own proportionate standards in this area so long as those standards (and possible alternatives service routes) are clearly explained.







In summary: key principles



Departments and their suppliers/contractors MUST protect sensitive personal information from unauthorised access, release or loss;



Sensitive personal information MUST be handled in accordance with specific measures covering access, removable media, controlled disposal, authentication, audit, forensic readiness and citizen-facing work


























Appendix A: Minimum scope of protected personal data



Any information that links one or more identifiable living person with information about them and whose release would put them at significant risk of harm or distress. 

From a commercial perspective, this means that all parties who engage with DVLA in a data sharing arrangement need to be mindful of their responsibilities around this area. 



		1. one or more of the pieces of information which can be used along with public domain information to identify an individual

		combined with

		2. information about that individual whose release is likely to cause harm or distress



		Name  / addresses (home or business or both) / postcode / email / telephone numbers / driving licence number / date of birth 



[Note that driving licence number is included in this list because it directly yields date of birth and first part of surname]

		

		Sensitive personal data as defined by s2 of the Data protection Act, including records relating to the criminal justice system, and group membership 

DNA or finger prints / bank, financial or credit card details / mother’s maiden name / National Insurance number / Tax, benefit or pension records / health records / employment record / school attendance or records / material relating to social services including child protection and housing







These are not exhaustive lists.  Departments should determine whether other information they hold should be included in either category.



B.  Any source of information about 1000 or more identifiable individuals, other than information sourced from the public domain.

This could be a database with 1000 or more entries containing facts mentioned in box 1, or an electronic folder or drive containing 1000 or more records about individuals.  Again, this is a minimum standard.  Information on smaller numbers of individuals may warrant protection because of the nature of the individuals, nature or source of the information, or extent of information. 







ANNEX D – DVLA ENVIRONMENTAL POLICY
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Policy Purpose and Description



The Agencys Environmental Policy establishes an overall sense of direction and sets the principles for action for the Agency in terms of its internal operations.  The Agency clearly has a much wider influence and role in the wider policy arena in terms of environmental sustainability, but this is covered through wider Ministerial and Departmental level consideration and management.  It has been produced so that all interested parties are aware of how the Agency will carry out their responsibilities in this area.  It is available via the DVLA’s intranet or on request.



The Agency recognises, and employees need to be aware, that day to day operations inevitably have an impact on the environment in a number of ways.  We wish to minimise the potentially harmful effects of such activities wherever possible.  To this end, the Agency has implemented an environmental management system in line with the international standard ISO14001 to contribute to promoting sustainable development within the Agency.



Delivery 



With its commitment to reducing the environmental impacts of our activities, the Agency, as part of the drive to achieve a process of continuous improvement, will:



· meet and where possible, exceed the requirements of all relevant legislation and other policy commitments;

· strive to prevent pollution from its activities, products or services;

· consider best environmental practice in the procurement of products and services; and

· annually set and review objectives and targets based on the significant impacts of the Agencies.



Monitoring



· monitor and evaluate the environmental impacts; and

· consider the views and feedback from all interested parties.



Environmental responsibility means that the Agency should seek to behave in a way that protects or preserves the environment.  The Chief Executive has ultimate responsibility for the environmental performance of the Agencies but all staff and contractors share the responsibility.



The Agency will encourage everyone, staff, contractors and other stakeholders, to act in a way which will enhance rather than harm the environment and to offer practical suggestions about ways in which performance can be improved.



Amendments to Policy



Any changes to this policy need to be approved by the Executive Board and reflect relevant changes to Government Policy.



Review



Corporate Management Services will review the policy at least annually to ensure its continuing applicability and conformity with Government Policy.































































ANNEX - E – DVLA SUSTAINABLE OPERATIONS TARGETS



		

Carbon Emissions

		

Internal reporting

		

2011-12





		Cut carbon emissions by 25% from a 2009/10 baseline from the whole estate and business related transport by 2014/15

		Cut carbon emissions from the whole estate

		Reduce by 5% from 2009/10 baseline



		

		Cut carbon emissions from business related travel

		Reduce by 5% from 2009/10 baseline



		

Waste



		Internal reporting

		

2011-12



		Reduce the amount of waste we generate by 25% from a 2009/10 baseline by 2014/15

		Cut paper use

		By 10% from 2009/10



		

		Ensure that redundant ICT equipment is reused (within government, the public sector or wider society) or responsibly recycled.

		



100%



		

Water



		

Internal reporting

		

2011-12



		Reduce water consumption from a  2009/10 baseline by 2014/15, and report on office water use against best practice benchmarks 

		This measure is still being discussed by Government and we are not yet in a position to publish a target.

		This measure is still being discussed by Government and we are not yet in a position to publish a target.



		





(NB.  These measures have not yet been formally agreed by government and are therefore subject to change)
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Franking Machines scoring template.xls

Scoring Template


			Scoring Mechanism for the Supply and Maintenance of Franking Machines												Company Name :


			Criteria			Weighting


			Part One


			Ability to meet mandatory requirements			PASS or FAIL			Score						Comments


			Pass or Fail						Pass


			Part Two (for those who pass part one)


			Evidence to Support Mandatory Requirements


			Quality			Points Available - 50			Scores (0-5)			Actual Score			Comments


			Example			20			4			16			Actual score = Score / 5 x Points Available


			Q1-M			20						0


			Q2			10						0


			Q3			n/a			n/a			n/a


			Q4			n/a			n/a			n/a


			Q5			5						0


			Q6-M			5						0


			Q7-M			5						0


			Q8			5						0


			Maximum Score			50						0			Mini-competition score to be transferred to Pro 5 framework spreadsheet


			Delivery			Not Scored			Score			Actual Score			Comments


			D1-M			n/a			Yes/No


			D2			n/a			Yes/No


			D3			n/a			Yes/No


			Sustainability			Not Scored			Score			Actual Score			Comments


			S1			n/a			Yes/No


			S2			n/a			Yes/No


			S3			n/a			Yes/No


			S4			n/a			Yes/No


			S5			n/a			Yes/No


			S6			n/a			Yes/No


			S7			n/a			Yes/No


			Customer Service			Not Scored			Score			Actual Score			Comments


			CS1-M			n/a			Yes/No


			CS2			n/a			Yes/No


			CS3			n/a			Yes/No


			Aesthetics & Functionality			Points Available - 100			Scores (0-5)			Actual Score			Comments


			AF1-M			40						0


			AF2			30						0


			AF3			30						0


			AF4-M			n/a			Yes/No


			AF5-M			n/a			Yes/No


			AF6-M			n/a			Yes/No


			Maximum Score			100			Supplier Score			0			Mini-competition score to be transferred to Pro 5 framework spreadsheet


			Costs			Points Available - 80			Cost			Actual Score out of 80 points available			Comments


			Delivery Installation & Set up			10			£


			5 Year Lease Costs			40			£


			Adjustable Tables			10			£


			Consumables			10			£


			Meter Credit/Top Up Charges			10			£


			Maximum Score			80			Supplier Score			0			Mini-competition score to be transferred to Pro 5 framework spreadsheet
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		Commercial Directorate



		DVLA

Longview Road

Morriston 

Swansea SA6 7JL



		Phone:

		01792 782753



		Fax:

		01792 



		Textphone:

		01792 



		www.gov.uk/browse/driving



		@dvlagovuk



		Your ref:

		



		Our ref:

		PS/18/105



		Date:

		6 June  2018





 (
  
)





Mr Grant Macmillan	

Pitney Bowes Ltd









Dear Mr Macmillan









PS/18/105 – Provision of Agency Franking Machines with Support and Maintenance – Lease. 



Invitation to Tender Letter

You are invited by the Secretary of State for Transport, to submit a tender for the provision of franking machines with support and maintenance – Lease. 



Please read all the documents listed in the Form of Tender. Should your tender be accepted these documents, your tender and any changes agreed in writing will form a binding contract between you and the Department for Transport.

	

	The contract will be for a period of 12 months unless extended or terminated by the Department.



You should note that this contract will be awarded on a firm price basis with no provision for prices to be reviewed



Your tender should be submitted via email to Kevin.waker@dvla.gsi.gov.uk  



If you do not wish to submit a tender, please confirm this using the same email address. If you are willing to state your reasons for not tendering this would be appreciated and may help to inform future procurement exercises.



Tenders must be delivered BY 14:00 HOURS ON 14 June 2018



Late tenders will not be admitted and it is your responsibility to ensure that your tender is received on time.













You can obtain further information about contractual issues or technical matters from myself (The Commercial Advisor) at the e-mail address below.





We would like to draw your attention to Appendix H, Armed Forces Covenant, which is a public sector pledge from Government, businesses, charities and organisations to demonstrate their support for the armed forces community. We encourage all Tenderers, and their suppliers, to sign the Corporate Covenant.



Yours sincerely,



		Kevin Waker



		Commercial Category Specialist



		Commercial Directorate



		Kevin.waker@dvla.gsi.gov.uk 

















On behalf of the Secretary of State for Transport
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Version: 0.2
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1. Introduction

In accordance with the terms and conditions of the existing DVLA contract for the lease of Franking Machines (PS/11/61) the Department for Transport (DfT) invites your proposal for providing maintenance and support for the current franking machines for a period   of 12 months from 25 June 2017 to 24 June 2018 for the Driver and Vehicle Licensing Agency (DVLA) in Swansea. 

2. Background to the Requirement


The Contracting Authority


The DVLA (the “Contracting Authority”) is based in Swansea.  The Contracting Authority plays a key role, working with the Police and other organisations, to keep road users safe by:


· Maintaining over 44 million current driver records and 38 million current vehicle records, handling around 200 million customer interactions each year;


· Collecting nearly £6 billion a year in Vehicle Excise Duty (road tax);


· Limiting tax that has not been collected because of non-compliance to no more than 1 per cent;


· Supporting the police and intelligence authorities in dealing with crime.


The Contracting Authority also:

· Leads the way in Government in providing electronic service channels to its customers, drawing on public sector best practice to make such transactions easier and more secure;


· Seeks out opportunities to work in partnership with industry representatives;


· Contributes to the Government Sustainable Development (SD) agenda by reducing carbon emissions, energy use and waste.


Business Objective

The business objective of this procurement is to lease franking machines with support and maintenance to enable the Contracting Authority to continue to process outgoing mail efficiently and accurately.

Please complete the cost chart in Annex A where all costs will be evaluated against the stated weighting. 


Any additional costs / exclusions from the quoted costs in Table 1 in Annex A must be clearly indicated in your response and included in Annex A Table 2.


Other than the costs quoted in Annex A no further costs or expenses (such as reimbursable expenses) will be payable by the DVLA.

3. Procurement Timetable


		Description

		Date



		1. ITQ Issued

		20 June 2017



		2. Receipt of Tender Responses

		22 June 2017



		3. Contract Award

		23 June 2017



		4. Contract Start

		25 June 2017





4. Scope


4.1. 
The Contracting Authority currently has 4 leased Franking Machines. 3 high volume Connect + 500 machines and a single low volume machine, a UK DM300c Base & Meter at the main site in Morriston, Swansea. The machines are used to frank up to 5 million mail items per annum to the public. 

The daily throughput via the Franking machines is approximately 18,000 items with daily peaks sometimes exceeding 30,000 items. During working days peak hourly throughput is approximately 5,000 items per hour.  

You are invited to propose a solution for the lease of these Franking Machines with servicing, support and maintenance for a period of 12 months.

5. Implementation and Deliverables


5.1. 
The Agency is looking for the contract to cover a 12 month period commencing 25 June 2017. 

6. Specifying Goods and / or Services – Quality Requirements

The DVLA requires confirmation that you will meet the requirements identified in the original specification as attached.
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7. Quality Assurance Requirements 


7.1 
The Supplier must advise which of the following standards the relevant area of their company currently holds:


· ISO9001


· ISO14001


· ISO18001


· ISO22301


· ISO27001

8. Other Requirements


8.1 
Health and Safety - The Supplier must complete the Health and Safety Compliance Checks in Annex C and also note DVLA’s Health and Safety Policy (INF119) at Annex D.

8.2 
Procurement Counter Fraud - Please note DVLA’s Procurement Counter Fraud Statement provided at Annex E.

8.3
 Diversity and Inclusion - The Supplier must comply with the provisions as detailed in Annex F - DVLA Diversity and Inclusion Policy.


:


8.4 
Information Assurance and Security - The Supplier must note the requirements in Annexes G and H if applicable

8.5 
Business Continuity - The Supplier shall have robust Business Continuity / Disaster Recovery Plans which align to ISO 22301 or similar. The Supplier must provide a copy of these plans to the DVLA on request. The Supplier will test their Business Continuity arrangements on at least an annual basis and is requested to inform the DVLA when such tests or exercises are scheduled. Relevant outcomes of these tests must be made available to the DVLA in writing.


The Supplier will notify the DVLA within twenty four (24) hours of any activation of the Business Continuity Plan, in relation to the services provided to the DVLA.


These plans will be used by the DVLA in the event of an incident, so that the Agency will be able to continue to deliver its critical activities to an acceptable pre-defined level.


The Supplier is also required to provide a further copy of these plans each time this is updated.


8.6
Brands, Logos and Trademarks - Suppliers must note the guidelines at Annexes I and J in relation to the use of Brands, Logos and Trademarks.

8.7
Supplier Bank Details - Suppliers must complete the request information in Annex K.

8.8 
Armed Forces Covenant - Please see Annex L. 


9. Management and Contract Administration

The supplier shall comply with the Agency’s invoicing procedures detailed below:

Invoicing Procedures


1. All invoices and/or credit notes must be an original document.


2. Any correspondence/enquiries which are sent to the designated email address for invoices/credit notes and are not an original invoice and/or credit note will be deleted, with no action being taken.

3. All invoices and/or credit notes will either need to be sent electronically as an attachment to an email or as a hard copy document through the post to the designated email or postal address listed below:


Email: SSa.Invoice@sharedservicesarvato.co.uk

Postal Address: Shared Services arvato
5 Sandringham Park
Swansea Vale


SA7 0EA


4. If an original invoice and/or credit note is sent electronically, then the same document must not be sent as a hard copy through the post and vice versa.


5. All electronics invoice and/or credit notes must be sent in a PDF format. Any documents which are received and are not in a PDF format will be deleted with no action being taken.


6. All invoices or credit notes must quote a valid Purchase Order number i.e. one that is in the format 8000XXXXXX. This will be found on the Purchase Order you receive.


7. A 10Mb maximum file size per email is applicable.


8. If the e-invoice is encrypted, this could result in the invoice being blocked by arvato email security filters. 


9. The e-invoices must not include profanities, as these will also be blocked by arvato email security filters and may delay/stop the invoice being received.


10. You should not provide goods or services without receipt of a valid Purchase Order.


11. Do not undertake new work or supply goods or services in excess of the original Purchase Order Value.


12. If an incorrect Purchase Order number or no Purchase Order number is quoted the invoice will be returned to you. You will be able to handwrite the correct Purchase Order numbers on the invoices that are returned, however it is preferable that you change it on your system and reissue to ensure any future invoices are referenced correctly. 


13. Credit notes should quote the Purchase Order number and your original invoice reference along with details of what the credit note applies to, particularly if it is not for the full value of the invoice.


14. Identify the business unit the invoice or credit note relates to e.g. DVLA.

15. Shared Services arvato cannot be responsible for any e-invoice until it has been received. Responsibility for ensuring the e-invoice is received by arvato in a timely manner lies with the supplier.


All supplier invoices and payment enquiries must be directed to Shared Services arvato. If you contact the relevant business unit directly, they will direct you to Shared Services arvato.

How to Notify us of a Change

If you change important information, such as your organisation’s contact or bank details, we will need written official correspondence. Please notify Shared Services arvato as soon as possible:


Tel: 0844 892 0343


Email: SSCSASDESK@dftssc.gsi.gov.uk (Please do not email original 


invoices/credit notes to this email address)

Postal Address: Shared Services arvato
Sandringham Park
Swansea Vale


SA7 0EA

Enquiring about progress of payments 


1. For all payment and invoice queries you will need to contact the Shared Services arvato Service and Support Desk directly on 0844 892 0343. When calling you should quote the Purchase Order number, your vendor account number (if known) and the business unit you are invoicing e.g. DVLA.

2. You should ask for your communication to be logged on a “service ticket” along with your contact details. This will allow all issues relating to your query to be logged under a unique reference number.


3. You should quote the service ticket number in any follow up conversations.


4. If Shared Services arvato has the invoice but cannot release it for payment, you are required to take appropriate action to ensure it can be paid. 


5. If the invoice has not been received by Shared Services arvato, the responsibility is on you to get the invoice to Shared Services arvato. If you are sending invoices to anyone other than Shared Services arvato, please change your customer invoicing address to Shared Services arvato. 


6. If a response from Shared Services arvato is required, one will be provided to you within 10 working days. 


7. If you have any remittance queries, these should be discussed with Shared Services arvato: 


Tel: 0844 892 0343

Email: SSCSASDESK@dftssc.gsi.gov.uk (Please do not email original 


invoices/credit notes to this email address)

8. You must also ensure that a statement is sent to Shared Services arvato monthly to aid prompt payment of invoices (email and postal address as above).

10. Training / Skills / Knowledge Transfer 

No further training requirements have been identified.


11. Documentation

The DVLA documentation requirements are specified in Section 6.9 of the document and in the relevant Annexes attached to this document.

12. Arrangement for End of Contract


At the end of the contract lease period the Supplier will be responsible for the collection of their equipment as directed by DVLA.

The Contractor shall fully cooperate with the Authority to ensure a fair and transparent re-tendering process for this contract. This may require the Contractor to demonstrate separation between teams occupied on the existing Contract and those involved in tendering for the replacement contract to prevent actual (or perceived) conflicts of interest arising.

13. Points of Contact


		

		Name

		  Kim Hughes



		Project Lead

		Tel

		  01792 782556



		

		e-mail

		  kim.hughes@dvla.gsi.gov.uk



		

		Address

		



		Procurement Contact





		Name

		  Barry Roberts 



		

		Tel

		  01792 783401



		

		e-mail

		  barry.roberts@dvla.gsi.gov.uk





All queries / questions should be sent to the procurement contact. 


Annex A – Pricing Schedule


Please confirm the applicable pricing for the lease with support and maintenance for the proposed 12 month extension period from 25 June 2017 to 24 June 2018.

Annex B – Sustainability

Also see Section 6.7.

This details the DVLA Sustainability Requirements for this Call Off Contract. 


The DVLA require the Supplier to confirm their understanding and acceptance of each point and supply information if it has been requested.

The DVLA is committed to sustainability and as such the Supplier should consider this as part of their submission.

The DVLA requires the Supplier to:


· Comply with the DVLA’s Environmental Policy (see below);

· Provide their own Environmental Policy;

· Where appropriate, assist the DVLA in achieving its Greening Government Commitments as detailed on www.gov.uk  i.e. Reduce CO₂ emissions through energy consumption and travel, reduce water consumption and waste produced;

· Ensure the products meet the minimum mandatory standard of the Government Buying Standards as detailed on www.gov.uk;


· Be able to evidence continual environmental improvements in their own organisation (ideally through an accredited EMS, i.e. ISO 14001,Green Dragon etc); 


· Ensure its own supply chain does not have a negative environmental or social impact;

· Evidence where appropriate that any machinery noise emissions conform to safe levels that comply with Control of Noise at Work Regulations 2005 and The Supply of Machinery (Safety) Regulations 2008 


· Ensure the consumable products e.g. inks are not hazardous to the environment.

· Where required, be able to provide data on carbon emissions related to the products / services being supplied;

· Give consideration to reducing the carbon emissions of the transportation of the Consumables / Parts to the DVLA sites;

· Collect and replace any stock which has been delivered as part of this requirement and does not meet the DVLA requirements at no extra cost during the term of the contract. The supplier shall regard any replaced/redundant items as their own waste and remove from our site to be disposed of correctly and accordance with the waste duty of care;

Inform the Agency about the existence of the supplier’s take back recycling scheme, if any, and provision of its use at no extra cost for any products delivered under this requirement.
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Annex C – The DVLA Health and Safety Requirements 


Health and Safety Requirements for Products and Services Contracts


The DVLA is committed to ensuring the Health and Safety of its employees and that of others affected by its business. Contractors, suppliers and providers of products or services should observe that the DVLA has a Health and Safety Policy (INF119) and has a health and safety management system in place which is certificated to Occupational Health and Safety Assessment Standard 18001. 

(Please check boxes below and confirm compliance with each applicable point 1-12) 



		Confirmation of Compliance






		Name:  


(Print)

		



		Company:




		

		Date:

		



		Signature:




		





The DVLA requires and expects all its contractors to fully comply with its Health and Safety Policy and follow  all applicable UK and EU Health and Safety Legislation, Acts, Orders, Regulations and Approved Codes of Practices, at all times.


Please tick the boxes below as confirmation of your compliance with each point. 


The contractor should:



1. Have an appointed competent person responsible for H&S, details to be made available, on request, to DVLA.



2. Have emergency arrangements and plans for their goods/product/service, and observe DVLA’s arrangements whilst on site, or through the course of the business, or contract.



3. Have adequate provision for your own first aid when on site.



4. Have an accident reporting and recording process for all near miss, accidents/incidents, or violent and aggressive behaviours. Any incident on DVLA site should be reported immediately to the DVLA’s Health and Safety Team.



5. Communicate with DVLA on any health and safety matter or issue in relation to the contract/product/supply of goods or service, notifying DVLA of any Health and Safety hazard which may arise in connection with the supply of goods, products or services.



6. Indemnify DVLA  where failure of the company’s product/service, acts or omissions, with regards to health and safety, results in an economic penalty, time delay, issue, accident/incident or claim against DVLA.. 



7. Have suitable and sufficient insurance cover for all business/products/services supplied/that are provided to DVLA.



8. Have documented, suitable and sufficient, risk assessments and method statements, covering all significant activities and deliveries of products, goods and services. Copies to be made available to DVLA on request.      



9.  Provide suitable and sufficient health and safety training, information and instruction for all its employees/contractors/subcontractor. Records to be made available to DVLA on request. 



10. Liaise with the DVLA Estates Management Service Provider and DVLA Security/Estates Management Group to manage access to all DVLA premises/buildings, and ensure communication with them for all access to site/premises. 



11. Comply with all vehicle and driver legal requirements and DVLA policies whilst driving on site or conducting business for DVLA. 



12. Carry out regular maintenance/servicing of all equipment/vehicles/ products/services, used/supplied for the purpose of the contract, and record details. 


Health and Safety Requirements 

H&S Team checklist 


This checklist can be used by the H&S team to identify H&S issues that may require further information from a contractor/provider of products or services. 


This checklist should be completed with the assistance of the lead officer for that contract/provider of service. 


The lead office should note that DVLA has a Health and Safety Policy (INF 119) and has a health and safety management system in place which is certificated to OHSAS 18001. 


A copy of the Health and Safety Requirements for product and service contract will be included with the invitation to tender/contract documents. 


This checklist is to assist the H&S in their discussion with the lead officer, on what H&S considerations that should be made for the product/service/contract.  


To discuss: The DVLA requires and expects all its supply of products/services and contractor(s) to fully comply with its Health and Safety Policy and comply with follow  all applicable UK and EU Health and Safety Legislation, Acts, Orders, Regulations and Approved Codes of Practices. 


The responsible person, lead officer, should also ensure that contractors who work on site are fully aware of their health and safety conditions for service (copy of the Health and Safety Conditions for Service form to be supplied to contractor by lead officer, this should be signed and dated and retained by lead officer.)  


		Name:


Kim Hughes/ Barry Roberts

		Ext no: 82556

		Role: Contract Lead



		Group/Unit  OCSD

		Location. Mail Room and OSG




		Directorate  DVLA



		Product/Service/Contract Description 


RM1063 Postal Goods and Services Lot 5 – Provision of DVLA Mail Franking Service. Current Kit - 4 x leased franking machines ( 3 high volume, 1 single low volume) 






		Are there health and safety considerations required for the safe use of the product, for example manual handling, display screen use, protective equipment, chemical handling, noise etc?   Yes, manual handling, chemical handling, noise, safe use of machinery, protective equipment. Training for the machine operators will be required                         

		Yes


(

		No

		N/A



		Does the product require a risk assessment for its safe use? Yes, this should be undertaken




		(

		

		



		Has one been completed? The manual for the safe use of the equipment should be provided by the company. Operator’s instructions and training should be developed from these. A risk assessment template may be available from the company, if not DVLA will need to formulate one. 

		(

		

		



		Does the product require service and maintenance? (or technical support)  Yes, the company should provide this




		(

		

		



		Is this included?  Should be.




		(

		

		



		Does the product require any support equipment/items for its safe use? This should be checked with the providing company, ie size and weights of machinery, electrical supply, data supply, air supply etc. 


If there is a change of machine then EMG should be contacted/liaised with about space plans, power supply, air supply, ventilation etc.




		(

		

		



		Are their included? The company should tell you about anything that’s needed for the machine

		(

		

		



		Contractors/suppliers of product must communicate with DVLA on any Health and Safety matter, hazard or issue in relation to their product.  This should be prior to any agreement. For example safety aspects, noise levels, chemicals etc




		(

		

		



		Does the supplying company have suitable and sufficient insurance cover for all business/product/services supplied/that are provided to DVLA?


(Indemnification of the DVLA is required in the instance where the company’s products/service/acts or omissions with regards to Health and Safety, results in an economic penalty, time delay, issue, accident/incident or claim against the DVLA)

		(

		

		



		Does the product have or require use of Health and Safety signage? It should come with signage for moving parts, hot parts etc




		(

		

		



		Is this provided? It should be

		(

		

		



		Does the supplying company provide health and safety information and instruction for the safe use of its products? 




		(

		

		



		Is there product related training required for the general use of the product? They should provide this for their product




		(

		

		



		Is this included? It should be

		(

		

		



		Are there any specific arrangements that will be required? You will need to check with them if there is anything about their product that you need to know. How it’s going to be delivered, installed etc.

		(

		

		



		Does the product comply with relevant CE/EU standards/trade mark? It will have to be CE marked, it may also conform to other standards/requirements for machinery, and it would be good to know what these are.




		(

		

		



		Does the product comply with copyright and safety standards?


 

		(

		

		





Services 


		Does the supplying company have a Health and Safety policy? Is it available? It should have this and it should be available for you. 




		Yes


(

		No

		N/A



		Does the service provided have any specialist requirement? We need to know if there are and what they are, for example power supply, training requirements, ventilation, space, floor weighting etc.




		(

		

		



		Does the supplying company provide health and safety information and instruction to its employees or providers of its service?  They should be providing this for their staff, and also staff should be competent in their field of work. Supply, install, service, maintenance etc.

		(

		

		



		Have its employees or providers of service received suitable and sufficient health and safety training? The will need to provide this for their own staff. 

		(

		

		



		Are records available? They should keep records and make them available for you. Competency, training, certification to appropriate bodies etc.

		(

		

		



		Are all providers of service suitably trained and competent in this area of service provision? Are certificates available? These will need to be sighted and seen as part of the provision of the product service. 




		(

		

		





Contractors 


		

		Yes

		No

		N/A



		If working on site, has the contractor had an induction, including H&S information? Any contractors attending site will need and induction. 

		(

		

		



		Does the contractor have an appointed competent person responsible for H&S, and are their details to be available? They should have their own H&S contacts. 

		(

		

		



		If working on site has the contractor had and completed the health and safety conditions of service form?


The lead officer to ensure completion and retention on this form

		(

		

		



		What emergency arrangements and plans are in place for their contractors/goods/products/service? This should be communicated


Note they should observe DVLA’s arrangement whilst on site, or through the course of the business, or contract. 

		(

		

		



		Does the contractor have adequate provision for first aid and have first aid arrangements?  They should have their own arrangements.




		(

		

		



		Do they have an accident reporting and recording process for all near miss, accidents, or violent and aggressive behaviours?


Instruction: Any incident should be reported immediately to the DVLA’s Health and Safety Team


Instruction; Contractor is required to communicate with DVLA on any Health and Safety matter or issue in relation to the contract/product/supply of goods or service.


Instruction: The contractor/supplier shall promptly notify DVLA of any Health and Safety hazard which may arise in connection with supply of goods products or services.


It is expected that the contractor will indemnify DVLA in the instance where failure of the company’s product/service acts or omissions, with regards to health and safety, results in an economic penalty, time delay, issue accident/incident or claim against the DVLA.

		(

		

		



		Does the contractor have documented suitable and sufficient, risk assessments and method statements, covering all their significant activities? Copies should be made available to DVLA on request.




		(

		

		



		Do they have a health and safety management system in place< (such as HSG65 or OSHAS 18001 certificated.) Or be working towards any other health and safety standard/award/management system. It would be good to know. 

		(

		

		



		Does the contractor keep adequate records for its health and safety training for all staff/contractors/subcontractors, If asked are they available on request? (E.g. details of certificates/qualifications, records of competency of staff.)


The contractor/supplier will need to be able to evidence their staff competency. Records should be made available to DVLA on request.

		(

		

		



		There should be a raised awareness that DVLA Estates Management Service provider manage access to all DVLA premises/buildings. The contractor should liaise with and ensure communication with them for all access to site/premise.


They should also be instructed that they will need to liaise with Security for access to site. ( This would be via contract owner/contract lead) 


When on site, they should follow DVLA’s (DVLA estates management service providers permit to work system, at all times)




		(

		

		



		The contractor must comply with all vehicle and driver legal requirements and further comply with DVLA policies whilst on DVLA premises or conducting their business?  They must comply. 

		(

		

		



		Does the contractor carry out regular maintenance/servicing of all equipment/vehicles/products/services, used/supplied for the purpose of the contract agreement? Records should be made available on request. 

		(

		

		





A record showing that a discussion around the Health and Safety considerations which should be made should be kept by the Health and Safety Team.


A copy of this form should be placed in the contractors file, under contracts tenders and specs


		Confirmation of Discussion 







		Name:


(Print)

		Amanda Finn



		Group/Unit:




		H&S Team, EMG

		Date:

		22/03/2017



		Signature:




		Amanda Finn





Annex D – The DVLA Health and Safety Policy
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Annex E – The DVLA Procurement Counter Fraud Statement


		The Driver and Vehicle Licensing Agency (DVLA) adopts a zero tolerance approach to procurement fraud and bribery.





A counter fraud and bribery culture has been embedded at DVLA and is actively promoted amongst all staff, including procurement specialists. 


DVLA is committed to continually improve the awareness and understanding of its staff to actively prevent, deter and detect procurement fraud and bribery.


DVLA expects the highest standards of conduct and integrity from its staff, potential suppliers and its contractors. Individuals and organisations have a responsibility, in deterring procurement fraud and bribery and to report any instances where it is suspected or detected.


DVLA requires potential suppliers and its contractors to;


· act with integrity, propriety, honesty, objectivity, accountability and openness,


· take all reasonable steps, in accordance with Good Industry Practice, to prevent fraud and bribery by its staff and any sub-contractors,

· actively avoid, prevent and deter any behaviour or activity that might be considered as collusion, i.e. operating a cartel, bid rigging, bid suppression, cover bidding, bid rotation, market division and price fixing;


· actively avoid, prevent and deter any behaviour or activity that might be considered as bribery or corruption, in contravention of The Bribery Act 2010, e.g. paying a sum of money, or other inducement, directly or indirectly to any person/s in relation to any DVLA contract or tender for goods, works or services;


· declare any conflict of interest that might arise before, during or after a procurement process,


· provide and maintain accurate contract performance records/data,


· provide and maintain accurate financial documentation, e.g. invoices,


DVLA requires its staff to;


· act with integrity, propriety, honesty, objectivity, accountability and openness,


· be alert to the possibility that unusual events or transactions could be indicators of procurement fraud and bribery,


· report details immediately through the appropriate channel if procurement fraud and bribery is suspected,


· Co-operate fully with the DVLA Counter Fraud & Intelligence Team.


In addition, DVLA requires its procurement specialists to;


· prevent, deter and detect procurement fraud and bribery,


· ensure adequate control measures exist and operate effectively,


· assess the risk of procurement fraud and bribery,


· regularly review and test control measures and implement new control measures where necessary.

DVLA has a zero tolerance approach to procurement fraud and bribery. If procurement fraud or bribery is identified or suspected, please contact us, in confidence, immediately on the following numbers:

DVLA Counter Fraud & Intelligence Team – 01792 782650


DVLA Whistle-blowing Hotline – 01792 788883

If procurement fraud or bribery is suspected, DVLA will consider and investigate and may report the matter to:


· Agency Fraud Officers;


· the Police and share with counter fraud organisations;


If procurement fraud or bribery is proven (i.e. sanctioned), DVLA may: 


· exclude a potential supplier from a procurement procedure,


· suspend or terminate a contract with a supplier,

· take steps to recover financial losses.


Annex F – The DVLA Diversity and Inclusion Policy
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Annexes G & H – The DVLA Security Requirements


For details of Security Requirements please refer to section 6.6 of this Specification.


Offshoring – as no DVLA personal data is involved this is not applicable. 

Cyber Security - Not applicable 



Annex I – The DVLA Brands, Logos and Trademarks Protection Requirements


The Department does not grant the Contractor licence to use any of its brands, logos or trademarks except for use on communications or official contract documentation which is exchanged between the Department and the Contractor as part of their fulfilment of the Contract. 


Any further, specific uses of Department brands, logos or trademarks that are necessary in order to fulfil the Contract will either be detailed by, or must be agreed in writing by, the Department in advance.  The Contractor shall also adhere to the Trade Mark Guidelines at Annex J below.

While the Department may permit the Contractor to make known, for promotional purposes, the fact that they have undertaken work on behalf of the Department, the Contractor will not be entitled to use any of the Department’s brands, logos or trademarks for such promotional purposes.


Annex J – Requests for the use of the DVLA Brands, Logos and Trademarks


DVLA logo use consent form


Please complete this form and return it either by post or email to:


External Communications C3/East


DVLA


Swansea


SA6 7JL


pat.clark@dvla.gsi.gov.uk


		Name:  



		Company Name: 



		Address: 






		Contact Telephone Number: 



		E mail address: 



		Purpose of use [please indicate]: 


Online via website 


Poster


Flyer tender application


Other, please specify 






		Duration of time the logo will be used for: 





By printing and signing your name below, you are confirming that you will adhere to the 
DVLA logo guidelines whenever and wherever you display the DVLA logo.


Any changes to use from those stated above will constitute a breach of this agreement, 
and that authorisation for use of the logo will cease with immediate effect. 
DVLA may withdraw permission for use of the logo at any time without prior notice.


		Print name:






		Signature:


Date:





You will receive an electronic version of the logo together with guidelines for use. 

Annex K – the Supplier Banking Details 


Please complete your relevant bank details, which are outlined below:


Supplier Name: ____________________________________________________________________

Supplier address: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Postcode:  _______________________________________________________________

Telephone Number: ______________________________________________________

Mobile Number: _________________________________________________________

E-Mail Address: _________________________________________________________


Fax Number: ____________________________________________________________

Contact Name /Salesperson: _______________________________________________

VAT Registration Number: _______________________________________________

PAYMENT METHOD


BACS* ( PGO (

* If BACS PLEASE complete bank details section below


Payee Name_______________________________________________________________

Payee Address (if different from above)__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Postcode: ____________________________________________________________

Telephone Number: _____________________________________________________

 Fax Number: __________________________________________________________

BANK DETAILS


Bank Account (                                                          Building Society   (   


Bank/Building Society Name _____________________________________________________________________

Bank/Building Society Address ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Sort Code _____________________________________________________________________

Account Number _____________________________________________________________________

Roll number _____________________________________________________________________

Account Name _______________________________________________________________________
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Annex L - Armed Forces Covenant


1. The Armed Forces Covenant is a public sector pledge from Government, businesses, charities and organisations to demonstrate their support for the armed forces community. The Covenant was brought in under the Armed Forces Act 2011 to recognise that the whole nation has a moral obligation to redress the disadvantages the armed forces community face in comparison to other citizens, and recognise sacrifices made.


2. The Covenant’s 2 principles are that:

· the armed forces community should not face disadvantages when compared to other citizens in the provision of public and commercial services

· special consideration is appropriate in some cases, especially for those who have given most such as the injured and the bereaved.


The Authority encourages all Tenderers, and their suppliers, to sign the Corporate Covenant,


declaring their support for the Armed Forces community by displaying the values and behaviours set out therein.


3. 
Guidance on the various ways you can demonstrate your support through the Corporate Covenant is at The Corporate Covenant below.


4. 
If you wish to register your support you can provide a point of contact for your company on this issue to the Armed Forces Covenant Team at the address below, so that the MOD can alert you to any events or initiatives in which you may wish to participate. The Covenant Team can also provide any information you require in addition to that included on the website.


Email address: covenant-mailbox@mod.uk

Address: Armed Forces Covenant Team


Zone D, 6th Floor, Ministry of Defence,


Main Building, Whitehall, London, SW1A 2HB


5. 
Paragraphs 1 – 4 above are not a condition of working with the Authority now or in the future, nor will this issue form any part of the tender evaluation, contract award procedure or any resulting contract. However, the Authority very much hopes you will want to provide your support.


The Corporate Covenant:


Section 1: Principles of the Armed Forces Covenant

1.1 We Company XYZ will endeavour in our business dealings to uphold the key principles of the Armed Forces Covenant, which are:

· no member of the Armed Forces Community should face disadvantage in the provision of public and commercial services compared to any other citizen

· in some circumstances special treatment may be appropriate especially for the injured or bereaved.

Section 2: Demonstrating our Commitment

2.1
Company XYZ recognises the value serving personnel, reservists, veterans and military


families bring to our business. We (Company XYZ) will seek to uphold the principles of the Armed Forces Covenant, by:

· promoting the fact that we are an armed forces-friendly organisation;

· seeking to support the employment of veterans young and old and working with the Career Transition Partnership (CTP), in order to establish a tailored employment pathway for Service Leavers;

· striving to support the employment of Service spouses and partners;

· endeavouring to offer a degree of flexibility in granting leave for Service spouses and partners before, during and after a partner’s deployment;

· seeking to support our employees who choose to be members of the Reserve forces, including by accommodating their training and deployment where possible;

· offering support to our local cadet units, either in our local community or in local schools, where possible;

· aiming to actively participate in Armed Forces Day;

· offering a discount to members of the Armed Forces Community;

· any additional commitments XYZ could make (based on local circumstances).

· [You are encouraged to sign up to as many of the above as appropriate to your business. Please amend to provide details of how you intend to meet each commitment.]

2.2 We will publicise these commitments through our literature and/or on our website, setting


out how we will seek to honour them and inviting feedback from the Service community and our customers on how we are doing. [Amended as appropriate for your business].
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Driver & Vehicle Licensing Agency

Diversity and Inclusion Policy
1. Why is it important to us?

DVLA’s business is UK wide and our customer base represents all sections of our society.
We aim to be representative of modern Britain and the needs of a diverse society.

For us as Civil Servants, the Civil Service Code sets out values and expectations about how
we should behave and interact with each other and our customers. The core values of the
code are:

integrity’ is putting the obligations of public service above your own personal interests
‘honesty’ is being truthful and open

‘objectivity’ is basing your advice and decisions on rigorous analysis of the evidence
‘impartiality’ is acting solely according to the merits of the case and serving equally
well governments of different political persuasions.

Having Diversity and Inclusion threaded through our business processes and day to day
actions with customers and each other is key in achieving on our aims outlined above as well
as demonstrating the values of the Code.

DVLA'’s Diversity Champions are the Executive Team - our most senior leaders. This gives
focus, direction and commitment from the very top on working to put Diversity and Inclusion
principles in the heart of our business.

Each Champion works with their Staff Networking Group to gain feedback and identify
challenges that might arise for the staff they represent and they work together to address
them.

We believe that a commitment to our diverse workforce and customers is critical to our
business success.

We are clear that there are business benefits in using the diverse range of views, our
workforce and customers have to develop and grow our services.

We have a foundation of Customer knowledge and insight on which to build and map our
customers’ journey and experiences. It will inform our actions in meeting the needs of our
customer base of over 80 million people.

2. How will we work to achieve this?

We will reinforce our approach by incorporating it in our day to day working practices and
dealings with our customers, colleagues and the many partner organisations we work with.
It's not something one team can deliver. Everyone in the DVLA and those who work with us
as suppliers or partners have a part to play in building a more inclusive organisation.
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Driver & Vehicle Licensing Agency

Our aim is to build mutual understanding and better working relationships inside and outside
the organisation.

We will not tolerate, bullying harassment or discrimination by staff, customers or partners we
work with. Where staff feel they have been subjected to inappropriate behaviour we have line
managers, Harassment Contact Officers, Mediators, TUS colleagues and an Employee
Assistance programme to support them.

To enforce this we will aim, where it is appropriate to do so, to resolve any issues informally.
If a situation requires a disciplinary approach we have the necessary mechanism available to
deal with inappropriate behaviour.

If customers feel they have been treated inappropriately they have access to the Agency
Complaints Procedures, where we will aim to resolve their issues informally in the first
instance.

Whilst the Equality Act 2010 specifies grounds on which discrimination may occur and be
unlawful, we recognise that , bullying, harassment or discrimination may occur because of
other characteristics not covered by the legislation and so will not tolerate such action on any
grounds.

Some examples of how we will demonstrate our commitments outlined above will be:

e seek to break down barriers to entering our workforce through:
oreviewing our recruitment methods
oundertaking outreach within the community to identify barriers
oseeking out best practice on inclusive recruitment
ousing positive action to redress under-representation
use management information to track our actions and progress
seek a wide range of views from our customers and other external partners when
developing and revising services and procedures, recognising that some groups will
have some specific needs when accessing our services. Equality Impact Assessments
will help us to examine this
e include best practice approaches in our service delivery and employee policies and
procedures, supporting these with appropriate training and guidance to fulfil our legal
obligations
e measure and report on the effectiveness of our service delivery through our customer
feedback channels
e use our management information to inform service and policy development to
continuously improve our customer experience.

In DVLA we continuously strive to achieve:

e a safe environment free from bullying, harassment and discrimination
e access to quality services that are made available by us
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Driver & Vehicle Licensing Agency

e access for all in opportunities for personal and professional development
e access to progression and promotion opportunities
e full participation in the workplace and celebration of its diversity for all.

3. How will we make it happen?

This policy sets out our strategic approach on Diversity and Inclusion.It will be supported by
specific policies which relate to protected characteristics which will also be available on the
intranet.

The Executive Team is responsible for ensuring we meet our legal obligations and deliver on
our strategic plan, these policy principles supports the delivery of these. Diversity
Champions are responsible for giving strategic leadership and calling us all to account on
delivery, whilst challenging each other too.

Managers are responsible for:

e fostering a culture in which equality and diversity issues are actively promoted and
integral to the way we work with each other and our customers
demonstrating how diversity and inclusion are integral to local business plans
ensuring staff are encouraged, supported and enabled to reach their full potential
developing and maintaining an environment that is free from bullying, harassment,
discrimination and victimisation and resolving complaints.

All Individuals are responsible for:

e building an environment free of fear or intimidation and which celebrates diversity
ensuring that their behaviour and actions do not amount to bullying, harassment,
discrimination or victimisation in any way
challenging unacceptable behaviour
recognising that customers will have many and differing needs and work to reduce any
barriers they have in accessing and using our services.

Delivery Partners are responsible for:

e ensuring they read these policy principles and understand what this means for them
and those working with DVLA on their behalf, seeking clarification where necessary

e ensure that in delivery of services or acting on our behalf they ,or their staff, do not
breach this policy

e ensure all those acting on their behalf understand their responsibilities under this
policy and are aware of the action the delivery partner will take to deal with any
breaches
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Driver & Vehicle Licensing Agency

e maintain appropriate confidential records to track service delivery as requested by
DVLA.

Everyone working for us and with us, as partners in delivering our services, has a personal
responsibility for implementing and promoting these policy principles in their day-to-day
dealings with customers and our staff.

4. What happens when people don’t adhere to these principles?

We will look at the facts and the reasons why something has happened, undertake the
necessary investigations e.g. disciplinary or contract discussions and take appropriate
action.

5. Checking how we are doing

To help us meet our legal obligations as a Public Sector Employer and as part of tracking our
progress, we will collect information and statistical data.

We will therefore:

e encourage staff to self identify & voluntarily record details of their gender, disability,
race, age, sexual orientation and religion or belief, to help us monitor our progress on
diversity and equality
include questions on equality in annual staff surveys
consult with internal and external groups to check how effective this policy and its
application is

e monitor our customer complaints, analysing information on the experiences of different
customer groups
utilise our customer feedback channels to seek specific information
utilise other feedback channels e.g. with suppliers or other partners.

6. Confidentiality

Personal information relating to a person’s background or profile is defined as ‘sensitive
personal data’ under the 1998 Data Protection Act and this means that in most
circumstances consent of the person is required for that information to be disclosed.
Information given in confidence, including emergency contact details will remain confidential
and secure.

7. Publication

We will publish anonymised diversity information and make public our achievements and
areas for further improvement as well as:
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e the hard data obtained
e actions and progress to address the issues identified.

8. Relevant Legislation

We will implement this policy in accordance with current legislation and codes of practice.
Further information can be found at:

Equality and Human Rights Commission (EHRC)
https://www.equalityhumanrights.com/en

Government Equalities Office (GEQO)
https://www.gov.uk/government/organisations/government-equalities-office

The policy will be reviewed every three years or sooner if required.

This is the third version — Oct 2016.
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DVLA’s Corporate Environmental Policy

Policy statement

The Driver and Vehicle Licensing Agency, Swansea, is committed to preventing pollution and
continually improving its environmental performance.

Description
DVLA'’s operational activities and the individual activity of its staff does affect the environment.

The aim of this policy is to tell staff, contractors, suppliers and the public that DVLA is committed to
reducing any negative effect.

Our policy is to continually improve our environmental performance by:

¢ reducing our greenhouse gas emissions from energy use

¢ reducing waste and maximising recycling

e reducing our greenhouse gas emissions from business travel, and
e controlling our use of water.

Delivery and monitoring

We will:
e comply with applicable legal and other requirements which relate to our environmental aspects
* meet or exceed the terms of the government’s policy on the environment
e prepare for policy changes and tighter targets
¢ set targets to measure our impact on the environment
e encourage staff, contractors and suppliers of services to reduce their impact on the environment
e produce regular reports for the executive board and senior managers on threats to our performance
e produce accurate, easy to understand interim reports if asked for, and

* make sure our emergency response plans for major incidents consider all significant
environmental impacts.

Although as chief executive, | am responsible for the environmental performance of DVLA, | expect all
staff, contractors and suppliers involved in DVLA’s business to share this responsibility.

Review
This policy is on the DVLA section of the DfT website for public information and on DVLA’s intranet site
for staff information. The environmental management team will review the policy:

e annually

e when there are significant changes to legislation or regulations

e if the government’s policy changes, or

* when management ask them.

Policy owner: Oliver Morley

Buying 4 venicle?
uying a weree:
The tax (s no longer transferable So you must tax it

Name of originator: Julia Ashford

Date of last review: January 2017 :
before you use it

Date of next review: January 2018 .
www.gov.uk/vehicletaxrules
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DVLA Health and Safety Policy
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Introduction

In my role as Chief Executive | am accountable to the
Permanent Secretary for the DVLA’s health and safety
performance. | have overall responsibility to ensure
that the agency has complete and comprehensive
arrangements for health, safety and welfare issues.
The Executive Board has responsibility for health,
safety and welfare management across the agency.
The Human Resources Director has responsibility for
overall policy development of these issues within

the agency.

| expect all managers to give similar importance to these issues in their
operational area and when determining local priorities, plans and resource
allocation. | also recognise the valuable role played by Health and Safety
Personnel and Safety Representatives appointed by Trade Unions.

This Health and Safety Policy statement is to be observed by staff
throughout the agency. It reflects the importance | attach to the health,
safety and welfare of all staff and others who may be affected by our
activities. That includes contractors and visitors to our premises.

We are committed to promoting the highest standards of health and
safety in our work places in order to prevent injury and ill health.

| will ensure arrangements are in place within the agency to deliver
the following:
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DVLA Health and Safety Policy
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Obijectives

The agency will meet all current and proposed legal requirements made
under the Health and Safety at Work etc. Act 1974, together with any
other health and safety policy commitments that apply. This will be
achieved through effective risk assessment and the implementation of
appropriate measures for the prevention or control of risks. DVLA will
annually set and review health and safety objectives, based on identified
significant risks. DVLA will promote continual improvement in health and
safety performance and will provide regular feedback on its progress.

Systems

DVLA will put in place systems and procedures designed to ensure a safe
system of work. As far as reasonably practicable, all equipment, plant,
premises and work practices will be safe and free from hazards to health,
and we will do our utmost to ensure that employees, the public and
others affected by our operations are not exposed to undue risk.

Communications/co-operation

The policy will be brought to the attention of all staff and contractors.
Legally all staff must co-operate in establishing and maintaining safe and
healthy working conditions and avoid any actions which may adversely
affect their health, safety and welfare or that of colleagues, contractors or
visitors. Consultation on DVLA health and safety issues will be undertaken
through the DVLA Joint Health and Safety Committee and the appropriate
Whitley Committee.
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Monitoring and auditing

DVLA will monitor and audit health and safety management systems and
performance and produce an annual report on health and safety reflecting
our progress, forward plans and innovative initiatives.

Review

The policy will be reviewed continuously in order to ensure its relevance
and appropriateness to the organisation.

A formal review will be carried out by the agency’s Health and Safety
Advisory Team annually. The policy will also be reassessed immediately in
the event of any major change in health and safety legislation, or change
in our organisation.

This policy is fully endorsed by the Executive Board and will be
implemented by management throughout the agency. Roles and
responsibilities will be clearly defined to ensure effective communication,
provision of information, training and systems for reporting to those with
delegated responsibilities.

ran

Oliver Morley
Chief Executive
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DVLA Diversity and Inclusion Policy
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1. Why is it important to us

DVLA's business is UK wide and our customer base represents all
sections of our society. We aim to be representative of modern Britain
and the needs of a diverse society.

For us as civil servants, the Civil Service Code sets out values and
expectations about how we should behave and interact with each
other and our customers. The core values of the code are:

e ‘integrity’ is putting the obligations of public service above your
own personal interests

e ‘honesty’ is being truthful and open

e ‘objectivity’ is basing your advice and decisions on rigorous
analysis of the evidence

e ‘impartiality’ is acting solely according to the merits of the case and
serving equally well governments of different political persuasions.

Having diversity and inclusion threaded through our business processes and
day to day actions with customers and each other is key in achieving on
our aims outlined above as well as demonstrating the values of the code.

DVLA’s Diversity Champions are the Executive Team — our most senior
leaders. This gives focus, direction and commitment from the very
top on working to put diversity and inclusion principles in the heart

of our business.

Each champion works with their Staff Networking Group to gain feedback
and identify challenges that might arise for the staff they represent and
they work together to address them.

We believe that a commitment to our diverse workforce and customers
is critical to our business success.

We are clear that there are business benefits in using the diverse range
of views, our workforce and customers have to develop and grow our
services.

We have a foundation of customer knowledge and insight on which to build
and map our customers’ journey and experiences. It will inform our actions
in meeting the needs of our customer base of over 80 million people.
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2. How will we work to achieve this?

We will reinforce our approach by incorporating it in our day to day
working practices and dealings with our customers, colleagues and
the many partner organisations we work with. It’s not something one
team can deliver. Everyone in the DVLA and those who work with us
as suppliers or partners have a part to play in building a more
inclusive organisation.

Our aim is to build mutual understanding and better working relationships
inside and outside the organisation.

We will not tolerate, bullying harassment or discrimination by staff,
customers or partners we work with. Where staff feel they have been
subjected to inappropriate behaviour we have line managers, Harassment
Contact Officers, Mediators, TUS colleagues and an Employee
Assistance programme to support them.

To enforce this we will aim, where it is appropriate to do so, to resolve any
issues informally. If a situation requires a disciplinary approach we have
the necessary mechanism available to deal with inappropriate behaviour.

If customers feel they have been treated inappropriately they have access
to the agency complaints procedures, where we will aim to resolve their
issues informally in the first instance.

Whilst the Equality Act 2010 specifies grounds on which discrimination
may occur and be unlawful, we recognise that, bullying, harassment or
discrimination may occur because of other characteristics not covered
by the legislation and so will not tolerate such action on any grounds.

Some examples of how we will demonstrate our commitments outlined
above will be:

e seek to break down barriers to entering our workforce through:

reviewing our recruitment methods

undertaking outreach within the community to identify barriers

seeking out best practice on inclusive recruitment

using positive action to redress under-representation
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use management information to track our actions and progress
seek a wide range of views from our customers and other external
partners when developing and revising services and procedures,
recognising that some groups will have some specific needs when
accessing our services. Equality impact assessments will help us
to examine this

include best practice approaches in our service delivery and
employee policies and procedures, supporting these with
appropriate training and guidance to fulfil our legal obligations

measure and report on the effectiveness of our service delivery
through our customer feedback channels

use our management information to inform service and policy
development to continuously improve our customer experience.

In DVLA we continuously strive to achieve:

a safe environment free from bullying, harassment and
discrimination

access to quality services that are made available by us

access for all in opportunities for personal and professional
development

access to progression and promotion opportunities

full participation in the workplace and celebration of its diversity
for all.

3. How will we make it happen?

This policy sets out our strategic approach on diversity and inclusion.
It will be supported by specific policies which relate to protected
characteristics which will also be available on the intranet.

The Executive Team is responsible for ensuring we meet our legal
obligations and deliver on our strategic plan, these policy principles
supports the delivery of these. Diversity champions are responsible for
giving strategic leadership and calling us all to account on delivery, whilst
challenging each other too.
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Managers are responsible for:

fostering a culture in which equality and diversity issues are actively
promoted and integral to the way we work with each other and
our customers

demonstrating how diversity and inclusion are integral to local
business plans

ensuring staff are encouraged, supported and enabled to reach
their full potential

developing and maintaining an environment that is free from
bullying, harassment, discrimination and victimisation and
resolving complaints.

All Individuals are responsible for:

building an environment free of fear or intimidation and which
celebrates diversity ensuring that their behaviour and actions do
not amount to bullying, harassment, discrimination or victimisation
in any way

challenging unacceptable behaviour

recognising that customers will have many and differing needs
and work to reduce any barriers they have in accessing and using
our services.

Delivery partners are responsible for:

| m Driver & Vehicle Licensing Agency

ensuring they read these policy principles and understand what
this means for them and those working with DVLA on their behalf,
seeking clarification where necessary

ensure that in delivery of services or acting on our behalf they,
or their staff, do not breach this policy

ensure all those acting on their behalf understand their
responsibilities under this policy and are aware of the action the
delivery partner will take to deal with any breaches

maintain appropriate confidential records to track service delivery
as requested by DVLA.
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Everyone working for us and with us, as partners in delivering our
services, has a personal responsibility for implementing and promoting
these policy principles in their day-to-day dealings with customers and
our staff.

4. What happens when people don’t adhere
to these principles?

We will look at the facts and the reasons why something has happened,
undertake the necessary investigations e.g. disciplinary or contract
discussions and take appropriate action.

5. Checking how we are doing

To help us meet our legal obligations as a public sector employer and as
part of tracking our progress, we will collect information and statistical data.

We will therefore:

® encourage staff to self identify and voluntarily record details of their
gender, disability, race, age, sexual orientation and religion or belief,
to help us monitor our progress on diversity and equality

® include questions on equality in annual staff surveys

e consult with internal and external groups to check how effective
this policy and its application is

e monitor our customer complaints, analysing information on the
experiences of different customer groups

e tilise our customer feedback channels to seek specific information

e tilise other feedback channels e.g. with suppliers or other
partners.
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6. Confidentiality

Personal information relating to a person’s background or profile is
defined as ‘sensitive personal data’ under the 1998 Data Protection
Act and this means that in most circumstances consent of the person
is required for that information to be disclosed. Information given in
confidence, including emergency contact details will remain confidential
and secure.

7. Publication

We will publish anonymised diversity information and make public our
achievements and areas for further improvement as well as:

¢ the hard data obtained

e actions and progress to address the issues identified.

8. Relevant legislation

We will implement this policy in accordance with current legislation and
codes of practice. Further information can be found at:

Equality and Human Rights Commission (EHRC)
www.equalityhumanrights.com/en

Government Equalities Office (GEO)
www.gov.uk/government/organisations/government-equalities-office

The policy will be reviewed every three years or sooner if required.

This is the third version — Oct 2016.
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Instructions for Tenderers  

This document explains some rules you need to follow when preparing your tender, tells you how to submit your tender and alerts you to some things to be aware of if you are awarded the contract. It also gives you some hints and tips to help you submit a successful bid. 


If you do not follow the rules set out below, there is a risk your tender will be rejected. 


1. Preparing your tender: 

Rules you must follow: 

1.1. Make sure your tender is completed legibly (either typed or in ink), in English, with all prices in Sterling (exclusive of VAT), and that it is signed and dated where required. 

1.2. Your tender must tell us if you are registered for VAT and how this applies to the goods or services you are providing for us - for instance standard, reduced rate, zero, exempt or outside scope. 

1.3. As part of your tender, you must provide (on headed paper) full contact details for the legal entity we would be contracting with including the name, registered address (and any alternative address for accounts etc), contact name and numbers, email and website addresses.

1.4. You must not alter any of our Invitation to Tender documents. DfT's Terms and Conditions will apply to this contract, so please don't include your own with your tender. 


1.5. If you make any environmental claims in your tender- make sure they comply with DEFRA's Green Claims Guidance 

(see: https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/69301/pb13453-green-claims-guidance.pdf 

1.6. We publish details of successful bids on the Government's "Contracts Finder" website to show how public money is being spent. We may also be required to release details under the Freedom of Information Act if requested. For these reasons, please do not put general confidentiality clauses in your tender as we can only accept them in very exceptional and narrowly defined circumstances. If you do consider any information to be confidential, please clearly set it out in a separate schedule (along with your reasons). Our conditions of contract contain clauses about confidential information - please read these thoroughly before submitting your tender. 

1.7. All Central Government Departments and their Executive Agencies and Non Departmental Public Bodies are subject to control and reporting within Government. In particular, they report to the Cabinet Office and HM Treasury for all expenditure. Further, the Cabinet Office has a cross-Government role delivering overall Government policy on public procurement - including ensuring value for money and related aspects of good procurement practice. For these purposes, the Authority may disclose within Government any of the Contractor's documentation/information (including any that the Contractor considers to be confidential and/or commercially sensitive, such as specific bid information) submitted by the Contractor to the Authority during this Procurement. The information will not be disclosed outside Government. Suppliers taking part in this competition consent to these terms as part of the competition process.

1.8. Don't tell anyone what your tender price is (even approximately) before the contract is awarded. The only exception is when obtaining an insurance quote to include in your tender - on condition that you give this information to the insurance broker in strict confidence. 

1.9. Don't try to obtain information about anyone else’s tender before the date of contract award or discuss with anyone else whether or not they should tender, or about their (or your) tender price. The only exception is where you are considering a joint or team bid - on condition that all suppliers involved in the discussions are named in your tender. 


1.10. If you decide to join with other suppliers to submit a joint or team bid, be aware that (if successful) the group will need to nominate a lead partner who we can contract with. Alternatively the group will need to form themselves into a single legal entity before the contract is awarded and you must provide an undertaking with your tender that the group is prepared to do this. 


Important things to be aware of: 

1.11. If we refer to an International, European or British Standard in our specification, you can offer an equivalent provided that it offers equivalent guarantees of safety, suitability and fitness for purpose to the one we specified. 


1.12. In certain cases the Transfer of Undertakings (Protection of Employment) Regulations 2006 (TUPE) may apply to your tender. If work you are tendering for was previously carried out by another organisation, this may mean you need to take over any employment liabilities and the responsibility for the employment contracts of the employees, who then transfer on their previous terms and conditions of service. If you think this is likely to apply, you must seek legal advice and discuss any financial implications with the existing contractor (not DfT). Any financial implications you identify should of course be included in your tendered price. 


1.13. The expense you incur in preparing this tender is a matter for your own commercial judgement. Be aware that exceptionally we may need to withdraw the tender invitation or re-invite tenders on the same or an alternative basis. 


1.14. We reserve the right not to accept the lowest (or any) tender, or to accept any part of your tender without accepting the rest. 


1.15. It is not DfT's policy to reimburse tendering costs. 


Some hints and tips: 

1.16. Please read the documents carefully and make sure you provide all the information we ask for.  We reserve the right to clarify your responses or ask you for further documentation if we need these to complete the evaluation.

1.17. Pay attention to the evaluation criteria - these tell you what we are looking for. It's helpful if you can use the criteria headings to organise the information in your tender so that the evaluation team can immediately see that you have addressed them. 


1.18. Please keep tenders brief and to the point - don't send lots of additional information. We don't award extra marks for expensive paper or glossy photographs and would prefer instead that you simply used less paper and printed on both sides of the page. 


1.19. Make sure you properly explain how you propose to undertake the work. If you spot issues that need to be addressed or particular risks - cover these too (and tell us what you plan to do about them). This gives us confidence that you have understood our requirement and are capable of delivering it. 


1.20. Consider carefully the skills you need to undertake service contracts to ensure you provide a well-balanced team. Senior team members can be expensive, so make sure their inclusion (and input) is explained so we can consider whether this offers us value for money. 


1.21. Please provide the price breakdown in the format we have requested. 


1.22. Don't leave it until the last minute before sending your tender, even if you are using a courier. Unforeseen transport problems can result in your tender missing the deadline and being rejected.

2. Submitting your tender: 

2.1. Tenders can only be submitted via the eSourcing system (unless instructed otherwise by DVLA)  


2.2 If you decide not to submit a tender, please let us know as soon as possible by sending an email through the eSourcing System (unless instructed otherwise by DVLA). It would be helpful to us to know your reasons but you don't have to tell us if you would prefer not to. Do not transfer these tender documents to anyone else without our prior, written agreement. 


2.3. The tender return date and time is stated in the Invitation to Tender letter and you must make sure it is received by us before then. Be aware that late tenders will be rejected even if the reason for the delay is not your fault. 


2.4. Your tender will remain open for acceptance for a minimum of 60 calendar days from the tender deadline. 

3. If your tender is successful... 

Awarding the contract: 

3.1. If you are successful, we will let you know, formally, in writing. 


3.2. If this tender opportunity was originally advertised in the Official Journal of the European Community (OJEU) we will need to apply a mandatory minimum 10 day "standstill period" between communicating the award decision to tenderers and awarding the contract. 


3.3. A Purchase Order (PO) number may either be issued with, or after, the award letter. At present, POs are faxed to suppliers by our Shared Services so please make sure you provide the correct fax number (for your accounts branch) with your tender. 


3.4. You shouldn't start work until you have received a formal PO or, as a minimum, been given the PO number. 


3.5. You must not supply any goods or services in excess of the original PO. Any new or extra work agreed during the term of the contract will need a new PO and you must make sure you have this before starting work. Your DVLA Contract Owner will help arrange this. 


3.6. In case we need to publish details of the winning tender in order to meet our transparency obligations, you must be prepared to send us an "editable" electronic (non-pdf) version if we request it. 


Submitting invoices: 

3.7. The contract specification will set out the timing of invoices. 


3.8. It is important that invoices contain the correct information or they will be returned to you.  Invoices should be submitted in a timely manner after the despatch of goods or provision of services.  Be aware that the following data must be included on every invoice: 

· Business unit (e.g. DVLA) 


· Valid PO number relevant to the goods/services being invoiced 


· Quantities / prices (as applicable) consistent with those on the original PO 


· Clear and detailed text describing the goods or services 

3.9. We would expect to contract with your legally registered company name (legal entity) but can incorporate a ‘trading as’ name in our finance system if required. Any communication received (such as invoices) from the ‘trading as’ entity will need to make clear reference to the legal entity or delays in payment may occur. 


3.10. Invoices must be sent to the Department’s Shared Services (or as notified) 


3.11. Invoices must be sent either electronically or postal. All electronic invoices and credit notes will need to be emailed to: 


ssa.invoice@sharedservicesarvato.co.uk

All postal invoices and credit notes to be sent to:


Shared Services arvato


Sandringham Park


Swansea Vale


Swansea


SA7 0EA 


Suppliers must not send an electronic invoice and then send the same document through the post and vice versa, as this could lead to delays in payment.


3.12. If an invoice needs to be withdrawn for any reason you will need to send a credit note quoting the original invoice and PO numbers. 

Payment: 

3.13. Unless we specify otherwise, payment will be made by BACS no later than 30 days of agreed receipt date of a valid invoice. We will aim to pay you within 10 days. 


3.14. We expect you to pay your sub-contractors promptly too (and in any event no later than 30 days from the  receipt of a valid invoice) and we may ask about your performance in this area. We have publicised this requirement on our website (https://www.gov.uk/guidance/prompt-payment-policy) and encouraged subcontractors to report poor performance through the Cabinet Office's Supplier Feedback Service. 


3.15. If you have any payment queries please contact Shared Services arvato, support desk on telephone number 0844 892 0196


4. If you are unhappy with the outcome… 

4.1. You are entitled to feedback on your tender if you would like it. 


4.2. If you have a complaint about our tender process please let the Commercial Advisor (who sent you these documents) know as soon as possible and they will do their best to resolve it. 


4.3. If we can't resolve things to your satisfaction then please refer your complaint to the Cabinet Office Mystery Shopper service email: MysteryShopper@crowncommercial.gov.uk or telephone 0345 010 3503.
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A.		GENERAL PROVISIONS



A1	Definitions and Interpretation



A1.1	In this Contract unless the context otherwise requires the following provisions shall have the meanings given to them below:



“Approval” means the written consent of the Authority.



“Authority” means the Secretary of State for Transport including the Central Department and its Agencies.



“Authority data” means any data supplied by the Authority, or others, in whatever format, related to the delivery of this Contract.



"Authority System" means the Authority's computing equipment (consisting of hardware, software and/or telecommunications networks or equipment) used by the Authority or the Contractor in connection with this Contract which is owned by or licensed to the Authority by a third party and which interfaces with the Contractor System or which is necessary for the Authority to receive the Services.



	“Commencement Date” means the date of the start of the Service, or as otherwise specified.



“Commercially Sensitive Information” means the information (i) listed in the Commercially Sensitive Information Schedule; or (ii) notified to the Client in writing (prior to the commencement of this Agreement) which has been clearly marked as Commercially Sensitive Information comprised of information: 



(a) which is provided by the Contractor to the Authority in confidence for the period set out in that Schedule or notification; and/or 

			(b) that constitutes a trade secret.



“Confidential Information” means any information which has been designated as confidential by either Party in writing or that ought to be considered as confidential (however it is conveyed or on whatever media it is stored) including information the disclosure of which would, or would be likely to, prejudice the commercial interests of any person, trade secrets, Intellectual Property Rights and know-how of either Party and all personal data and sensitive personal data within the meaning of the DPA. Confidential Information shall not include information which: 



	(i)	was public knowledge at the time of disclosure (otherwise than by breach of clause E3 (Confidential Information)); 



	(ii)	was in the possession of the receiving Party, without restriction as to its disclosure, before receiving it from the disclosing Party; 



	(iii)	is received from a third party (who lawfully acquired it) without restriction as to its disclosure; or



(iv)	is independently developed without access to the Confidential Information.



	“Contract” means this written agreement between the Authority and the Contractor consisting of these clauses and any attached Schedules.

	“Contract Award” means the formal document awarding the Contract to the Contractor.



	“Contract Period” means the period from the Commencement Date to the date of expiry set out in clause A2 (Initial Contract Period), or

such earlier date of termination or partial termination of the agreement in accordance with the Law or the provisions of the Contract. 



	“Contract Price” means the price (exclusive of any applicable VAT), payable to the Contractor by the Authority under the Contract, as set out in the Pricing Schedule, for the full and proper performance by the Contractor of its obligations under the Contract but before taking into account the effect of any adjustment of price in accordance with clause C4 (Price Adjustment).  



	“Contracting Authority” means any contracting authority as defined in Regulation 3 of the Public Contracts Regulations 2006. 

			  

	“Contractor” means the person, firm or company with whom the Authority enters into the Contract.

	

	“Contractor Personnel” means all employees, agents, consultants and contractors of the Contractor and/or of any sub-contractor.



	"Contractor System" means the information and communications technology system used by the Contractor in performing the Services including the software, the Contractor equipment and related cabling (but excluding the Authority System) 



	“Controller”, “Data Subject”, “Information Commissioner”, “Information Commissioner’s Office”, “Personal Data”, “Personal Data Breach” and “Processor” take the meaning given in the GDPR.



	“Crown” means the government of the United Kingdom (including the Northern Ireland Executive Committee and Northern Ireland Departments, the Scottish Executive and the National Assembly for Wales), including, but not limited to, government ministers, government departments, government and particular bodies and government agencies.    



	“Data Loss Event” means any event that results, or may result, in unauthorised access to Personal Data held by the Contractor under this Agreement, and/or actual or potential loss and/or destruction of Personal Data in breach of this Agreement, including any Personal Data Breach.



	“Data Subject Access Request” means a request made by, or on behalf of, a Data Subject in accordance with rights granted pursuant to the Data Protection Legislation to access their Personal Data.



	“Data Protection Impact Assessment” means an assessment by the Controller of the impact of the envisaged processing on the protection of Personal Data.	



	“Data Protection Legislation” means (i) the GDPR, the LED and any applicable national implementing Laws as amended from time to time (ii) the DPA 2018 [subject to Royal Assent] to the extent that it relates to processing of personal data and privacy; (iiii) all applicable Law about the processing of personal data and privacy.



	"Days" shall mean calendar days save where the context otherwise requires



	“Default” means any breach of the obligations of the relevant Party (including but not limited to fundamental breach or breach of a fundamental term) or any other default, act, omission, negligence or negligent statement of the relevant Party or the Staff in connection with or in relation to the subject-matter of the Contract and in respect of which such Party is liable to the other.

	 

	“DPA 2018” means Data Protection Act 2018.



	“Environmental Information Regulations” means the Environmental Information Regulations 2004 and any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such regulations.



	“Equipment” means the Contractor’s equipment, plant, materials and such other items supplied and used by the Contractor in the performance of its obligations under the Contract.



	“Fees Regulations” means the Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations 2004.



	“FOIA” means the Freedom of Information Act 2000 and any subordinate legislation made under this Act from time to time together with any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such legislation.



	“Force Majeure” means any event or occurrence which is outside the reasonable control of the Party concerned and which is not attributable to any act or failure to take preventative action by that Party, including fire; flood; violent storm; pestilence; explosion; malicious damage; armed conflict; acts of terrorism; nuclear, biological or chemical warfare; or any other disaster, natural or man-made, but excluding:



(a) 	any industrial action occurring within the Contractor’s or  any sub-contractor’s organisation; or



(b) 	the failure by any sub-contractor to perform its obligations under any sub-contract.   



“Fraud” means any offence under Laws creating offences in respect of fraudulent acts or at common law in respect of fraudulent acts in relation to the Contract or defrauding or attempting to defraud or conspiring to defraud the Crown.

	

	“GDPR” means the General Data Protection Regulation (Regulation (EU) 2016/679).



	“Good Industry Practice” means standards, practices, methods and procedures conforming to the Law and the degree of skill and care, diligence, prudence and foresight which would reasonably and ordinarily be expected from a skilled and experienced person or body engaged in a similar type of undertaking under the same or similar circumstances.  



	"ICT Environment" means the Authority's computing environment (consisting of hardware, software and/or telecommunications networks or equipment) used by the Authority or the Contractor in connection with this Agreement which is owned by or licensed to the Authority by a third party and which interfaces with the Contractor System or which is necessary for the Authority to receive the Services and the information and communications technology system used by the Contractor in performing the Services including the Software, the Contractor Equipment and related cabling (but excluding the Authority System);



	“Information” has the meaning given under section 84 of the FOIA.  



	“Initial Contract Period” means the period from the Commencement Date to the date of expiry set out in clause A2 (Initial Contract Period), or such earlier date of termination of the Contract  in accordance with the Law or the provisions of the Contract.



	“Intellectual Property Rights” means patents, inventions, trademarks, service marks, logos, design rights (whether registerable or otherwise), know how, confidential information, trademarks discoveries, inventions, applications for any of the foregoing, copyright, database rights, domain names, trade or business names, moral rights and other similar rights or obligations whether registerable or not in any country (including but not limited to the United Kingdom) and the right to sue for passing off. In each case it includes these rights and interests in every part of the world for their full terms, including any renewals and extensions, and the right to receive any income from them and any compensation in respect of their infringement.



	“Key Personnel” means those persons named in the Specification as being key personnel.



“Law” means any applicable Act of Parliament, subordinate legislation within the meaning of Section 21(1) of the Interpretation Act 1978, exercise of the royal prerogative, enforceable community right within the meaning of Section 2 of the European Communities Act 1972, regulatory policy, guidance or industry code, judgment of a relevant court of law, or directives or requirements or any Regulatory Body of which the Contractor is bound to comply.  



“LED” means the Law Enforcement Directive (Directive (EU) 2016/680).



		“Management Information” means the information specified in the 			Monitoring and Management Information Schedule 



	“Monitoring and Management Information Schedule” means the Schedule containing details of the monitoring arrangements.



		“Month” means calendar month.



		“Party” means a party to the Contract. 



	“Premises” means the location where the Services are to be performed and/or supplied, as set out in the Specification or Contract.   



“Pricing Schedule” means the Schedule containing details of the Contract Price.



	“Property” means the property, other than real property, issued or made available to the Contractor by the Authority in connection with the Contract.



“Protective Markings” means the markings given to Her Majesty’s Government (HMG) documents and information that indicates the level of protective security that should be applied to that document or information.  The Government Security Classifications (GSC) scheme is published on GOV.UK website at the following address:  https://www.gov.uk/government/publications/government-security-classifications



“Protective Measures” means the appropriate technical and organisational measures which may include: pseudonymising and encrypting Personal Data, ensuring confidentiality, integrity, availability and resilience of systems and services, ensuring that availability of and access to Personal Data can be restored in a timely manner after an incident, and regularly assessing and evaluating the effectiveness of the such measures adopted by it.



	“Quality Standards” means the quality standards published by BSI British Standards, the National Standards Body of the United Kingdom, the International Organisation for Standardization or other reputable or equivalent body, (and their successor bodies) that a skilled and experienced operator in the same type of industry or business sector as the Contractor would reasonably and ordinarily be expected to comply with, and as may be further detailed in the Specification Schedule.



	“Receipt” means the physical or electronic arrival of the invoice at the address of the Authority detailed in the Contract Award Letter or at any other address given by the Authority to the Contractor for the submission of invoices.



“Regulatory Bodies” means those government departments and regulatory, statutory and other entities, committees, ombudsmen and bodies which, whether under statute, rules, regulations, codes of practice or otherwise, are entitled to regulate, investigate, or influence the matters dealt with in the Contract or any other affairs of the Authority and “Regulatory Body” shall be construed accordingly.

	

	“Removable Media”	means all physical items and devices than can carry and transfer electronic information. Examples include but are not limited to DVDs, CDs, floppy disks, portable hard disk drives, USB memory sticks, flash drives, portable music and video players including mobile phones, hand held devices such as Blackberries and Personal Digital Assistants and laptop computers.



“Replacement Contractor” means any third party service provider appointed by the Authority to supply any services which are substantially similar to any of the Services and which the Authority receives in substitution for any of the Services following the expiry, termination or partial termination of the Contract.



“Request for Information” shall have the meaning set out in FOIA or the Environmental Information Regulations as relevant (where the meaning set out for the term “request” shall apply).



"Relevant Convictions" means a conviction that is relevant to the nature of the Services [or as listed by the Authority and/or relevant to the work of the Authority]



	“Security Plan” means the Contractor’s description of the plans in place that describe the personnel, physical and information assets. It should include, but not be implemented, instructions on responding to threats, suspicious items or events, evacuation and business continuity plans and communications and enquiry handling plans.



	“Security Policy” means the Authority’s Security Policy set out in these Conditions of Contract and as maybe elsewhere in the Contract, including:

	Maintaining confidentiality - the protection of information from unauthorised access, disclosure or intelligible interception thus ensuring that the information is only revealed to those with the authority to see or hear it, both inside and outside the Authority. 

		

	Maintaining integrity – the safeguarding of the accuracy and completeness of information to ensure that the information cannot be modified, inserted, deleted, replayed or otherwise abused, whether accidentally or deliberately,

	

	Maintaining availability – ensuring that information is available when required by those authorised to have access,



and using Protective Markings for documents and information as necessary 

 

“Schedule” means a schedule attached to, and forming part of, the Contract.



“Services” means the services to be supplied as specified in the Specification.



“Specification” means the description of the Services to be supplied under the Contract as set out in the Specification Schedule including, where appropriate, the Key Personnel, the Premises and the Quality Standards.  



“Specification Schedule” means the Schedule containing details of the Specification.



“Staff” means all persons employed by the Contractor to perform its obligations under the Contract together with the Contractor’s servants, agents, suppliers and sub-contractors used in the performance of its obligations under the Contract.



“Staff Vetting Procedure” means the Authority’s procedures for the vetting of personnel and as advised to the Contractor by the Authority.  



“Sub-processor” means any third Party appointed to process Personal Data on behalf of the Contractor related to this Agreement.



“Tender” means the document(s) submitted by the Contractor to the Authority in response to the Authority’s invitation to suppliers for formal offers to supply it with the Services. 



“Variation” has the meaning given to it in clause F3.1 (Variation).



“VAT” means value added tax in accordance with the provisions of the Value Added Tax Act 1994.



“Working Day” means a day (other than a Saturday or Sunday) on which banks are open for general business in the City of London.  



A1.2		The interpretation and construction of this Contract shall be subject to the following provisions:



(a) 	words importing the singular meaning include where the context so admits the plural meaning and vice versa;

(b)	words importing the masculine include the feminine and the neuter; 

(c)	reference to a clause is a reference to the whole of that clause  unless stated otherwise;	

(d) 	reference to any statute, enactment, order, regulation or other similar instrument shall be construed as a reference to the statute, enactment, order, regulation or instrument as amended by any subsequent enactment, modification, order, regulation or instrument as subsequently amended or re-enacted;

	(e)	reference to any person shall include natural persons and partnerships, firms and other incorporated bodies and all other legal persons of whatever kind and however constituted and their successors and permitted assigns or transferees;

(f) 	the words “include”, “includes” and “including” are to be construed as if they were immediately followed by the words “without limitation”; and

	

(g) 	headings are included in the Contract for ease of reference only and shall not affect the interpretation or construction of the Contract.



A2		Initial Contract Period



		The Contract shall be in force from the Commencement Date until expiry date or, where there is no expiry date, until the Contractor has completed the Services in accordance with the Contract, unless it is otherwise terminated in accordance with the provisions of the Contract, or otherwise lawfully terminated, or extended. 



A3		Contractor’s Status 



At all times during the Contract Period the Contractor shall be an independent contractor and nothing in the Contract shall create a contract of employment, a relationship of agency or partnership or a joint venture between the Parties and accordingly neither Party shall be authorised to act in the name of, or on behalf of, or otherwise bind the other Party save as expressly permitted by the terms of the Contract.



A4	Authority’s Obligations



		Save as otherwise expressly provided, the obligations of the Authority under the Contract are obligations of the Authority in its capacity as a contracting counterparty and nothing in the Contract shall operate as an obligation upon, or in any other way fetter or constrain the Authority in any other capacity, nor shall the exercise by the Authority of its duties and powers in any other capacity lead to any liability under the Contract (howsoever arising) on the part of the Authority to the Contractor.



A5			Notices



A5.1	Except as otherwise expressly provided within the Contract, no notice or other communication from one Party to the other shall have any validity under the Contract unless made in writing by or on behalf of the Party concerned.



A5.2		Any notice or other communication which is to be given by either Party to the other shall be given by letter (sent by hand, first class post, recorded delivery or special delivery), or by facsimile transmission or electronic mail (confirmed in either case by letter).  Such letters shall be addressed to the other Party in the manner referred to in clause A5.3.  Provided the relevant communication is not returned as undelivered, the notice or communication shall be deemed to have been given 2 Working Days after the day on which the letter was posted, or 4 hours, in the case of electronic mail or facsimile transmission or sooner where the other Party acknowledges receipt of such letters, facsimile transmission or item of electronic mail. 



A5.3		For the purposes of clause A5.2, the address of each Party shall be the address stated in the Contract Award Letter.



A5.4		Either Party may change its address for service by serving a notice in accordance with this clause.









A6			Mistakes in Information



		The Contractor shall be responsible for the accuracy of all drawings, documentation and information supplied to the Authority by the Contractor in connection with the supply of the Services and shall pay the Authority any extra costs occasioned by any discrepancies, errors or omissions therein

		

A7			Conflicts of Interest



A7.1		The Contractor shall take appropriate steps to ensure that neither the Contractor nor any Staff is placed in a position where, in the reasonable opinion of the Authority, there is or may be an actual conflict, or a potential conflict, between the pecuniary or personal interests of the Contractor and the duties owed to the Authority under the provisions of the Contract.  The Contractor will disclose to the Authority full particulars of any such conflict of interest which may arise.



A7.2		The Authority reserves the right to terminate the Contract immediately by notice in writing and/or to take such other steps it deems necessary where, in the reasonable opinion of the Authority, there is or may be an actual conflict, or a potential conflict, between the pecuniary or personal interests of the Contractor and the duties owed to the Authority under the provisions of the Contract. The actions of the Authority pursuant to this clause shall not prejudice or affect any right of action or remedy which shall have accrued or shall thereafter accrue to the Authority.













B.	SUPPLY OF SERVICES



B1		The Services



B1.1	The Contractor shall supply the Services during the Contract Period in accordance with the Authority’s requirements as set out in the Specification and the provisions of the Contract in consideration of the payment of the Contract Price.  The Authority may inspect and examine the manner in which the Contractor supplies the Services at the Premises during normal business hours on reasonable notice. 



B1.2	If the Authority informs the Contractor in writing that the Authority reasonably believes that any part of the Services does not meet the requirements of the Contract or differ in any way from those requirements, and this is other than as a result of a Default by the Authority, the Contractor shall at its own expense re-schedule and carry out the Services in accordance with the requirements of the Contract within such reasonable time as may be specified by the Authority.



B2		Provision and Removal of Equipment 



B2.1		The Contractor shall provide all the Equipment necessary for the supply of the Services.



B2.2 		The Contractor shall not deliver any Equipment nor begin any work on the Premises without obtaining prior Approval.

		

B2.3		All Equipment brought onto the Premises shall be at the Contractor’s own risk and the Authority shall have no liability for any loss of or damage to any Equipment unless the Contractor is able to demonstrate that such loss or damage was caused or contributed to by the Authority’s Default. The Contractor shall provide for the haulage or carriage thereof to the Premises and the removal of Equipment when no longer required at its sole cost.  Unless otherwise agreed, Equipment brought onto the Premises will remain the property of the Contractor. 



B2.4		The Contractor shall maintain all items of Equipment within the Premises in a safe, serviceable and clean condition. 



B2.5		The Contractor shall, at the Authority’s written request, at its own expense and as soon as reasonably practicable:  



		(a)	remove from the Premises any Equipment which in the reasonable opinion of the Authority is either hazardous, noxious or not in accordance with the Contract; and



	(b)	replace such item with a suitable substitute item of Equipment.



B2.6		On completion of the Services the Contractor shall remove the Equipment together with any other materials used by the Contractor to supply the Services and shall leave the Premises in a clean, safe and tidy condition.  The Contractor is solely responsible for making good any damage to the Premises or any objects contained thereon, other than fair wear and tear, which is caused by the Contractor or any Staff.  



B3		Manner of Carrying Out the Services 



B3.1		The Contractor shall at all times comply with the Quality Standards, and where applicable shall maintain accreditation with the relevant Quality Standards authorisation body. To the extent that the standard of Services has not been specified in the Contract, the Contractor shall agree the relevant standard of the Services with the Authority prior to the supply of the Services and, in any event, the Contractor shall perform its obligations under the Contract in accordance with the Law and Good Industry Practice.  



B3.2		The Contractor shall ensure that all Staff supplying the Services shall do so with all due skill, care and diligence and shall possess such qualifications, skills and experience as are necessary for the proper supply of the Services.



B4	Key Personnel



B4.1	The Contractor acknowledges that the Key Personnel are essential to the proper provision of the Services to the Authority. All Key Personnel and other Personnel deployed on work relating to this Contract shall be appropriately qualified. The Contractor shall supervise and manage all such Personnel properly.



B4.2	The Key Personnel shall not be released from supplying the Services without the agreement of the Authority, except by reason of long-term sickness, maternity leave, paternity leave or termination of employment and other extenuating circumstances. 



B4.3	Any replacements to the Key Personnel shall be subject to the agreement of the Authority. Such replacements shall be of at least equal status or of equivalent experience and skills to the Key Personnel being replaced and be suitable for the responsibilities of that person in relation to the Services.



B4.4	The Authority shall not unreasonably withhold its agreement under clauses B4.2 or B4.3. Such agreement shall be conditional on appropriate arrangements being made by the Contractor to minimise any adverse impact on the Contract which could be caused by a change in Key Personnel.



B5	Contractor’s Staff



B5.1	The Authority may, by written notice to the Contractor, refuse to admit onto, or withdraw permission to remain on, the Premises:



(a)	any member of the Staff; or



(b)	any person employed or engaged by any member of the Staff,  



	whose admission or continued presence would, in the reasonable opinion of the Authority, be undesirable. 

	

B5.2	At the Authority’s written request, the Contractor shall provide a list of the names and addresses of all persons who may require admission in connection with the Contract to the Premises, specifying the capacities in which they are concerned with the Contract and giving such other particulars as the Authority may reasonably request.  



B5.3	The Contractor’s Staff, engaged within the boundaries of the Premises, shall comply with such rules, regulations and requirements (including those relating to security arrangements) as may be in force from time to time for the conduct of personnel when at or outside the Premises. 



B5.4	The Contractor shall comply with Staff Vetting Procedures in respect of all persons employed or engaged in the provision of the Services.  The Contractor confirms that all persons employed or engaged by the Contractor were vetted and recruited on a basis that is equivalent to and no less strict than the Staff Vetting Procedures.



B5.5	The Authority may require the Contractor to ensure that any person employed in the provision of the Services has undertaken a Criminal Records Bureau check as per the Staff Vetting Procedures.  The Contractor shall ensure that no person who discloses that he/she has a Relevant Conviction, or is found by the Contractor to have a Relevant Conviction (whether as a result of a police check or through the Criminal Records Bureau check or otherwise) is employed or engaged in the provision of any part of the Services.  



B5.6	If the Contractor fails to comply with clause B5.2 within 2 Months of the date of the request and in the reasonable opinion of the Authority, such failure may be prejudicial to the interests of the Crown, then the Authority may terminate the Contract, provided always that such termination shall not prejudice or affect any right of action or remedy which shall have accrued or shall thereafter accrue to the Authority.  



B5.7	The decision of the Authority as to whether any person is to be refused access to the Premises and as to whether the Contractor has failed to comply with clause B5.2 shall be final and conclusive.



B5.8	The Contractor shall provide training for all Persons employed or engaged in the provision of the Services to ensure that these Persons understand and adhere to the Authority’s Security Policy.



B6			Inspection of Premises 



		Save as the Authority may otherwise direct, the Contractor is deemed to have inspected the Premises before submitting its  Tender and to have made appropriate enquiries so as to be satisfied in relation to all matters connected with the performance of its obligations under  the Contract.



B7		Licence to occupy Premises 



B7.1	Any land or Premises made available from time to time to the Contractor by the Authority in connection with the Contract, shall be made available to the Contractor on a non-exclusive licence basis free of charge and shall be used by the Contractor solely for the purpose of performing its obligations under the Contract.  The Contractor shall have the use of such land or Premises as licensee and shall vacate the same on completion, termination or abandonment of the Contract.  



B7.2 		The Contractor shall limit access to the land or Premises to such Staff as is necessary to enable it to perform its obligations under the Contract and the Contractor shall co-operate (and ensure that its Staff co-operate) with such other persons working concurrently on such land or Premises as the Authority may reasonably request. 



B7.3 	Should the Contractor require modifications to the Premises, such modifications shall be subject to prior Approval and shall be carried out by the Authority at the Contractor’s expense.  The Authority shall undertake approved modification work without undue delay.  Ownership of such modifications shall rest with the Authority.  



B7.4		The Contractor shall (and shall ensure that its Staff shall) observe and comply with such rules and regulations as may be in force at any time for the use of such Premises as determined by the Authority, and the Contractor shall pay for the cost of making good any damage caused by the Contractor or its Staff other than fair wear and tear.  For the avoidance of doubt, damage includes damage to the fabric of the buildings, plant, fixed equipment or fittings therein.



B7.5	The Parties agree that there is no intention on the part of the Authority to create a tenancy of any nature whatsoever in favour of the Contractor or its Staff and that no such tenancy has or shall come into being and, notwithstanding any rights granted pursuant to the Contract, the Authority retains the right at any time to use any premises owned or occupied by it in any manner it sees fit.

			

B8			Property 



B8.1		Where the Authority issues Property free of charge to the Contractor such Property shall be and remain the property of the Authority and the Contractor irrevocably licences the Authority and its agents to enter upon any premises of the Contractor during normal business hours on reasonable notice to recover any such Property.  The Contractor shall not in any circumstances have a lien or any other interest on the Property and the Contractor shall at all times possess the Property as fiduciary agent and bailee of the Authority. The Contractor shall take all reasonable steps to ensure that the title of the Authority to the Property and the exclusion of any such lien or other interest are brought to the notice of all sub-contractors and other appropriate persons and shall, at the Authority’s request, store the Property separately and ensure that it is clearly identifiable as belonging to the Authority.

		

B8.2		The Property shall be deemed to be in good condition when received by or on behalf of the Contractor unless the Contractor notifies the Authority otherwise within 5 Working Days of receipt.

		

B8.3		The Contractor shall maintain the Property in good order and condition (excluding fair wear and tear), and shall use the Property solely in connection with the Contract and for no other purpose without prior Approval.

		

B8.4		The Contractor shall ensure the security of all the Property whilst in its possession, either on the Premises or elsewhere during the supply of the Services, in accordance with the Authority’s reasonable security requirements as required from time to time.

		

B8.5		The Contractor shall be liable for all loss of, or damage to, the Property (excluding fair wear and tear), unless such loss or damage was caused by the Authority’s Default.  The Contractor shall inform the Authority within 2  Working Days of becoming aware of any defects appearing in, or losses or damage occurring to, the Property.



B9		Offers of Employment



	For the duration of the Contract and for a period of 12 months thereafter neither the Authority nor the Contractor shall employ or offer employment to any of the other Party’s staff who have been associated with the procurement and/or the contract management of the Services without that other Party’s prior written consent.  



B10			Meetings and Reports



B10.1		The Contractor shall upon receipt of reasonable notice and during normal office hours attend all meetings arranged by the Department for the discussion of matters connected with the performance of the Services.



B10.2		Without prejudice to any other requirement in this Contract, the Contractor shall provide such reports on the performance of the Services as the Contract Manager may reasonably require.



C		PAYMENT AND CONTRACT PRICE



C1		Contract Price



C1.1		In consideration of the Contractor’s performance of its obligations under the Contract, the Authority shall pay the Contract Price in accordance with clause C2 (Payment and VAT).



C1.2		The Authority shall, in addition to the Contract Price and following Receipt of a valid VAT invoice, pay the Contractor a sum equal to the VAT chargeable on the value of the Services supplied in accordance with the Contract.



C2		Payment and VAT



C2.1	The Authority is committed to pay as soon as possible and shall pay all sums due to the Contractor within 30 days of receipt of a valid invoice, submitted monthly in arrears.



C2.2	The Contractor shall ensure that each invoice contains all appropriate references and a detailed breakdown of the Services supplied and that it is supported by any other documentation reasonably required by the Authority to substantiate the invoice. 



C2.3	Where the Contractor enters into a sub-contract with a supplier or contractor for the purpose of performing its obligations under the Contract, it shall ensure that a provision is included in such a sub-contract which requires payment to be made of all sums due by the Contractor to the sub-contractor as soon as possible and in any event not exceeding 30 days from the receipt of a valid invoice. The Department reserves the right to ask for information about payment performance and will provide a facility for sub-contractors to report poor performance to the Department. 



C2.4	The Contractor shall add VAT to the Contract Price at the prevailing rate as applicable.



C2.5	The Contractor shall indemnify the Authority on a continuing basis against any liability, including any interest, penalties or costs incurred which is levied, demanded or assessed on the Authority at any time in respect of the Contractor’s failure to account for or to pay any VAT relating to payments made to the Contractor under the Contract. Any amounts due under this clause C2.5 shall be paid by the Contractor to the Authority not less than 5 Working Days before the date upon which the tax or other liability is payable by the Authority.



C2.6	The Contractor shall not suspend the supply of the Services unless the Contractor is entitled to terminate the Contract under clause H2.3 (Termination on Default) for failure to pay undisputed sums of money. Interest shall be payable by the Authority on the late payment of any undisputed sums of money properly invoiced in accordance with the Late Payment of Commercial Debts (Interest) Act 1998.



C3		Recovery of Sums Due



C3.1	Wherever under the Contract any sum of money is recoverable from or payable by the Contractor (including any sum which the Contractor is liable to pay to the Authority in respect of any breach of the Contract), the Authority may unilaterally deduct that sum from any sum then due, or which at any later time may become due to the Contractor under the Contract or under any other agreement or contract with the Authority or with any other Department, Agency or Office of Her Majesty’s Government.



C3.2 	Any overpayment by either Party, whether of the Contract Price or of VAT or otherwise, shall be a sum of money recoverable by the Party who made the overpayment from the Party in receipt of the overpayment. 



C3.3	The Contractor shall make all payments due to the Authority without any deduction whether by way of set-off, counterclaim, discount, abatement or otherwise unless the Contractor has a valid court order requiring an amount equal to such deduction to be paid by the Authority to the Contractor.



C3.4	All payments due shall be made within a reasonable time unless otherwise specified in the Contract, in cleared funds, to such bank or building society account as the recipient Party may from time to time direct.



C4	Price adjustment 



C4.1		The Contract Price shall, unless otherwise agreed in writing, be unchanged for a period of at least 2 years from the Commencement Date and shall then be subject to review, at one month’s notice, by either party giving notice of such review to the other.



C4.2		In such review the Contract Price shall change by not more than the percentage change in the current (at the time of writing of the notice of the price review) Office of National Statistics’ Consumer Prices Index (CPI) (or other such index specified in the Contract), from the same index 12 months earlier.

 

C4.3		Subsequent variations shall also be subject to one month’s notice, as above, provided that each change is at least 12 months from the previous one. No price variation shall be retrospective.



C4.4		The Contractor may propose price reductions at any time.



C5		Euro



C5.1		Any requirement of Law to account for the Services in Euro, (or to prepare for such accounting) instead of and/or in addition to sterling, shall be implemented by the Contractor free of charge to the Authority.

		

C5.2		The Authority shall provide all reasonable assistance to facilitate compliance with clause C5.1 by the Contractor.  











D.		STATUTORY OBLIGATIONS AND REGULATIONS



D1		Prevention of Corruption



D1.1	The Contractor shall not offer or give, or agree to give, to the Authority or any other public body or any person employed by or on behalf of the Authority or any other public body any gift or consideration of any kind as an inducement or reward for doing, refraining from doing, or for having done or refrained from doing, any act in relation to the obtaining or execution of the Contract or any other contract with the Authority or any other public body, or for showing or refraining from showing favour or disfavour to any person in relation to  the  Contract or any such contract. 



D1.2	The Contractor warrants that it has not paid commission or agreed to pay commission to the Authority or any other public body or any person employed by or on behalf of the Authority or any other public body in connection with the Contract. 

	

D1.3	If the Contractor, its Staff or anyone acting on the Contractor’s behalf, engages in conduct prohibited by clauses D1.1 or D1.2, the Authority may:



(a)	terminate the Contract and recover from the Contractor the amount of any loss suffered by the Authority resulting from the termination, including the cost reasonably incurred by the Authority of making other arrangements for the supply of the Services and any additional expenditure incurred by the Authority throughout the remainder of the Contract Period; or



(b)	recover in full from the Contractor any other loss sustained by the Authority in consequence of any breach of  those clauses. 

D2		Prevention of Fraud



D2.1		The Contractor shall take all reasonable steps, in accordance with Good Industry Practice, to prevent Fraud by Staff and the Contractor (including its shareholders, members, directors) in connection with the receipt of monies from the Authority.  



D2.2		The Contractor shall notify the Authority immediately if it has reason to suspect that any Fraud has occurred or is occurring or is likely to occur.  



D2.3		If the Contractor or its Staff commits Fraud in relation to this or any other contract with the Crown (including the Authority) the Authority may:



(a) 	terminate the Contract and recover from the Contractor the amount of any loss suffered by the Authority resulting from the termination,  including the cost reasonably incurred by the Authority of making other arrangements for the supply of the Services and any additional expenditure incurred by the Authority throughout the remainder of the Contract Period; or 



(b)	recover in full from the Contractor any other loss sustained by the Authority in consequence of any breach of this clause.	



D3		Discrimination



D3.1	The Contractor shall not unlawfully discriminate either directly or indirectly or by way of victimisation or harassment against a person on such grounds as race, colour, ethnic or national origin, disability, sex or sexual orientation, gender reassignment, marriage and civil partnerships, pregnancy and maternity, religion or belief, or age and without prejudice to the generality of the foregoing the Contractor shall not unlawfully discriminate within the meaning and scope of the Sex Discrimination Act 1975, the Race Relations Act 1976 (as updated by the Race Relations (Amendment) Act 2000, the Equal Pay Acts 1970 and 1983, the Disability Discrimination Act 1995 (as amended by the Disability Discrimination (Amendment) Act 2005), the Employment Equality (Sexual Orientation) Regulations 2003, the Employment Equality (Religion or Belief) Regulations 2003, the Employment Equality (Age) Regulations 2006, the Equality Act 2010, the Human Rights Act 1998 or other relevant or equivalent legislation, or any statutory modification or re-enactment thereof. 



D3.2	The Contractor shall take all reasonable steps to secure the observance of clause D3.1 by all Staff, suppliers and sub-contractors. 



D4			The Contracts (Rights of Third Parties) Act 1999



	A person who is not a Party to the Contract shall have no right to enforce any of its provisions which, expressly or by implication, confer a benefit on him, without the prior written agreement of both Parties. This clause does not affect any right or remedy of any person which exists or is available apart from the Contracts (Rights of Third Parties) Act 1999 and does not apply to the Crown.



D5		Environmental Requirements

	

D5.1	The Contractor shall, when working on the Premises, perform its obligations under the Contract in accordance with the Authority’s environmental policy, which is to conserve energy, water, wood, paper and other resources, reduce waste and phase out the use of ozone depleting substances and minimise the release of greenhouse gases, volatile organic compounds and other substances damaging to health and the environment.



D5.2		All written work, including reports, delivered in connection with this 	Contract shall (unless otherwise specified) be produced on	recycled paper containing 100% post-consumer waste and used on both sides where	appropriate.  Paper used for printed 	publications must contain at least 75% 	recycled fibre paper in 	accordance with the UK government’s timber procurement policy.



D5.3 		All timber or wood-derived products procured as part of this contract 	must 	originate from either legal and sustainable or FLEGT licensed 	or equivalent sources, as set out in the Specification.  The timber 	condition will 	also apply.









D5.4 		All goods purchased by the Contractor on behalf of the Authority (or 	which 	will become the property of the Authority) must comply with 	the relevant minimum environmental standards specified in the Government Buying Standards (formerly "Quick Wins") unless otherwise specified or agreed in writing. 

	Click on http://sd.defra.gov.uk/advice/public/buying/and select "find a product".

	

D6			Health and Safety



D6.1		The Contractor shall promptly notify the Authority of any health and safety hazards which may arise in connection with the performance of its obligations under the Contract.  The Authority shall promptly notify the Contractor of any health and safety hazards which may exist or arise at the Premises and which may affect the Contractor in the performance of its obligations under the Contract.

	

D6.2		While on the Premises, the Contractor shall comply with any health and safety measures implemented by the Authority in respect of Staff and other persons working there.



D6.3		The Contractor shall notify the Authority immediately in the event of any incident occurring in the performance of its obligations under the Contract on the Premises where that incident causes any personal injury or damage to property which could give rise to personal injury.

		

D6.4		The Contractor shall comply with the requirements of the Health and Safety at Work etc. Act 1974 and any other acts, orders, regulations and codes of practice relating to health and safety, which may apply to Staff and other persons working on the Premises in the performance of its obligations under the Contract.



D6.5		The Contractor shall ensure that its health and safety policy statement (as required by the Health and Safety at Work etc Act 1974) is made available to the Authority on request.
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D7.1		The Contractor shall provide the Department, or any other person authorised by the Department who is to be invited to submit a tender in relation to the provision of similar Services, with such information (including any changes to and interpretations thereof) in connection with TUPE as the Department may require.  The Contractor shall provide the information within 10 days of the Department’s request.



D7.2		During the 8 month period preceding the Expiry Date or any notice period, the Contractor shall not without the prior consent of the Department (which shall be in writing, but shall not be unreasonably withheld or delayed) move or deploy any Key Personnel away from the performance of the Services under this Contract.:



D7.3	Save where the Services comprise the provision of a consultancy service, during the 8 month period preceding the date of expiry set out in clause A2 or any notice period, the Contractor shall not without the prior consent of the Authority (which shall be in writing, but shall not be unreasonable withheld or delayed): 



(a)	materially amend the terms and conditions of employment of any employee whose work, wholly or mainly falls within the scope of this Contract; or 

(b)	materially increase the number of employees whose work (or any part of it) is work undertaken for the purposes of this Contract; or 



D7.3		The Contractor shall not knowingly do, or omit to do, anything which may adversely affect the orderly transfer of responsibility for provision of the Services. 



E	PROTECTION OF INFORMATION



E1		Data Protection 



E1.1 	The Parties acknowledge that for the purposes of the Data Protection Legislation, the Authority is the Controller and the Contractor is the Processor. The only processing that the Contractor is authorised to do is listed in the Schedule of Processing, Personal Data & Data Subjects (which forms part of the Specification) by the Authority and may not be determined by the Contractor. 



E1.2 	The Contractor shall notify the Authority immediately if it considers that any of the Authority's instructions infringe the Data Protection Legislation.



E1.3 		The Contractor shall provide all reasonable assistance to the Authority in the preparation of any Data Protection Impact Assessment prior to commencing any processing. Such assistance may, at the discretion of the Authority, include:

(a) a systematic description of the envisaged processing operations and the purpose of the processing;

(b) an assessment of the necessity and proportionality of the processing operations in relation to the Services;

(c) an assessment of the risks to the rights and freedoms of Data Subjects; and

(d) the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure the protection of Personal Data.



E1.4 	The Contractor shall, in relation to any Personal Data processed in connection with its obligations under this Agreement:

(a) process that Personal Data only in accordance with the Schedule of Processing, Personal Data & Data Subjects, unless the Contractor is required to do otherwise by Law. If it is so required the Contractor shall promptly notify the Authority before processing the Personal Data unless prohibited by Law; 

(b) ensure that it has in place Protective Measures, which have been reviewed and approved by the Authority as appropriate to protect against a Data Loss Event having taken account of the:

(i) Nature of the data to be protected;

(ii) Harm that might result from a Data Loss Event;

(iii) State of technological development; and

(iv) Cost of implementing any measures;

(c) 	ensure that:

(i) the Contractor Personnel do not process Personal Data except in accordance with this Agreement (and in particular the Schedule of Processing, Personal Data & Data Subjects);

(ii) it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have access to the Personal Data and ensure that they:

i. are aware of and comply with the Contractor’s duties under this clause;

ii. are subject to appropriate confidentiality undertakings with the Contractor or any Sub-processor;

iii. are informed of the confidential nature of the Personal Data and do not publish, disclose or divulge any of the Personal Data to any third Party unless directed in writing to do so by the Authority or as otherwise permitted by this Agreement; and

iv. have undergone adequate training in the use, care, protection and handling of Personal Data.

(d) not transfer Personal Data outside of the EU unless the prior written consent of the Authority has been obtained and the following conditions are fulfilled:

(i) the Authority or the Contractor has provided appropriate safeguards in relation to the transfer (whether in accordance with GDPR Article 46 or LED Article 37) as determined by the Authority;

(ii) the Data Subject has enforceable rights and effective legal remedies;

(iii) the Contractor complies with its obligations under the Data Protection Legislation by providing an adequate level of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to assist the Authority in meeting its obligations); and

(iv) the Contractor complies with any reasonable instructions notified to it in advance by the Authority with respect to the processing of the Personal Data.

(e) at the written direction of the Authority, delete or return Personal Data (and any copies of it) to the Authority on termination of the Agreement unless the Contractor is required by Law to retain the Personal Data.



E1.5 	Subject to clause E1.6, the Contractor shall notify the Authority immediately if it:

(a) receives a Data Subject Access Request (or purported Data Subject Access Request);

(b) receives a request to rectify, block or erase any Personal Data;

(c) receives any other request, complaint or communication relating to either Party's obligations under the Data Protection Legislation;

(d) receives any communication from the Information Commissioner or any other regulatory authority in connection with Personal Data processed under this Agreement;

(e) receives a request from any third Party for disclosure of Personal Data where compliance with such request is required or purported to be required by Law; or

(f) becomes aware of a Data Loss Event.



E1.6 	The Contractor’s obligation to notify under clause E1.5 shall include the provision of further information to the Authority in phases, as details become available.



E1.7 	Taking into account the nature of the processing, the Contractor shall provide the Authority with full assistance in relation to either Party's obligations under Data Protection Legislation and any complaint, communication or request made under clause E1.5 (and insofar as possible within the timescales reasonably required by the Authority) including by promptly providing:

(a) the Authority with full details and copies of the complaint, communication or request;

(b) such assistance as is reasonably requested by the Authority to enable the Authority to comply with a Data Subject Access Request within the relevant timescales set out in the Data Protection Legislation;

(c) the Authority, at its request, with any Personal Data it holds in relation to a Data Subject;

(d) assistance as requested by the Authority following any Data Loss Event; and

(e) assistance as requested by the Authority with respect to any request from the Information Commissioner’s Office, or any consultation by the Authority with the Information Commissioner's Office.



E1.8 	The Contractor shall maintain complete and accurate records and information to demonstrate its compliance with this clause. This requirement does not apply where the Contractor employs fewer than 250 staff, unless:

(a) the Authority determines that the processing is not occasional;

(b) the Authority determines the processing includes special categories of data as referred to in Article 9(1) of the GDPR or Personal Data relating to criminal convictions and offences referred to in Article 10 of the GDPR; and

(c) the Authority determines that the processing is likely to result in a risk to the rights and freedoms of Data Subjects.



E1.9 	The Contractor shall allow for audits of its Personal Data processing activity by the Authority or the Authority’s designated auditor.



E1.10 	The Contractor shall designate a data protection officer if required by the Data Protection Legislation.



E1.11 	Before allowing any Sub-processor to process any Personal Data related to this Agreement, the Contractor must:

(a) notify the Authority in writing of the intended Sub-processor and processing;

(b) obtain the written consent of the Authority;

(c) enter into a written agreement with the Sub-processor which gives effect to the terms set out in this clause E1 such that they apply to the Sub-processor; and

(d) provide the Authority with such information regarding the Sub-processor as the Authority may reasonably require.



E1.12 	The Contractor shall remain fully liable for all acts or omissions of any Sub-processor.



E1.13 	The Authority may, at any time on not less than 30 Working Days’ notice, revise this clause by replacing it with any applicable controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which shall apply when incorporated by attachment to this Agreement).



E1.14 	The Parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Authority may on not less than 30 Working Days’ notice to the Contractor amend this agreement to ensure that it complies with any guidance issued by the Information Commissioner’s Office.



E1.15	The Contractor acknowledges that if, in breach of clause E1.1, it takes any action, or makes any decision which amounts to determining purposes and/or means of processing any Personal Data to which this agreement relates, it shall be a de facto Controller for the purposes of the Data Protection Legislation. 



E1.16	The provision of this Clause E1 shall apply during the Contract Period and indefinitely after its expiry.

	

E2	Official Secrets Acts 1911 to 1989, S182 of the Finance Act 1989 



E2.1	The Contractor shall comply with, and shall ensure that its Staff comply with, the provisions of: 

(a)	the Official Secrets Acts 1911 to 1989; and

	(b)	Section 182 of the Finance Act 1989.



E2.2	In the event that the Contractor or its Staff fail to comply with this clause, the Authority reserves the right to terminate the Contract by giving notice in writing to the Contractor.



E3		Confidential Information 



E3.1	Except to the extent set out in this clause or where disclosure is expressly permitted elsewhere in this Contract, each Party shall:

(a) treat the other party's Confidential Information as confidential and safeguard it accordingly; and

(b) not disclose the other party's Confidential Information to any other person without the owner's prior written consent. 



E3.2		Clause E3.1 shall not apply to the extent that: 

(a)	such disclosure is a requirement of Law placed upon the party making the disclosure, including any requirements for disclosure under the FOIA, Code of Practice on Access to Government Information or the Environmental Information Regulations pursuant to clause E4 (Freedom of Information); 



(b)	such information was in the possession of the party making the disclosure without obligation of confidentiality prior to its disclosure by the information owner; 



(c)	such information was obtained from a third party without obligation of confidentiality; 



(d)	such information was already in the public domain at the time of disclosure otherwise than by a breach of this Contract; or 



(e) it is independently developed without access to the other party's Confidential Information. 



(f) disclosure may be necessary for the performance of this Contract;



(g) disclosure is required to comply with E8 of this Contract.



E3.3	The Contractor may only disclose the Authority's Confidential Information to the Staff who are directly involved in the provision of the Services and who need to know the information, and shall ensure that such Staff are aware of and shall comply with these obligations as to confidentiality. 



E3.4	The Contractor shall not, and shall procure that the Staff do not, use any of the Authority's Confidential Information received otherwise than for the purposes of this Agreement. 



E3.5	At the written request of the Authority, the Contractor shall procure that those members of the Staff identified in the Authority's notice signs a confidentiality undertaking prior to commencing any work in accordance with this Agreement.



E3.6	Nothing in this Agreement shall prevent the Authority from disclosing the Contractor's Confidential Information (including the Management Information obtained under F7): 

 

(a)	to any Crown Body or any other Contracting Authority. All Crown Bodies or Contracting Authorities receiving such Confidential Information shall be entitled to further disclose the Confidential Information to other Crown Bodies or other Contracting Authorities on the basis that the information is confidential and is not to be disclosed to a third party which is not part of any Crown Body or any Contracting Authority; 



(b)	to any consultant, contractor or other person engaged by the Authority; 



(c) for the purpose of the examination and certification of the Authority's accounts; 



(d) for any examination pursuant to Section 6(1) of the National 	Audit Act 1983 of the economy, efficiency and effectiveness with which the Authority has used its resources;



(e) to Parliament and Parliamentary Committees or if required by any Parliamentary reporting requirement;



(f) To the extent that the Authority (acting reasonably) deems disclosure necessary or appropriate in the course of carrying out its public functions; or



(g) On a confidential basis to a proposed Successor Body in connection with any assignment, novation or disposal of any of its rights, obligations or liabilities under this Agreement



E3.7	The Authority shall use all reasonable endeavours to ensure that any government department, Contracting Authority, employee, third party or sub-contractor to whom the Contractor's Confidential Information is disclosed pursuant to clause E3.6 is made aware of the Authority's obligations of confidentiality. 



E3.8	Nothing in this clause E3 shall prevent either party from using any techniques, ideas or know-how gained during the performance of the Agreement in the course of its normal business to the extent that this use does not result in a disclosure of the other party's Confidential Information or an infringement of IPR. 



E4	Freedom of Information



E4.1	The Contractor acknowledges that the Authority is subject to the requirements of the FOIA and the Environmental Information Regulations and shall assist and cooperate with the Authority to enable the Authority to comply with its Information disclosure obligations. 



E4.2	The Contractor shall and shall procure that any sub-contractors shall transfer to the Authority all Requests for Information that it receives as soon as practicable and in any event within two Working Days of receiving a Request for Information; 



(a)	provide the Authority with a copy of all Information in its possession, or power in the form that the Authority requires within five Working Days (or such other period as the Authority may specify) of the Authority's request; and 



(b)	provide all necessary assistance as reasonably requested by the Authority to enable the Authority to respond to the Request for Information within the time for compliance set out in section 10 of the FOIA or Regulation 5 of the Environmental Information Regulations. 



E4.3	The Authority shall be responsible for determining in its absolute discretion and notwithstanding any other provision in this Agreement or any other agreement whether the Commercially Sensitive Information and/or any other Information is exempt from disclosure in accordance with the provisions of the FOIA or the Environmental Information Regulations 



E4.4	In no event shall the Contractor respond directly to a Request for Information unless expressly authorised to do so by the Authority. 



E4.5	The Contractor acknowledges that (notwithstanding the provisions of Clause E2) the Authority may, acting in accordance with the Secretary of State for Constitutional Affairs Code of Practice on the Discharge of the Functions of Public Authorities under Part 1 of the Freedom of Information Act 2000 (“the Code”), be obliged under the FOIA, or the Environmental Information Regulations to disclose information concerning the Contractor or the Services in certain circumstances: 



(a) without consulting the Contractor; or 



(b) following consultation with the Contractor and having taken their views into account; 



provided always that where E4.5(a) applies the Authority shall, in accordance with any recommendations of the Code, take reasonable steps, where appropriate, to give the Contractor advanced notice, or failing that, to draw the disclosure to the Contractor’s attention after any such disclosure. 



E4.6		The Contractor shall ensure that all Information is retained for disclosure and shall permit the Authority to inspect such records as requested from time to time. 



E4.7		The Contractor acknowledges that the Commercially Sensitive Information listed in the Commercially Sensitive Information Schedule is of indicative value only and that the Authority may be obliged to disclose it in accordance with this clause E4. 



E5		Publicity, Media and Official Enquiries



E5.1	Without prejudice to the Authority’s obligations under the FOIA, neither Party shall make any press announcement or publicise the Contract or any part thereof in any way, except with the prior written consent of the other Party.  

	

E5.2	Both Parties shall take reasonable steps to ensure that their servants, employees, agents, sub-contractors, suppliers, professional advisors and consultants comply with clause E5.1.



E6		Security



E6.1	The Contractor shall comply with all security requirements of the Authority while working on the Contract, and shall ensure that all Staff comply with such requirements.  



E6.2		The Contractor shall comply, and shall procure the compliance of the Contractor’s Personnel, with the Authority’s Security Policy and where required the Security Plan and the Contractor shall ensure that the Security Plan produced by the Contractor fully complies with the Security Policy. 



E6.3	The Authority shall notify the Contractor of any changes or proposed changes to the Security Policy. 



E6.4		The Contractor shall, as an enduring obligation throughout the Term of the Contract, use the latest versions of anti-virus definitions available (from an industry accepted anti-virus software vendor) to check for and delete Malicious Software from the ICT Environment. 



E6.5		Notwithstanding clause E6.4, if Malicious Software is found, the parties shall co-operate to reduce the effect of the Malicious Software and, particularly if Malicious Software causes loss of operational efficiency or loss or corruption of Authority Data, assist each other to mitigate any losses and to restore the Services to their desired operating efficiency. 



E6.6		Any cost arising out of the actions of the parties taken in compliance with the provisions of clause E6.5 shall be borne by the parties as follows: 



a)	 by the Contractor where the Malicious Software originates from the Contractor Software, the Third Party Software or the Authority Data (whilst the Authority Data was under the control of the Contractor); and 



b) 	by the Authority if the Malicious Software originates from the Authority Software or the Authority Data (whilst the Authority Data was under the control of the Authority). 



E7		Intellectual Property Rights  



E7.1	All Intellectual Property Rights in any guidance, specifications, instructions, toolkits, plans, data, drawings, databases, software, patents, patterns, models, designs or other material (the "IP Materials"):



(a)	furnished to or made available to the Contractor by or on behalf of the Authority shall remain the property of the Authority; and

	

(b)	prepared by or for the Contractor on behalf of the Authority for use, or intended use, in relation to the performance by the Contractor of its obligations under the  Contract shall belong to the Authority;



and the Contractor shall not, and shall ensure that the Staff shall not, (except when necessary for the performance of the Contract) without prior Approval, use or disclose any Intellectual Property Rights in the IP Materials.

E7.2		The Contractor hereby assigns to the Authority, with full title guarantee, all Intellectual Property Rights which may subsist in the IP Materials prepared in accordance with clause E7.1 (b).  This assignment shall take effect on the date of the Contract or as a present assignment of future rights that will take effect immediately on the coming into existence of the Intellectual Property Rights produced by the Contractor.  The Contractor shall execute all documentation necessary to execute this assignment.  



E7.3	The Contractor shall waive or procure a waiver of any moral rights subsisting in copyright produced by the Contract or the performance of the Contract.  



E7.4	The Contractor shall ensure that the third party owner of any Intellectual Property Rights that are or which may be used to perform the Contract grants to the Authority a non-exclusive licence or, if itself a licensee of those rights, shall grant to the Authority an authorised sub-licence, to use, reproduce, modify, develop and maintain the Intellectual Property Rights in the same.  Such licence or sub-licence shall be non-exclusive, perpetual, royalty free and irrevocable and shall include the right for the Authority to sub-license, transfer, novate or assign to other Contracting Authorities, the Replacement Contractor or to any other third party supplying services to the Authority.



E7.5	The Contractor shall not infringe any Intellectual Property Rights of any third party or any Data Protection Legislation in supplying the Services and the Contractor shall, during and after the Contract Period, indemnify and keep indemnified and hold the Authority and the Crown harmless from and against all actions, suits, claims, demands, losses, charges, damages, costs and expenses and other liabilities which the Authority or the Crown may suffer or incur as a result of or in connection with any breach of this clause, except where any such claim arises from:



(a)	items or materials based upon designs supplied by the Authority; or



(b)	the use of data supplied by the Authority which is not required to be verified by the Contractor under any  provision of the Contract.



E7.6	The Authority shall notify the Contractor in writing of any claim or demand brought against the Authority for infringement or alleged infringement of any Intellectual Property Right in materials supplied or licensed by the Contractor.



E7.7	The Contractor shall at its own expense conduct all negotiations and any litigation arising in connection with any claim for breach of Intellectual Property Rights in materials supplied or licensed by the Contractor, provided always that the Contractor: 



(a)	shall consult the Authority on all substantive issues which arise during the conduct of such litigation and negotiations; 



(b)	shall take due and proper account of the interests of the Authority; and



(c)	shall not settle or compromise any claim without the Authority’s prior written consent (not to be unreasonably withheld or delayed).

	

E7.8	The Authority shall at the request of the Contractor afford to the Contractor all reasonable assistance for the purpose of contesting any claim or demand made or action brought against the Authority or the Contractor by a third party for infringement or alleged infringement of any third party Intellectual Property Rights or any Data Protection Legislation in connection with the performance of the Contractor’s obligations under the Contract and the Contractor shall indemnify the Authority for all costs and expenses (including, but not limited to, legal costs and disbursements) incurred in doing so.  The Contractor shall not, however, be required to indemnify the Authority in relation to any costs and expenses incurred in relation to or arising out of a claim, demand or action which relates to the matters in clause E7.5 (a) or (b).  



E7.9	The Authority shall not make any admissions which may be prejudicial to the defence or settlement of any claim, demand or action for infringement or alleged infringement of any Intellectual Property Right by the Authority or the Contractor in connection with the performance of its obligations under the Contract.



E7.10	If a claim, demand or action for infringement or alleged infringement of any Intellectual Property Right is made in connection with the Contract or in the reasonable opinion of the Contractor is likely to be made, the Contractor shall notify the Authority and, at its own expense and subject to the consent of the Authority (not to be unreasonably withheld or delayed), use its best endeavours to:



(a)	modify any or all of the Services without reducing the performance or functionality of the same, or substitute alternative Services of equivalent performance and functionality, so as to avoid the infringement or the alleged infringement, provided that the provisions herein shall apply mutates mutandis  to such modified Services or to the substitute Services; or

(b)	procure a licence to use and supply the Services, which are the subject of the alleged infringement, on terms which are acceptable to the Authority,

	and in the event that the Contractor is unable to comply with clauses E7.7(a) or (b) within twenty Working Days of receipt of the Contractor’s notification the Authority may terminate the Contract with immediate effect by notice in writing.

E7.11		The Contractor grants to the Authority a royalty-free, irrevocable and non-exclusive licence (with a right to sub-licence) to use any Intellectual Property Rights that the Contractor owned or developed prior to the Commencement Date and which the Authority reasonably requires in order exercise its rights and take the benefit of this Contract including the Services provided.



E8		Audit 



E8.1	The Contractor shall keep and maintain until 6 years after the end of the Contract Period, or as long a period as may be agreed between the Parties, full and accurate records of the Contract including the Services  supplied  under it, all expenditure reimbursed by the Authority, and all payments made by the Authority.  The Contractor shall on request afford the Authority or the Authority’s representatives such access to those records as may be requested by the Authority in connection with the Contract.



E8.2	The Contractor shall afford such facilities as the Authority may reasonably require for its representatives to visit the Contractor’s premises and examine the records held under this Condition. The right to these records shall not apply to the extent that an examination would jeopardise the confidentiality of information relating to the Contractor’s other Clients.



E8.3	Subject to the provision of reasonable notice to the Contractor, and for the purpose of:



	a) 	Examining and certifying Authority’s accounts; or

b) 	any examination, pursuant to section 6(1) of the National Audit Act 1983, of the economy, efficiency and effectiveness with which the Authority has used its resources



the Comptroller and Auditor General shall have a right of access to such relevant documents as are owned, held or otherwise within control of the Contractor.



E8.4	The Contractor shall assist the Comptroller and Auditor General to understand such documents and provide any oral/or written information and explanation of the documents as may reasonably be requested. 



E8.5	For the avoidance of doubt, nothing in this Condition constitutes a requirement or agreement for the purposes of section 6(3)(d) of the National Audit Act 1983 for the examination, certification or inspection of the accounts of the Contractor.



E9	Authority Data



E9.1	The Contractor shall not delete or remove any proprietary notices contained within or relating to the Authority Data. 



E9.2	The Contractor shall not store, copy, disclose, or use the Authority Data except as necessary for the performance by the Contractor of its obligations under this Agreement or as otherwise expressly authorised in writing by the Authority. 



E9.3	To the extent that Authority Data is held and/or processed by the Contractor, the Contractor shall supply that Authority Data to the Authority as requested by the Authority in the format specified. 



E9.4	The Contractor shall take responsibility for preserving the integrity of Authority Data and preventing the corruption or loss of Authority Data. 



E9.5	The Contractor shall perform secure back-ups of all Authority Data and shall ensure that up-to-date back-ups are stored off-site in accordance with the Business Continuity and Disaster Recovery Plan. The Contractor shall ensure that such back-ups are available to the Authority at all times upon request.



 E9.6	The Contractor shall ensure that any system on which the Contractor holds any Authority Data, including back-up data, is a secure system that complies with the Security Policy. 



E9.7	If the Authority Data is corrupted, lost or sufficiently degraded as a result of the Contractor's Default so as to be unusable, the Authority may: 



a) require the Contractor (at the Contractor's expense) to restore or procure the restoration of Authority Data to the extent and in accordance with the requirements specified; and/or 



b) itself restore or procure the restoration of Authority Data, and shall be repaid by the Contractor any reasonable expenses incurred in doing so to the extent and in accordance with the requirements specified.



E10		Removable Media



E10.1	The Contractor shall only use encrypted Removable Media issued by the Authority when connected to the Authority’s IT network and all use must be in strict accordance with the rules about sensitivity and risks of information. In particular, encrypted memory sticks may only be used for data marked up to and including the Protective Marking of ‘Protect’.



E10.2	All losses of data must be reported to the Contract Manager as soon as possible so that risk mitigation action can be taken. Any theft of Removable media must be reported to the Police and a crime/incident number obtained. 



E10.3	Floppy disks must not be used in the delivery of this Contract.

   

E11		Transparency



E11.1	The parties acknowledge that, except for any information which is exempt from disclosure in accordance with the provisions of the FOIA, the content of this Contract (including, but not limited to, any   documents subsequently developed to monitor delivery and performance of the contract) are not Confidential Information.  

The Authority shall be responsible for determining in its absolute discretion whether any of the content of the Contract is exempt from disclosure in accordance with the provisions of the FOIA.



E11.2	Notwithstanding any other term of this Contract, the Contractor hereby gives his consent for the Authority to publish the Contract (and any documents subsequently produced by either party as part of management of the contract – including, but not limited to, performance against key performance indicators and plans to rectify the same etc.) in their entirety, including from time to time agreed changes to the Contract, to the general public.  



E11.3

The Authority may consult with the Contractor to inform its decision regarding any redactions that may be required to keep information which is exempt from disclosure under the FOIA from being disclosed but the Authority shall have the final decision in its absolute discretion.  



The Contractor shall assist and cooperate with the Authority to enable the Authority to publish this Contract.



F. 		CONTROL OF THE CONTRACT



F1		Transfer and Sub-Contracting



F1.1	Except where F1.4 and 5 applies, the Contractor shall not assign, sub-contract or in any other way dispose of the Contract or any part of it without prior Approval.  Sub-contracting any part of the Contract shall not relieve the Contractor of any of its obligations or duties under the Contract.



F1.2	The Contractor shall be responsible for the acts and omissions of its sub-contractors as though they are its own.



F1.3	Where the Authority has consented to the placing of sub-contracts, copies of each sub-contract shall, at the request of the Authority, be sent by the Contractor to the Authority as soon as reasonably practicable.	



F1.4	Notwithstanding clause F1.1, the Contractor may assign to a third party (“the Assignee”) the right to receive payment of the Contract Price or any part thereof due to the Contractor under this Contract (including any interest which the Authority incurs under clause C2.6). Any assignment under this clause F1.4 shall be subject to:



	(a)	reduction of any sums in respect of which the Authority exercises its right of recovery under clause C3 (Recovery of Sums Due);



	(b)	all related rights of the Authority under the contract in relation to the recovery of sums due but unpaid; and

	(c)	the Authority receiving notification under both clauses F1.5 and F1.6. 



F1.5	In the event that the Contractor assigns the right to receive the Contract Price under clause F1.4, the Contractor or the Assignee shall notify the Authority in writing of the assignment and the date upon which the assignment becomes effective.



F1.6	The Contractor shall ensure that the Assignee notifies the Authority of the Assignee’s contact information and bank account details to which the Authority shall make payment.



F1.7	The provisions of clause C2 (Payment and VAT) shall continue to apply in all other respects after the assignment and shall not be amended without the Approval of the Authority.    



F1.8	Subject to clause F1.10, the Authority may assign novate or otherwise dispose of its rights and obligations under the Contract or any part thereof to:



(a)   	any Contracting Authority; or



(b)  	any other body established by the Crown or under statute in order substantially to perform any of the functions that had previously been performed by the Authority; or 



(c)	any private sector body which substantially performs the functions of the Authority, 



provided that any such assignment, novation or other disposal shall not increase the burden of the Contractor’s obligations under  the Contract.   



F1.9	Any change in the legal status of the Authority such that it ceases to be a Contracting Authority shall not, subject to clause F1.8, affect the validity of the Contract.  In such circumstances, the Contract shall bind and inure to the benefit of any successor body to the Authority.



F1.10		If the rights and obligations under the Contract are assigned, novated or otherwise disposed of pursuant to clause F1.6 to a body which is not a Contracting Authority or if there is a change in the legal status of the Authority such that it ceases to be a Contracting Authority (in the remainder of this clause both such bodies being referred to as the “Transferee”):



(a)	the rights of termination of the Authority in  clauses H1 (Termination on change of control and insolvency) and H2 (Termination on Default) shall be available to the Contractor in the event of respectively, the bankruptcy or  insolvency, or Default of the Transferee; and 



(b)	the Transferee shall only be able to assign, novate or otherwise dispose of its rights and obligations under the Contract or any part thereof with the prior consent in writing of the Contractor.



F1.11	The Authority may disclose to any Transferee any Confidential Information of the Contractor which relates to the performance of the Contractor’s obligations under the Contract.  In such circumstances the Authority shall authorise the Transferee to use such Confidential Information only for purposes relating to the performance of the Contractor’s obligations under the Contract and for no other purpose and shall take all reasonable steps to ensure that the Transferee gives a confidentiality undertaking in relation to such Confidential Information.  



F1.12		Each Party shall at its own cost and expense carry out, or use all reasonable endeavours to ensure the carrying out of, whatever further actions (including the execution of further documents) the other Party reasonably requires from time to time for the purpose of giving that other party the full benefit of the provisions of the Contract.  



F2		Waiver



F2.1	The failure of either Party to insist upon strict performance of any provision of the Contract, or the failure of either Party to exercise, or any delay in exercising, any right or remedy shall not constitute a waiver of that right or remedy and shall not cause a diminution of the obligations established by the Contract.



F2.2	No waiver shall be effective unless it is expressly stated to be a waiver and communicated to the other Party in writing in accordance with clause A5 (Notices).  



F2.3	A waiver of any right or remedy arising from a breach of the Contract shall not constitute a waiver of any right or remedy arising from any other or subsequent breach of the Contract.



F3		Variation 



F3.1	Subject to the provisions of this clause F3, the Authority may request a variation to the Specification provided that such variation does not amount to a material change to the Specification.  Such a change is hereinafter called a “Variation”.



F3.2	The Authority may request a Variation by notifying the Contractor in writing of the “Variation” and giving the Contractor sufficient information to assess the extent of the Variation and consider whether any change to the Contract Price is required in order to implement the Variation. The Authority shall specify a time limit within which the Contractor shall respond to the request for a Variation.  Such time limits shall be reasonable having regard to the nature of the Variation. If the Contractor agrees with the proposed Variation it shall confirm the same in writing.



F3.3	In the event that the Contractor is unable to accept the Variation to the Specification or where the Parties are unable to agree a change to the Contract Price, the Authority may; 



(a)	allow the Contractor to fulfil its obligations under the Contract without the variation to the Specification; or



(b)	terminate the Contract with immediate effect, except where the Contractor has already delivered all or part of the Services or where the Contractor can show evidence of substantial work being carried out to fulfil the requirements of the Specification; and in such case the Parties shall attempt to agree upon a resolution to the matter.  Where a resolution cannot be reached, the matter shall be dealt with under the Dispute Resolution procedure detailed at Clause I2.  



F4	Severability



	If any provision of the Contract is held invalid, illegal or unenforceable for any reason by any court of competent jurisdiction, such provision shall be severed and the remainder of the provisions of the Contract shall continue in full force and effect as if the Contract had been executed with the invalid, illegal or unenforceable provision eliminated.   



F5		Remedies in the event of inadequate performance



F5.1	Where a complaint is received about the standard of Services or about the manner in which any Services have been supplied or work has been performed or about the materials or procedures used or about any other matter connected with the performance of the Contractor’s obligations under the Contract, then the Authority shall notify the Contractor, and where considered appropriate by the Authority, investigate the complaint. The Authority may, in its sole discretion, uphold the complaint and take further action in accordance with clause H2 (Termination on Default) of the Contract.



F5.2	In the event that the Authority is of the reasonable opinion that there has been a material breach of the Contract by the Contractor, then the Authority may, without prejudice to its rights under clause H2 (Termination on Default),  do any of the following:



(a)	without terminating the Contract, itself supply or procure the supply of all or part of the Services until such time as the Contractor shall have demonstrated to the reasonable satisfaction of the Authority that the Contractor will once more be able to supply  all or such part of  the Services in accordance with the Contract; 



(b)	without terminating the whole of the Contract, terminate the Contract in respect of part of the Services only (whereupon a corresponding reduction in the Contract Price shall be made)  and thereafter itself supply or procure a third party to supply  such part of the Services; and/or



(c)	terminate, in accordance with clause H2 (Termination on Default), the whole of the Contract.



F5.3		Without prejudice to its right under clause C3 (Recovery of Sums Due), the Authority may charge the Contractor for any costs reasonably incurred and any reasonable administration costs in respect of the supply of any part of the Services by the Authority or a third party to the extent that such costs exceed the payment which would otherwise have been payable to the Contractor for such part of the Services and provided that the Authority uses its reasonable endeavours to mitigate any additional expenditure in obtaining replacement Services.  



F5.4	If the Contractor fails to supply any of the Services in accordance with the provisions of the Contract and such failure is capable of remedy, then the Authority shall instruct the Contractor to remedy the failure and the Contractor shall at its own cost and expense remedy such failure (and any damage resulting from such failure) within 10 Working Days or such other period of time as the Authority may direct.

			

F5.5	In the event that:



	(a)	the Contractor fails to comply with clause F5.4 above and the failure is materially adverse to the interests of the Authority or prevents the Authority from discharging a statutory duty; or 



	(b)	the Contractor persistently fails to comply with clause F5.4 above, 



the Authority may terminate the Contract with immediate effect by notice in writing. 



F6		Remedies Cumulative



	Except as otherwise expressly provided by the Contract, all remedies available to either Party for breach of the  Contract are cumulative and may be exercised concurrently or separately, and the exercise of any one remedy shall not be deemed an election of such remedy to the exclusion of other remedies.



F7		 Monitoring and Management Information



F7.1 	The Contractor shall comply with the monitoring arrangements set 	out in the Monitoring and Management Information Schedule 	including, but not limited to, providing such data and information as 	the Contractor may be required to produce under the Contract.

F7.2 		Where requested by the Authority, the Contractor shall supply the 	Management Information to the Authority and to The Cabinet Office in the form set out in the Monitoring and Management Information Schedule [date to be agreed] during the Contract Period. 

F7.3 		The Contractor agrees that the Authority may provide The Cabinet Office with information relating to the Services procured and any 	payments made under the Contract. 

F7.4 		Upon receipt of the Management Information supplied by the 	Contractor in response to a request under F7.2 above or receipt of 	information provided by the Authority to The Cabinet Office under F7.3, the Authority and the Contractor hereby consent to The Cabinet Office: 

		(a) storing and analysing the Management Information and 	producing statistics; and 

		(b) sharing the Management Information or any statistics produced using the Management Information, with any other Contracting Authority. 

F7.5 		In the event that The Cabinet Office shares the Management Information or information provided under clause F7.3 in accordance with F7.4(b), 	any Contracting Authority receiving the Management Information 	shall be informed of the confidential nature of that information and shall be requested not to disclose it to any body who is not a Contracting Authority (unless required by law). 

F7.6		 The Authority may make changes to the Management Information which the Contractor is required to supply and shall give the Contractor at least one (1) Month’s written notice of any changes. 



F8		Entire Agreement



F8.1	The Contract constitutes the entire agreement between the Parties in respect of the matters dealt with therein.  The Contract supersedes all prior negotiations between the Parties and all representations and undertakings made by one Party to the other, whether written or oral, except that this clause shall not exclude liability in respect of any Fraud or fraudulent misrepresentation. 



F8.2	In the event of, and only to the extent of, any conflict between the clauses of the Contract, any document referred to in those clauses and the Schedules, the conflict shall be resolved in accordance with the following order of precedence:



	(a) 	the clauses of the Contract; 



(b)	the Schedules; and



(c)	any other document referred to in the clauses of the Contract.



G		LIABILITIES



G1		Liability, Indemnity and Insurance 



G1.1	Neither Party excludes or limits liability to the other Party for:



(a)	death or personal injury caused by its negligence; or 

(b)	Fraud; or

(c)	fraudulent misrepresentation; or

(e)	any breach of any obligations implied by Section 2 of the Supply of Goods and Services Act 1982.



G1.2	Subject to clauses G1.3 and G1.4, the Contractor shall indemnify the Authority and keep the Authority indemnified fully against all claims, proceedings, actions, damages, costs, expenses and any other liabilities which may arise out of, or in consequence of, the supply, or the late or purported supply, of the Services or the performance or non-performance by the Contractor of its obligations under the Contract or the presence of the Contractor or any Staff on the Premises, including in respect of any death or personal injury, loss of or damage to property, financial loss arising from any advice given or omitted to be given by the Contractor, or any other loss which is caused directly or indirectly by any act or omission of the Contractor.



G1.3	 The Contractor shall not be responsible for any injury, loss, damage,  cost or expense if and to the extent that it is caused by the negligence or wilful misconduct of the Authority or by breach by the Authority of its obligations under the Contract.  



G1.4	Subject always to clause G1.1, the liability of either Party for Defaults shall be subject to the following financial limits: 



(a)	the annual aggregate liability of either Party for Default resulting in direct loss of or damage to the property of the other under or in connection with the Contract shall in no event exceed five million pounds (£5,000,000) or twice the contract value (whichever is higher) unless otherwise agreed; and



 (b)	the annual aggregate liability under the Contract of either Party for Default (other than a Default governed by clauses E7.3 (Intellectual Property Rights) or G1.4(a)) shall in no event exceed five Million pounds (£5,000,000) or twice the contract value (whichever is higher) unless otherwise agreed. 



G1.5	Subject always to clause G1.1, in no event shall either Party be liable to the other for any:



(a) 	loss of profits, business, revenue or goodwill; and/or



(b)	loss of savings (whether anticipated or otherwise); and/or  



(c) 	indirect or consequential loss or damage. 



G1.6	The Contractor shall not exclude liability for additional operational, administrative costs and/or expenses or wasted expenditure resulting from the direct Default of the Contractor.



G1.7	The Contractor shall effect and maintain with a reputable insurance company a policy or policies of insurance providing an adequate level of cover in respect of all risks which may be incurred by the Contractor, arising out of the Contractor’s performance of its obligations under the Contract, including death or personal injury, loss of or damage to property or any other loss.  Such policies shall include cover in respect of any financial loss arising from any advice given or omitted to be given by the Contractor. Such insurance shall be maintained for the duration of the Contract Period [and for a minimum of 6 (six) years following the expiration or earlier termination of the Contract].



G1.8	The Contractor shall hold employer’s liability insurance and public liability insurance in respect of Staff in accordance with any legal requirement from time to time in force.



G1.9	The Contractor shall give the Authority, on request, copies of all insurance policies referred to in this clause or a broker’s verification of insurance to demonstrate that the appropriate cover is in place, together with receipts or other evidence of payment of the latest premiums due under those policies.



G1.10	If, for whatever reason, the Contractor fails to give effect to and maintain the insurances required by the provisions of the Contract the Authority may make alternative arrangements to protect its interests and may recover the costs of such arrangements from the Contractor.



G1.11		The provisions of any insurance or the amount of cover shall not relieve the Contractor of any liabilities under the Contract.  It shall be the responsibility of the Contractor to determine the amount of insurance cover that will be adequate to enable the Contractor to satisfy any liability referred to in clause G1.2.   



G2	Professional Indemnity



	The Contractor shall effect and maintain appropriate professional indemnity insurance cover during the Contract Period and shall ensure that all agents, professional consultants and sub-contractors involved in the supply of the Services do the same.  To comply with its obligations under this clause and as a minimum, the Contractor shall ensure professional indemnity insurance held by the Contractor and by any agent, sub-contractor or consultant involved in the supply of the Services has a limit of indemnity of not less than Five Million pounds (£5,000,000) for each individual claim [or such other limit as the Authority may reasonably require (and as required by law) from time to time]. Such insurance shall be maintained for a minimum of 6 (six) years following the expiration or earlier termination of the Contract.



G3 	Warranties and Representations



  	The Contractor warrants and represents that:



(a)	it has full capacity and authority and all necessary consents (including where its procedures so require, the consent of its parent company) to enter into and perform its obligations under the Contract and that the Contract is executed by a duly authorised representative of the Contractor;



	(b)	in entering the Contract it has not committed any Fraud;



(c)	as at the Commencement Date, all information contained in  the Tender remains true, accurate and not misleading, save as may have been specifically disclosed in writing to the Authority prior to execution of the Contract;



(d)	no claim is being asserted and no litigation, arbitration or administrative proceeding is presently in progress or, to the best of its knowledge and belief, pending or threatened against it or any of its assets which will or might have a material adverse effect on its ability to perform its obligations under the Contract;



(e)  	it is not subject to any contractual obligation, compliance with which is likely to have a material adverse effect on its ability to perform its obligations under the Contract;



(f)  	no proceedings or other steps have been taken and not discharged (nor, to the best of its knowledge, are threatened) for the winding up of the Contractor or for its dissolution or for the appointment of a receiver, administrative receiver, liquidator, manager, administrator or similar officer in relation to any of the Contractor’s assets or revenue;



(g) 	it owns, has obtained or is able to obtain, valid licences for all Intellectual Property Rights that are necessary for the performance of its obligations under the Contract;



(h) 	 in the three 3 years prior to the date of the Contract:



(i)	it has conducted all financial accounting and reporting activities in compliance in all material respects with the generally accepted accounting principles that apply to it in any country where it files accounts;



(ii)	it has been in full compliance with all applicable securities and tax laws and regulations in the jurisdiction in which it is established; and



(h) it has not done or omitted to do anything which could have a material adverse effect on its assets, financial condition or position as an ongoing business concern or its ability to fulfil its obligations under the Contract. 



H		DEFAULT, DISRUPTION AND TERMINATION



H1		Termination on insolvency and change of control



H1.1	The Authority may terminate the Contract with immediate effect by notice in writing where the Contractor is a company and in respect of the Contractor:



(a)	a proposal is made for a voluntary arrangement within Part I of the Insolvency Act 1986 or of any other composition scheme or arrangement with, or assignment for the benefit of, its creditors; or



(b)	a shareholders’ meeting is convened for the purpose of considering a resolution that it be wound up or a resolution for its winding-up is passed (other than as part of, and exclusively for the purpose of, a bona fide reconstruction or amalgamation); or



(c) a petition is presented for its winding up (which is not dismissed within 14 days of its service) or an application is made for the appointment of a provisional liquidator or a creditors’ meeting is convened pursuant to section 98 of the Insolvency Act 1986; or



(d) a receiver, administrative receiver or similar officer is appointed over the whole or any part of its business or assets; or



(e)	an application order is made either for the appointment of an administrator or for an administration order, an administrator is appointed, or notice of intention to appoint an administrator is given; or



(f)	it is or becomes insolvent within the meaning of section 123 of the Insolvency Act 1986; or



(g)	being a “small company” within the meaning of section 247(3) of the Companies Act 1985, a moratorium comes into force pursuant to Schedule A1 of the Insolvency Act 1986; or



(h)	any event similar to those listed in H1.1(a)-(g) occurs under the law of any other jurisdiction.



H1.2	The Authority may terminate the Contract with immediate effect by notice in writing where the Contractor is an individual and:



(a)	an application for an interim order is made pursuant to sections 252-253 of the Insolvency Act 1986 or a proposal is made for any composition scheme or arrangement with, or assignment for the benefit of, the Contractor’s creditors; or



(b)	a petition is presented and not dismissed within 14 days or order made for the Contractor’s bankruptcy; or



(c)	a receiver, or similar officer is appointed over the whole or any part of the Contractor’s assets or a person becomes entitled to appoint a receiver, or similar officer over the whole or any part of his assets; or 



(d)	the Contractor is unable to pay his debts or has no reasonable prospect of doing so, in either case within the meaning of section 268 of the Insolvency Act 1986; or



(e)	a creditor or encumbrancer attaches or takes possession of, or a distress, execution, sequestration or other such process is levied or enforced on or sued against, the whole or any part of the Contractor’s assets and such attachment or process is not discharged within 14 days; or



(f)	he dies or is adjudged incapable of managing his affairs within the meaning of Part VII of the Mental Capacity Act 2005; or 



(g)	he suspends or ceases, or threatens to suspend or cease, to carry on all or a substantial part of his business.

 

H1.3	The Contractor shall seek the prior Approval of the Authority to any change of control within the meaning of section 416 of the Income and Corporation Taxes Act 1988 (“change of control”). Where an Approval has not been granted prior to the change of control the Authority may terminate the Contract by notice in writing with immediate effect within six months of:



	(a)	being notified that a change of control has occurred; or



(b)	where no notification has been made, the date that the Authority becomes aware of the change of control, 



H2	 Termination on Default



H2.1	The Authority may terminate the Contract by written notice to the Contractor with immediate effect if the Contractor commits a Default and if:



(a)	the Contractor has not remedied the Default to the satisfaction of the Authority within 25 Working Days,  or such other period as may be specified by the Authority, after issue of a written notice specifying the Default and requesting it to be remedied; or



(b)	the Default is not, in the opinion of the Authority,  capable of remedy; or



(c)	the Default is a material breach of the Contract.



H2.2		In the event that through any Default of the Contractor, data transmitted or processed in connection with the Contract is either lost or sufficiently degraded as to be unusable, the Contractor shall be liable for the cost of reconstitution of that data and shall reimburse the Authority in respect of any charge levied for its transmission and any other costs charged in connection with such Default. 



H2.3	If the Authority fails to pay the Contractor undisputed sums of money when due, the Contractor shall notify the Authority in writing of such failure to pay. If the Authority fails to pay such undisputed sums within 90 Working Days of the date of such written notice, the Contractor may terminate the Contract in writing with immediate effect, save that such right of termination shall not apply where the failure to pay is due to the Authority exercising its rights under clause C3.1 (Recovery of Sums Due).



H2.4		The Authority reserves the right to terminate the Contract should the Contractor be found to be in breach of any aspect of the law that would, in the opinion of the Authority , bring the Authority into disrepute, including but not limited to, relevant aspects shown in Regulation 23 of Public Contract Regulations 2006 (as amended) relating to rejection criteria.





H3		Break



	The Authority shall have the right to terminate the Contract at any time by giving 2 Months’ written notice to the Contractor. 



H4	Consequences of Expiry or Termination



H4.1	Where the Authority terminates the Contract under clause  H2 (Termination on Default) and then makes other arrangements for the supply of Services, the Authority may recover from the Contractor the cost reasonably incurred of making those other arrangements and any additional expenditure incurred by the Authority throughout the remainder of the Contract Period.  The Authority shall take all reasonable steps to mitigate such additional expenditure.  Where the Contract is terminated under clause H2 (Termination on Default), no further payments shall be payable by the Authority to the Contractor (for Services supplied by the Contractor prior to termination and in accordance with the Contract but where the payment has yet to be made by the Authority), until the Authority has established the final cost of making the other arrangements envisaged under this clause.



H4.2	Subject to clause G1, where the Authority terminates the Contract under clause H3 (Break), the Authority shall indemnify the Contractor against any commitments, liabilities or expenditure which represent an unavoidable direct loss to the Contractor by reason of the termination of the Contract, provided that the Contractor takes all reasonable steps to mitigate such loss.  Where the Contractor holds insurance, the Authority shall only indemnify the Contractor for those unavoidable direct costs that are not covered by the insurance available.  The Contractor shall submit a fully itemised and costed list of unavoidable direct loss which it is seeking to recover from the Authority, with supporting evidence, of losses reasonably and actually incurred by the Contractor as a result of termination under clause H3 (Break).



H4.3	The Authority shall not be liable under clause H4.2 to pay any sum which:



(a)	was claimable under insurance held by the Contractor, and the Contractor has failed to make a claim on its insurance, or has failed to make a claim in accordance with the procedural requirements of the insurance policy; 



(b) 	when added to any sums paid or due to the Contractor under the Contract, exceeds the total sum that would have been payable to the Contractor if the Contract had not been terminated prior to the expiry of the  Contract Period; or



(c)	is a claim by the Contractor for loss of profit, due to early termination of the Contract.



H4.4		Save as otherwise expressly provided in the Contract:



(a)	termination or expiry of the Contract shall be without prejudice to any rights, remedies or obligations accrued under the Contract prior to termination or expiration and nothing in the Contract shall prejudice the right of either Party to recover any amount outstanding at such termination or expiry; and



(b)	termination of the Contract shall not affect the continuing rights, remedies or obligations of the Authority or the Contractor under clauses C2 (Payment and VAT), C3 (Recovery of Sums Due), D1 (Prevention of Corruption), E1 (Data Protection Act), E2 (Official Secrets Acts 1911 to 1989, Section 182 of the Finance Act 1989), E3 (Confidential Information), E4 (Freedom of Information), E7 (Intellectual Property Rights), E8 (Audit), F6 Remedies Cumulative), G1 (Liability, Indemnity and Insurance), G2 (Professional Indemnity), H4 (Consequences of Termination), H6 (Recovery upon Expiry or Termination) and I1 (Governing Law and Jurisdiction).



H5	Disruption



H5.1	The Contractor shall take reasonable care to ensure that in the performance of its obligations under the Contract it does not disrupt the operations of the Authority, its employees or any other contractor employed by the Authority.



H5.2	The Contractor shall immediately inform the Authority of any actual or potential industrial action, whether such action be by their own employees or others, which affects or might affect its ability at any time to perform its obligations under the Contract.



H5.3	In the event of industrial action by the Staff, the Contractor shall seek Approval to its proposals to continue to perform its obligations under the Contract.



H5.4	If the Contractor’s proposals referred to in clause H5.3 are considered insufficient or unacceptable by the Authority acting reasonably, then the Contract may be terminated with immediate effect by the Authority by notice in writing.  



H5.5	If the Contractor is temporarily unable to fulfil the requirements of the Contract owing to disruption of normal business of the Authority, the Contractor may request a reasonable allowance of time and in addition, the Authority will reimburse any additional expense reasonably incurred by the Contractor as a direct result of such disruption.



H6	Recovery upon Termination



H6.1		On the termination of the Contract for any reason, the Contractor shall:



		(a)	immediately return to the Authority all Confidential Information, Personal Data and IP Materials in its possession or in the possession or under the control of any permitted suppliers or sub-contractors, which was obtained or produced in the course of providing the Services;



		(b)	immediately deliver to the Authority all Property (including materials, documents, information and access keys) provided to the Contractor under clause B8. Such property shall be handed back in good working order (allowance shall be made for reasonable wear and tear);



		(c)	assist and co-operate with the Authority to ensure an orderly transition of the provision of the Services to the Replacement Contractor and/or the completion of any work in progress.



		(d)	promptly provide all information concerning the provision of the Services which may reasonably be requested by the Authority for the purposes of adequately understanding the manner in which the Services have been provided or for the purpose of allowing the Authority or the Replacement Contractor to conduct due diligence.



H6.2		If the Contractor fails to comply with clause H6.1 (a) and (b), the Authority may recover possession thereof and the Contractor grants a licence to the Authority or its appointed agents to enter (for the purposes of such recovery) any premises of the Contractor or its permitted suppliers or sub-contractors where any such items may be held.



H6.3		Where the end of the Contract Period arises due to the Contractor’s Default, the Contractor shall provide all assistance under clause H6(c) and (d) free of charge.  Otherwise, the Authority shall pay the Contractor’s reasonable costs of providing the assistance and the Contractor shall take all reasonable steps to mitigate such costs.



H7	Force Majeure



H7.1		Neither Party shall be liable to the other Party for any delay in performing, or failure to perform, its obligations under the Contract (other than a payment of money) to the extent that such delay or failure is a result of Force Majeure.  Notwithstanding the foregoing, each Party shall use all reasonable endeavours to continue to perform its obligations under the Contract for the duration of such Force Majeure. However, if such Force Majeure prevents either Party from performing its material obligations under the Contract for a period in excess of 6 Months, either Party may terminate the Contract with immediate effect by notice in writing.



H7.2		Any failure or delay by the Contractor in performing its obligations under the Contract which results from any failure or delay by an agent, sub-contractor or supplier shall be regarded as due to Force Majeure only if that agent, sub-contractor or supplier is itself impeded by Force Majeure from complying with an obligation to the Contractor.



H7.3	If either Party becomes aware of Force Majeure which gives rise to, or is likely to give rise to, any failure or delay on its part as described in  clause  H7.1 it shall  immediately  notify the other by the most expeditious method then available and shall inform the other of the period for which it is estimated that such failure or delay shall continue.



I	DISPUTES AND LAW



I1		Governing Law and Jurisdiction



	Subject to the provisions of clause I2, the Authority and the Contractor accept the exclusive jurisdiction of the English courts and agree that the Contract and all non-contractual obligations and other matters arising from or connected with it are to be governed and construed according to English Law.  



I2		Dispute Resolution



I2.1	The Parties shall attempt in good faith to negotiate a settlement to any dispute between them arising out of or in connection with the Contract within 20 Working Days  of either Party notifying the other of the dispute and such efforts shall involve the escalation of the dispute to the finance director (or equivalent) of each Party.  



I2.2	Nothing in this dispute resolution procedure shall prevent the Parties from seeking from any court of competent jurisdiction an interim order restraining the other Party from doing any act or compelling the other Party to do any act.



I2.3	If the dispute cannot be resolved by the Parties pursuant to clause I2.1 the Parties shall refer it to mediation pursuant to the procedure set out in clause I2.5 unless (a) the Authority considers that the dispute is not suitable for resolution by mediation; or (b) the Contractor does not agree to mediation.  



I2.4	The obligations of the Parties under the Contract shall not cease, or be suspended or delayed by the reference of a dispute to mediation (or arbitration) and the Contractor and the Staff shall comply fully with the requirements of the Contract at all times.



I2.5	The procedure for mediation and consequential provisions relating to mediation are as follows:



(a)	a mediator (the “Mediator”) shall be chosen by agreement between the Parties or, if they are unable to agree upon a Mediator within  10 Working Days after a request by one Party to the other or if the Mediator agreed upon is unable or unwilling to act, either Party shall within  10 Working Days from the date of the proposal to appoint a Mediator or within 10 Working Days of notice to either Party that he is unable or unwilling to act, apply to the Centre for Effective Dispute Resolution or other  mediation provider  to appoint a Mediator.



(b)	The Parties shall within 10 Working Days of the appointment of the Mediator meet with him in order to agree a programme for the exchange of all relevant information and the structure to be adopted for negotiations to be held.  If considered appropriate, the Parties may at any stage seek assistance from the Centre for Effective Dispute Resolution or other mediation provider to provide guidance on a suitable procedure.



(c)	Unless otherwise agreed, all negotiations connected with the dispute and any settlement agreement relating to it shall be conducted in confidence and without prejudice to the rights of the Parties in any future proceedings.

(d)	If the Parties reach agreement on the resolution of the dispute, the agreement shall be recorded in writing and shall be binding on the Parties once it is signed by their duly authorised representatives.



(e)	Failing agreement, either of the Parties may invite the Mediator to provide a non-binding but informative written opinion.  Such an opinion shall be provided on a without prejudice basis and shall not be used in evidence in any proceedings relating to the Contract without the prior written consent of both Parties.



(f)	If the Parties fail to reach agreement in the structured negotiations within 60 Working Days of the Mediator being appointed, or such longer period as may be agreed by the Parties, then any dispute or difference between them may be referred to the Courts, unless the dispute is referred to arbitration pursuant to the procedures set out in clause I2.6.



I2.6	Subject to clause I2.2, the Parties shall not institute court proceedings until the procedures set out in clauses I2.1 and I2.3 have been completed save that:



(a)	the Authority may at any time before court proceedings are commenced, serve a notice on the Contractor requiring the dispute to be referred to and resolved by arbitration in accordance with  clause I2.7.



(b)	if the Contractor intends to commence court proceedings, it shall serve written notice on the Authority of its intentions and the Authority shall have 21 days following receipt of such notice to serve a reply on the Contractor requiring the dispute to be referred to and resolved by arbitration in accordance with clause I2.7.



(c)	the Contractor may request by notice in writing to the Authority that any dispute be referred and resolved by arbitration in accordance with clause I2.7, to which the Authority may  consent as it sees fit.



I2.7	In the event that any arbitration proceedings are commenced pursuant to clause I2.6:



(a)	the arbitration shall be governed by the provisions of the Arbitration Act 1996;



(b)	the Authority shall give a written notice of arbitration to the Contractor (the “Arbitration Notice”) stating:



(i)	that the dispute is referred to arbitration; and



(ii)	providing details of the issues to be resolved; 



(c)	the London Court of International Arbitration (“LCIA”) procedural rules in force at the date that the dispute was referred to arbitration in accordance with I2.7 (b) shall be applied and are deemed to be incorporated by reference to the Contract and the decision of the arbitrator shall be binding on the Parties in the absence of any material failure to comply with such rules;



(d) 	the tribunal shall consist of a sole arbitrator to be agreed by the Parties; 



(e)	if the Parties fail to agree the appointment of the arbitrator within 10  days of the Arbitration Notice being issued by the Authority under clause I2.7 (b) or if the person appointed is unable or unwilling to act, the arbitrator shall be appointed by the LCIA;



(f)	the arbitration proceedings shall take place in London and in the English language; and 



(g)       the arbitration proceedings shall be governed by, and interpreted  in accordance with, English law.




MONITORING AND MANAGEMENT INFORMATION SCHEDULE



The final scope of requirements may vary according to the category of spend, and will be agreed with the supplier at the time of engagement by The Contracting Authority.



Line Item Amount 

Invoice Line Description 

Invoice Line Number 

Currency Code 

Order Date 

VAT Inclusion Flag 

VAT Rate 

List Price 

Number of Items 

Unit of Purchase

Unit of Purchase Quantity 

Price per Unit 

Supplier Product / Service Code 

Product description 

Product / Service Level 1(Product or Service Name) 

Product / Service Level 2 

Product / Service Level 3 

Product / Service Level 4 

Product / Service Level 5 

UNSPSC Code 

Taxonomy Code 

Taxonomy Name 

Geographical 

Project Code 

Project description 

Project Start Date 

Project Delivery Date (Estimate and Actual) 

Total project cost 

Project Stage
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TIMBER



1. Requirements for Timber



1.1. All timber and wood-derived products supplied or used by the Contractor in performance of this Contract (including all timber and wood-derived products supplied or used by sub-contractors) shall comply with the requirements set out in the Specification.



2. Requirements for Proof of Timber Origin



2.1 If requested by the Authority, and not already provided at the tender evaluation stage, the Contractor shall provide to the Authority evidence that the timber supplied or used in the performance of the Contract complies with the requirements of the Specification.



2.2 The Authority reserves the right at any time during the execution of the Contract and for a period of 6 years from final delivery under the Contract to require the Contractor to produce the evidence required for the Authority's inspection within 14 days of the Authority's written request.



2.3 The Contractor shall maintain records of all timber and wood derived products delivered to and accepted by the Authority. Such information shall be made available to the Authority if requested, for a period of 6 years from final delivery under the Contract.



3. Independent Verification



3.1. The Authority reserves the right to decide whether the evidence submitted to it demonstrates legality and sustainability, or FLEGT-licence or equivalent, and is adequate to satisfy the Authority that the timber or wood-derived product complies with the Specification. In the event that the Authority is not satisfied, the Contractor shall commission and meet the costs of an "independent verification" and resulting report that will (a) verify the forest source of the timber or wood and (b) assess whether the source meets the relevant criteria.



3.2 In this Contract, "Independent Verification" means that an evaluation is undertaken and reported by an individual or body whose organisation, systems and procedures conform to ISO Guide 65:1996 (EN 45011:1998) General requirements for bodies operating product certification systems or equivalent, and who is accredited to audit against forest management standards by a body whose organisation, systems and procedures conform to ISO 17011: 2004 General Requirements for Providing Assessment and Accreditation of Conformity Assessment Bodies or equivalent.



4. Authority's Right to Reject Timber



4.1 The Authority reserves the right to reject any timber or wood-derived products that do not comply with the Specification. Where the Authority exercises its right to reject any timber, the Contractor shall supply alternative timber, which does so comply, at no additional cost to the Authority and without causing delay to the Contract completion period.
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DVLA’s Corporate Environmental Policy

Policy statement

The Driver and Vehicle Licensing Agency, Swansea, is committed to preventing pollution and
continually improving its environmental performance.

Description
DVLA'’s operational activities and the individual activity of its staff does affect the environment.

The aim of this policy is to tell staff, contractors, suppliers and the public that DVLA is committed to
reducing any negative effect.

Our policy is to continually improve our environmental performance by:

¢ reducing our greenhouse gas emissions from energy use

¢ reducing waste and maximising recycling

e reducing our greenhouse gas emissions from business travel, and
e controlling our use of water.

Delivery and monitoring

We will:
e comply with applicable legal and other requirements which relate to our environmental aspects
* meet or exceed the terms of the government’s policy on the environment
e prepare for policy changes and tighter targets
¢ set targets to measure our impact on the environment
e encourage staff, contractors and suppliers of services to reduce their impact on the environment
e produce regular reports for the executive board and senior managers on threats to our performance
e produce accurate, easy to understand interim reports if asked for, and

* make sure our emergency response plans for major incidents consider all significant
environmental impacts.

Although as chief executive, | am responsible for the environmental performance of DVLA, | expect all
staff, contractors and suppliers involved in DVLA’s business to share this responsibility.

Review
This policy is on the DVLA section of the DfT website for public information and on DVLA’s intranet site
for staff information. The environmental management team will review the policy:

e annually

e when there are significant changes to legislation or regulations

e if the government’s policy changes, or

* when management ask them.

Policy owner: Oliver Morley

Buying 4 venicle?
uying a weree:
The tax (s no longer transferable So you must tax it

Name of originator: Julia Ashford

Date of last review: January 2017 :
before you use it

Date of next review: January 2018 .
www.gov.uk/vehicletaxrules
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Use of brands, logos and trademarks & consent form

The department does not grant the contractor licence to use any of its brands, logos or trademarks except for use on communications or official contract documentation which is exchanged between the department and the contractor as part of their fulfilment of the contract. 


Any further, specific uses of department brands, logos or trademarks that are necessary in order to fulfil the contract will either be detailed by, or must be agreed in writing by, the department in advance.  The contractor shall also adhere to the ‘Trade Mark Guidelines’ below.

While the department may permit the contractor to make known, for promotional purposes, the fact that they have undertaken work on behalf of the department, the contractor will not be entitled to use any of the department’s brands, logos or trademarks for such promotional purposes.


DVLA Trade Mark Guidelines


Purpose of these Guidelines


1. These guidelines are intended for use by the Service Partner as part of the Agreement. 


2. These guidelines give details of the Authority Brands that DVLA holds. These guidelines should be referred to when using or proposing to use any Authority Brand.


3. DVLA reserves the right to update these guidelines periodically, or as appropriate.


Authority Brands 

4. As at the Revised Effective Date DVLA  holds one main Authority Brand, that is in general use:


· Driver and Vehicle Licensing Agency (DVLA).


Physical attributes


5. Please note that although DVLA has applied to trademark DVLA mark in the colour blue, use in this colour is not allowed. This colour is being trademarked for operational reasons only – specifically for the purpose of single ‘blue’ colour printing.


6. Where possible, DVLA brand should be displayed in full colour. The colour used within the brand is Pantone 3298CV (green). Black and white and reversed (white-out) versions may also be used, as appropriate. To obtain a copy of the ‘DVLA Guidelines for Logos’, please contact Lyn Davies via email: lyn.davies@dvla.gsi.gov.uk

7. Examples of the Authority Brand are shown below.

Bilingual versions of DVLA mark


8. In order to comply with the Welsh Language Act 1993, the bilingual version of the brand should be used on all Welsh, or bilingual documents.


9. If the Service Partner has any queries about whether the use of a bilingual mark is appropriate/necessary, they should contact the DVLA Communications Team.

Availability of DVLA Mark

10. Electronic versions of DVLA mark should be obtained from Creative Services – Design, who are the current guardians of the brand, and should be consulted on all aspects of brand use. 


Specific Use of Authority Brands


11. Use of DVLA’s mark in conjunction with the marks of other UK Government Agencies, Local Authorities and other Non Departmental Public Bodies is generally acceptable, provided prior approval is granted by the body concerned, and the reason for the association is made clear to DVLA in advance. 


General Use


12. In general, DVLA’s mark should not be used in a way that might mislead or misrepresent DVLA's position. They should also not be used in a derogatory sense or in a way that is likely to cause offence to others or cause DVLA or other parts of Government embarrassment. 


Main Authority Brands as at January 2014

DVLA Logo
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Please complete this form and return it either by post or email to:


External Communications C3/East


DVLA


Swansea


SA6 7JL


pat.clark@dvla.gsi.gov.uk


		Name:  



		Company Name: 



		Address: 






		Contact Telephone Number: 



		E mail address: 



		Purpose of use [please indicate]: 


1. Online via website 


2. Poster


3. Flyer tender application


4. Other, please specify 






		Duration of time the logo will be used for: 





By printing and signing your name below, you are confirming that you will adhere to the 
DVLA logo guidelines whenever and wherever you display the DVLA logo.

Any changes to use from those stated above will constitute a breach of this agreement, 
and that authorisation for use of the logo will cease with immediate effect. 
DVLA may withdraw permission for use of the logo at any time without prior notice.


		Print name:






		Signature:


Date:





You will receive an electronic version of the logo together with guidelines for use. [image: image5.jpg]804
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DVLA Health and Safety Policy

&_ﬁ% Driver & Vehicle Licensing Agency

Introduction

In my role as Chief Executive | am accountable to the
Permanent Secretary for the DVLA’s health and safety
performance. | have overall responsibility to ensure
that the agency has complete and comprehensive
arrangements for health, safety and welfare issues.
The Executive Board has responsibility for health,
safety and welfare management across the agency.
The Human Resources Director has responsibility for
overall policy development of these issues within

the agency.

| expect all managers to give similar importance to these issues in their
operational area and when determining local priorities, plans and resource
allocation. | also recognise the valuable role played by Health and Safety
Personnel and Safety Representatives appointed by Trade Unions.

This Health and Safety Policy statement is to be observed by staff
throughout the agency. It reflects the importance | attach to the health,
safety and welfare of all staff and others who may be affected by our
activities. That includes contractors and visitors to our premises.

We are committed to promoting the highest standards of health and
safety in our work places in order to prevent injury and ill health.

| will ensure arrangements are in place within the agency to deliver
the following:
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DVLA Health and Safety Policy

@}LE% Driver & Vehicle Licensing Agency

Obijectives

The agency will meet all current and proposed legal requirements made
under the Health and Safety at Work etc. Act 1974, together with any
other health and safety policy commitments that apply. This will be
achieved through effective risk assessment and the implementation of
appropriate measures for the prevention or control of risks. DVLA will
annually set and review health and safety objectives, based on identified
significant risks. DVLA will promote continual improvement in health and
safety performance and will provide regular feedback on its progress.

Systems

DVLA will put in place systems and procedures designed to ensure a safe
system of work. As far as reasonably practicable, all equipment, plant,
premises and work practices will be safe and free from hazards to health,
and we will do our utmost to ensure that employees, the public and
others affected by our operations are not exposed to undue risk.

Communications/co-operation

The policy will be brought to the attention of all staff and contractors.
Legally all staff must co-operate in establishing and maintaining safe and
healthy working conditions and avoid any actions which may adversely
affect their health, safety and welfare or that of colleagues, contractors or
visitors. Consultation on DVLA health and safety issues will be undertaken
through the DVLA Joint Health and Safety Committee and the appropriate
Whitley Committee.
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Monitoring and auditing

DVLA will monitor and audit health and safety management systems and
performance and produce an annual report on health and safety reflecting
our progress, forward plans and innovative initiatives.

Review

The policy will be reviewed continuously in order to ensure its relevance
and appropriateness to the organisation.

A formal review will be carried out by the agency’s Health and Safety
Advisory Team annually. The policy will also be reassessed immediately in
the event of any major change in health and safety legislation, or change
in our organisation.

This policy is fully endorsed by the Executive Board and will be
implemented by management throughout the agency. Roles and
responsibilities will be clearly defined to ensure effective communication,
provision of information, training and systems for reporting to those with
delegated responsibilities.

ran

Oliver Morley
Chief Executive
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SUPPLIERS BANK DETAILS

Please complete your relevant bank details, which are outlined below:


Supplier Name: ________________________________________________________________________


Supplier address: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Postcode: ________________________________________________________________________


Telephone Number: ______________________________________________________

Mobile Number: _________________________________________________________

E-Mail Address: _________________________________________________________


Fax Number: ____________________________________________________________

Contact Name /Salesperson: _______________________________________________

VAT Registration Number: _______________________________________________


DUNS Number:

_______________________________________________

PAYMENT METHOD

BACS* ( PGO (     * If BACS PLEASE complete bank details section below


Payee Name__________________________________________________________________

Payee Address (if different from above)_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


postcode: ____________________________________________________________

Telephone Number: _____________________________________________________

 Fax Number: __________________________________________________________

BANK DETAILS


Bank Account (                                                          Building Society   (   


Bank/Building Society Name ________________________________________________________________________

Bank/Building Society Address ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Sort Code ________________________________________________________________________


Account Number ________________________________________________________________________


Roll number ________________________________________________________________________


Account Name _______________________________________________________________________

CONSTRUCTION INDUSTRY TAX DEDUCUTION SCHEME


Address of Register Office ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Company Registered Number ________________________________________________________________________


Subcontractor Tax Certificate Type ________________________________________________________________________

Subcontractor tax Certificate Number ________________________________________________________________________

Date of Expiry of the Tax Certificate ________________________________________________________________________
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Armed Forces Covenant


1. The Armed Forces Covenant is a public sector pledge from Government, businesses, charities and organisations to demonstrate their support for the armed forces community. The Covenant was brought in under the Armed Forces Act 2011 to recognise that the whole nation has a moral obligation to redress the disadvantages the armed forces community face in comparison to other citizens, and recognise sacrifices made.


2. The Covenant’s 2 principles are that:

· the armed forces community should not face disadvantages when compared to other citizens in the provision of public and commercial services

· special consideration is appropriate in some cases, especially for those who have given most such as the injured and the bereaved.


The Authority encourages all Tenderers, and their suppliers, to sign the Corporate Covenant,


declaring their support for the Armed Forces community by displaying the values and behaviours set out therein.


3. 
Guidance on the various ways you can demonstrate your support through the Corporate Covenant is at The Corporate Covenant below.


4. 
If you wish to register your support you can provide a point of contact for your company on this


issue to the Armed Forces Covenant Team at the address below, so that the MOD can alert you to any events or initiatives in which you may wish to participate. The Covenant Team can also provide any information you require in addition to that included on the website.


Email address: covenant-mailbox@mod.uk

Address: Armed Forces Covenant Team


Zone D, 6th Floor, Ministry of Defence,


Main Building, Whitehall, London, SW1A 2HB


5. 
Paragraphs 1 – 4 above are not a condition of working with the Authority now or in the future, nor will this issue form any part of the tender evaluation, contract award procedure or any resulting contract. However, the Authority very much hopes you will want to provide your support.


The Corporate Covenant:


Section 1: Principles of the Armed Forces Covenant

1.1 We Company XYZ will endeavour in our business dealings to uphold the key principles of the Armed Forces Covenant, which are:

· no member of the Armed Forces Community should face disadvantage in the provision of public and commercial services compared to any other citizen

· in some circumstances special treatment may be appropriate especially for the injured or bereaved.

Section 2: Demonstrating our Commitment

2.1
Company XYZ recognises the value serving personnel, reservists, veterans and military


families bring to our business. We (Company XYZ) will seek to uphold the principles of the Armed Forces Covenant, by:

· promoting the fact that we are an armed forces-friendly organisation;

· seeking to support the employment of veterans young and old and working with the Career Transition Partnership (CTP), in order to establish a tailored employment pathway for Service Leavers;

· striving to support the employment of Service spouses and partners;

· endeavouring to offer a degree of flexibility in granting leave for Service spouses and partners before, during and after a partner’s deployment;

· seeking to support our employees who choose to be members of the Reserve forces, including by accommodating their training and deployment where possible;

· offering support to our local cadet units, either in our local community or in local schools, where possible;

· aiming to actively participate in Armed Forces Day;

· offering a discount to members of the Armed Forces Community;

· any additional commitments XYZ could make (based on local circumstances).

· [You are encouraged to sign up to as many of the above as appropriate to your business. Please amend to provide details of how you intend to meet each commitment.]

2.2 We will publicise these commitments through our literature and/or on our website, setting


out how we will seek to honour them and inviting feedback from the Service community and our customers on how we are doing. [Amended as appropriate for your business].
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Procurement Counter Fraud and Bribery Statement

		The Driver and Vehicle Licensing Agency (DVLA) adopts a zero tolerance approach to procurement fraud and bribery.





A counter fraud and bribery culture has been embedded at DVLA and is actively promoted amongst all staff, including procurement specialists. 


DVLA is committed to continually improve the awareness and understanding of its staff to actively prevent, deter and detect procurement fraud and bribery.

DVLA expects the highest standards of conduct and integrity from its staff, potential suppliers and its contractors. Individuals and organisations have a responsibility, in deterring procurement fraud and bribery and to report any instances where it is suspected or detected.

DVLA requires potential suppliers and its contractors to;


· act with integrity, propriety, honesty, objectivity, accountability and openness,


· take all reasonable steps, in accordance with Good Industry Practice, to prevent fraud and bribery by its staff and any sub-contractors,

· actively avoid, prevent and deter any behaviour or activity that might be considered as collusion, i.e. operating a cartel, bid rigging, bid suppression, cover bidding, bid rotation, market division and price fixing;


· actively avoid, prevent and deter any behaviour or activity that might be considered as bribery or corruption, in contravention of The Bribery Act 2010, e.g. paying a sum of money, or other inducement, directly or indirectly to any person/s in relation to any DVLA contract or tender for goods, works or services;


· declare any conflict of interest that might arise before, during or after a procurement process,

· provide and maintain accurate contract performance records/data,


· provide and maintain accurate financial documentation, e.g. invoices,


DVLA requires its staff to;


· act with integrity, propriety, honesty, objectivity, accountability and openness,


· be alert to the possibility that unusual events or transactions could be indicators of procurement fraud and bribery,


· report details immediately through the appropriate channel if procurement fraud and bribery is suspected,


· Co-operate fully with the DVLA Counter Fraud & Intelligence Team.


In addition, DVLA requires its procurement specialists to;


· prevent, deter and detect procurement fraud and bribery,

· ensure adequate control measures exist and operate effectively,


· assess the risk of procurement fraud and bribery,


· regularly review and test control measures and implement new control measures where necessary.

DVLA has a zero tolerance approach to procurement fraud and bribery. If procurement fraud or bribery is identified or suspected, please contact us, in confidence, immediately on the following numbers:

DVLA Counter Fraud & Intelligence Team – 01792 782650


DVLA Whistle-blowing Hotline – 01792 788883

If procurement fraud or bribery is suspected, DVLA will consider and investigate and may report the matter to:


· Agency Fraud Officers;


· the Police and share with counter fraud organisations;


If procurement fraud or bribery is proven (i.e. sanctioned), DVLA may: 

· exclude a potential supplier from a procurement procedure,


· suspend or terminate a contract with a supplier,

· take steps to recover financial losses.

Version 1.1 (January 2016)
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            OHSAS 18001




Health and Safety Requirements for Products and Services Contracts


The DVLA is committed to ensuring the Health and Safety of its employees and that of others affected by its business. Contractors, suppliers and providers of products or services should observe that the DVLA has a Health and Safety Policy (INF119) and has a health and safety management system in place which is certificated to Occupational Health and Safety Assessment Standard 18001. 

(Please check boxes below and confirm compliance with each applicable point 1-12) 




		Confirmation of Compliance






		Name:  


(Print)

		



		Company:




		

		Date:

		



		Signature:




		





The DVLA requires and expects all its contractors to fully comply with its Health and Safety Policy and follow  all applicable UK and EU Health and Safety Legislation, Acts, Orders, Regulations and Approved Codes of Practices, at all times.

Please tick the boxes below as confirmation of your compliance with each point. 


The contractor should:


 FORMCHECKBOX 

1. Have an appointed competent person responsible for H&S, details to be made available, on request, to DVLA.

 FORMCHECKBOX 

2. Have emergency arrangements and plans for their goods/product/service, and observe DVLA’s arrangements whilst on site, or through the course of the business, or contract.

 FORMCHECKBOX 

3. Have adequate first aid provision in place where contractor staff are based on DVLA premises.

 FORMCHECKBOX 

4. Have an accident reporting and recording process for all near miss, accidents/incidents, or violent and aggressive behaviours. Contractor staff should immediately report any incident that occurs on DVLA premises to the DVLA’s Health and Safety Team.

 FORMCHECKBOX 

5. Communicate with DVLA on any health and safety matter or issue in relation to the contract/product/supply of goods or service, notifying DVLA of any Health and Safety hazard which may arise in connection with the supply of goods, products or services.

 FORMCHECKBOX 

6. Indemnify DVLA  where failure of the company’s product/service, acts or omissions, with regards to health and safety, results in an economic penalty, time delay, issue, accident/incident or claim against DVLA.. 

 FORMCHECKBOX 

7. Have suitable and sufficient insurance cover for all business/products/services supplied/that are provided to DVLA.


 FORMCHECKBOX 

8. Have documented, suitable and sufficient, risk assessments and method statements, covering all significant activities and deliveries of products, goods and services. Copies to be made available to DVLA on request.      

 FORMCHECKBOX 

9.  Provide suitable and sufficient health and safety training, information and instruction for all its employees/contractors/subcontractor. Records to be made available to DVLA on request. 

 FORMCHECKBOX 

10. Liaise with the DVLA Estates Management Service Provider and DVLA Security/Estates Management Group to manage access to all DVLA premises/buildings, and ensure communication with them for all access to site/premises. 

 FORMCHECKBOX 

11. Comply with all vehicle and driver legal requirements and DVLA policies whilst driving on DVLA premises or conducting business for DVLA. 

 FORMCHECKBOX 

12. Carry out regular maintenance/servicing of all equipment/vehicles/ products/services, used/supplied for the purpose of the contract, and record details. 
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