Framework Schedule 6 (Order Form Template and Call-Off Schedules)

Order Form


CALL-OFF REFERENCE:	Ecm_12290 

CALL-OFF TITLE:	DWP SAS Viya Project

CALL-OFF CONTRACT
DESCRIPTION:	DWP SAS Viya Project aims to provide the Analytical Community with the smoothest migration from SAS 9.4 to SAS VIYA 4 while understanding their user needs and problems to improve the end-to-end user experience.


THE BUYER:	Department for Work and Pensions.

BUYER ADDRESS	*Redacted
	
	
THE SUPPLIER:	Cognizant Worldwide Limited
SUPPLIER ADDRESS:	*Redacted
REGISTRATION NUMBER:	07195160 
DUNS NUMBER:	*Redacted
SID4GOV ID:	N/A



APPLICABLE FRAMEWORK CONTRACT

This Order Form is for the provision of the Call-Off Deliverables and dated 18th November 2024.
Framework Schedule 6 (Order Form Template and Call-Off Schedules)
Crown Copyright 2021


Framework Ref: RM6263 Project Version: v1.0 Model Version: v3.7
15

It’s issued under the Framework Contract with the reference number RM6263 for the provision of Digital Specialists and Programmes Deliverables.

The Parties intend that this Call-Off Contract will not, except for the first Statement of Work which shall be executed at the same time that the Call-Off Contract is executed, oblige the Buyer to buy or the Supplier to supply Deliverables.

The Parties agree that when a Buyer seeks further Deliverables from the Supplier under the Call-Off Contract, the Buyer and Supplier will agree and execute a further Statement of Work (in the form of the template set out in Annex 1 to this Framework Schedule 6 (Order Form Template, SOW Template and Call-Off Schedules).

Upon the execution of each Statement of Work it shall become incorporated into the Buyer and Supplier’s Call-Off Contract.

CALL-OFF LOT(S):
Lot 2 – Digital Specialist

CALL-OFF INCORPORATED TERMS
The following documents are incorporated into this Call-Off Contract. Where numbers are missing we are not using those schedules. If the documents conflict, the following order of precedence applies:
1. This Order Form including the Call-Off Special Terms and Call-Off Special Schedules.
2. Joint Schedule 1 (Definitions) RM6263
3. Framework Special Terms
4. The following Schedules in equal order of precedence:

· Joint Schedules for RM6263
· Joint Schedule 2 (Variation Form)
· Joint Schedule 3 (Insurance Requirements)
· Joint Schedule 4 (Commercially Sensitive Information)
· Joint Schedule 6 (Key Subcontractors)


· Joint Schedule 10 (Rectification Plan)
· Joint Schedule 11 (Processing Data)
· Joint Schedule 13 (Cyber Essentials)
· Call-Off Schedules for RM6263
· Call-Off Schedule 1 (Transparency Reports)
· Call-Off Schedule 3 (Continuous Improvement)
· Call-Off Schedule 4 (Call-Off Tender) - N/A
· Call-Off Schedule 5 (Pricing Details and Expenses Policy)
· Call-Off Schedule 6 (Intellectual Property Rights and Additional Terms on Digital Deliveries)
· Call-Off Schedule 7 (Key Supplier Staff)
· Call-Off Schedule 8 (Business Continuity and Disaster Recovery)
· Call-Off Schedule 9 (Security)
· Call-Off Schedule 10 (Exit Management)
· Call-Off Schedule 13 (Implementation Plan and Testing) – Only if identified in a Statement of Work (SOW) 
· Call-Off Schedule 14B (Service Levels and Balanced Scorecard)
· Call-Off Schedule 18 (Background Checks)
· Call-Off Schedule 20 (Call-Off Specification)
5. CCS Core Terms (version 3.0.11) as amended by RM6263 Framework Award Form v1.1Joint Schedule 5 (Corporate Social Responsibility) RM6263
6. Joint Schedule 5 (Corporate Social Responsibility) RM6263 

No other Supplier terms are part of the Call-Off Contract. That includes any terms written on the back of, added to this Order Form, or presented at the time of delivery.

CALL-OFF SPECIAL TERMS
The following Special Terms are incorporated into this Call-Off Contract: None













CALL-OFF START DATE:	18th November 2024

CALL-OFF EXPIRY DATE:	28th March 2025

CALL-OFF INITIAL PERIOD:	19 weeks

CALL-OFF OPTIONAL
EXTENSION PERIOD:	31 days

MINIMUM NOTICE PERIOD
FOR EXTENSION(S):	1 month

CALL-OFF CONTRACT VALUE:	£108,100 ex VAT (£129,720 inc VAT). If the extension is utilised, total contract ceiling value will be £135,125 ex VAT

 MAXIMUM OPTIONAL	£27,025 ex VAT 
EXTENSION VALUE:

KEY SUB-CONTRACT PRICE:	N/A

CALL-OFF DELIVERABLES
See Appendix 1, Statement of Work. 

BUYER’s STANDARDS
From the Start Date of this Call-Off Contract, the Supplier shall comply with the relevant (and current as of the Call-Off Start Date) Standards set out in Framework Schedule 1 (Specification). The Buyer requires the Supplier to comply with the following additional Standards for this Call-Off Contract: 
Acceptable Use Policy. 
Information Security Policy. 
Physical Security Policy.  
Information Management Policy. 
Email Policy. 
Remote Working Policy. 
Social Media Policy. 
Security Classification Policy. 
HMG Personnel Security Controls – May 2018. 
dwp-procurement-security-policies-and-standards 

CYBER ESSENTIALS SCHEME
The Buyer requires the Supplier, in accordance with Joint Schedule 13 (Cyber Essentials Scheme) to provide a Cyber Essentials Plus Certificate prior to commencing the provision of any Deliverables under this Call-Off Contract.

MAXIMUM LIABILITY
The limitation of liability for this Call-Off Contract is stated in Clause 11.2 of the Core Terms, as amended by the Framework Award Form Special Terms.
The Estimated Year 1 Charges used to calculate liability in the first Contract Year is £108,100 ex VAT Estimated Charges in the first 12 Months of the Contract. 

CALL-OFF CHARGES

(1) Time and Materials (T&M);

See details in Call-Off Schedule 5 (Pricing Details and Expenses Policy) for further details.

The Charges will not be impacted by any change to the Framework Prices. The Charges can only be changed by agreement in writing between the Buyer and the Supplier because of:
· Specific Change in Law

Where non-UK Supplier Staff (including Subcontractors) are used to provide any element of the Deliverables under this Call-Off Contract, the applicable rate card(s) shall be incorporated into Call-Off Schedule 5 (Pricing Details and Expenses Policy) and the Supplier shall, under each SOW, charge the Buyer a rate no greater than those set out in the applicable rate card for the Supplier Staff undertaking that element of work on the Deliverables.

REIMBURSABLE EXPENSES
Expenses for travel to / from the agreed base location are included in the Supplier’s day rates specified in Call-Off Schedule 5 (Pricing Details and Expenses Policy).  
Expenses incurred for travel to other locations will be made in accordance with the latest DWP Expense and Travel Policy (embedded below) which may change from time to time.  
The Supplier will invoice DWP for actual expenses incurred during the performance of this engagement in accordance with the DWP policy. Expenses will include only necessary travel and lodging.  
Copies of receipts are to be presented with the relevant invoice.  
Subsistence or meal and drink allowance claims are not permitted as DWP deems day rates sufficient to cover such costs.  
DWP operates a hybrid working policy with a requirement to work a minimum of 40% of the time in the designated DWP office. However, at this time, we are expecting the Supplier to operate remotely except where required to attend a Hub at the request of the Buyer. The Supplier must align their workers to one of the following hubs for expenses purposes -  
· Benton Park View Newcastle  
· Quarry House Leeds  
· Peel Park Blackpool  
· St Peter’s Square, Manchester  
· Kings Court, Sheffield  
· Caxton House, London or  
· Arena Central, Birmingham  




PAYMENT METHOD
The payment method for this Call-Off Contract is BACS made monthly in arrears. 
A PO number will be provided to the Supplier when the record is set up in the Contracting Authority’s Single Operating Platform (SOP). 
For any supply of Resource, the Supplier shall be required to provide time sheets to the 
Contracting Authority named individual to allow Contracting Authority sign-off and support reconciliation to the invoice charges. 
The Buyer will make payment of the invoice within 30 days of receipt of a valid invoice. 

BUYER’S INVOICE ADDRESS:
Invoices should be submitted to:
*Redacted
 
Paper invoices should be sent to: 
*Redacted

BUYER’S AUTHORISED REPRESENTATIVE
*Redacted – Head of Commercial
*Redacted

BUYER’S ENVIRONMENTAL POLICY
The Buyer is committed to a 100% reduction of greenhouse gas emissions and requires the Supplier to demonstrate an organisational commitment to the ‘Net Zero’ target throughout the life of this contract. 

BUYER’S SECURITY POLICY
The Supplier confirms that all Supplier Staff working on Buyer Sites and on Buyer Systems and Deliverables, have completed Supplier Staff Vetting in accordance with Paragraph 6 (Security of Supplier Staff) of Part B – Annex 1 (Baseline Security Requirements) of Call-Off Schedule 9 (Security).   
The Supplier and any of its Sub-contractors, shall not access, process, host or transfer Authority Data outside the United Kingdom without the prior written consent of the Buyer, and where the Buyer gives consent, the Supplier shall comply with any reasonable instructions notified to it by the Buyer in relation to the Buyer Data in question. The provisions set out in this paragraph shall apply to onshore, UK based resources.   
Where the Buyer has given its prior written consent to the Supplier to access, process, host or transfer Buyer Data from premises outside the United Kingdom: -   
a. the Supplier must notify the Buyer (in so far as they are not prohibited by Law) where any Regulatory Bodies seek to gain or has gained access to such Buyer Data;   
b. the Supplier shall take all necessary steps in order to prevent any access to, or disclosure of, any Buyer Data to any Regulatory Bodies outside the United Kingdom unless required by Law without any applicable exception or exemption.   
  
The Supplier agrees to the additional Buyer standard clauses in respect of Security Requirements listed below.  
  
1. Risk Management:	  
a. The Supplier shall and shall procure that any Sub-contractor (as applicable) shall, co-operate with the Buyer in relation to the Buyer’s own risk management processes regarding the Services.  
b. For the avoidance of doubt, the Supplier shall pay all costs in relation to undertaking any action required to meet the security requirements stipulated in this Statement of Work. Any failure by the Supplier to comply with any security requirements of this Statement of Work, shall constitute a material Default entitling the Buyer to exercise its rights under clause 10.4.1 of the Core Terms.   
  
2. Security Audit and Assurance:  
a. The Supplier shall, and shall procure that any Sub-contractor (as applicable) shall, complete the information security questionnaire in the format stipulated by the Buyer (the “Information Security Questionnaire”) at least annually or at the request by the Buyer. The Supplier shall provide the completed Information Security Questionnaire to the Buyer within one calendar month from the date of request.    
b. The Buyer shall schedule regular security governance review meetings which the Supplier shall and shall procure that any Sub-contractor (as applicable) shall, attend.   
  
3. Security Policies and Standards   
a. The Supplier shall, and shall procure that any Sub-contractor (as applicable) shall, comply with the security policies and standards set out in paragraph 4 below.  
b. Notwithstanding the foregoing, the Buyer’s security requirements applicable to the SOW Deliverables may be subject to change following certain events including, but not limited to, any relevant change in the delivery of the SOW Deliverables. Where any such change constitutes a Variation, any necessary Variation shall be agreed by the Parties in accordance with clause 24 of the Core Terms.   
c. The Supplier shall and shall procure that any Sub-contractor (as applicable) shall, maintain appropriate records and is otherwise able to demonstrate compliance with the Security Policies and Standards.    
  
4. Security Policies and Standards – See BUYER’S STANDARDS  
The Buyer’s security policies are published on:   
dwp-procurement-security-policies-and-standards  


SUPPLIER’S AUTHORISED REPRESENTATIVE
	
SUPPLIER’S CONTRACT MANAGER
*Redacted

PROGRESS REPORT FREQUENCY
On the first Working Day of each calendar month.

PROGRESS MEETING FREQUENCY
Quarterly on the first Working Day of each quarter.

KEY SUPPLIER STAFF
*Redacted

KEY SUBCONTRACTOR(S)
N/A


COMMERCIALLY SENSITIVE INFORMATION
See Joint Schedule 4 (Commercially Sensitive Information). 

MATERIAL KPIs
The following Material KPIs shall apply to this Call-Off Contract in accordance with Call-Off Schedule 14B (Service Levels and Balanced Scorecard):

	Material KPIs 
	Target 
	Measured by 
	4

	 1
	 Performance
	Supplier Staff provided have the necessary knowledge, skills, experience and qualifications are able to deliver to the requires standard.
	98%

	 2
	 Lead Times
	Where Contracting Authority request CVs from the supplier, the supplier shall provide suitable CV’s within 3 workings days. If requested by the Contracting Authority the Supplier shall arrange interviews within 2 working days of the Contracting Authority confirming which CV’s are of interest.
	95%

	3
	Reporting 
	Quality and accuracy of Management Information Reports received within agreed reporting timescales
	95%



ADDITIONAL INSURANCES
Not applicable

GUARANTEE
Not applicable

SOCIAL VALUE COMMITMENT
The Supplier agrees, in providing the Deliverables and performing its obligations under the Call-Off Contract, that it will comply with the Corporate Social Responsibility as set out in Joint Schedule 5 (Corporate Social Responsibility). 

STATEMENT OF WORKS
During the Call-Off Contract Period, the Buyer and Supplier may agree and execute completed Statement of Works. Upon execution of a Statement of Work the provisions detailed therein shall be incorporated into the Call-Off Contract to which this Order Form relates.


	
For and on behalf of the Supplier:
	
For and on behalf of the Buyer:

	
Signature:
	
	
Signature:
	

	
Name:
	
	
Name:
	

	
Role:
	
	
Role:
	

	
Date:
	
	
Date:
	







Appendix 1

Statement of Work 1


	1. STATEMENT OF WORK (“SOW”) DETAILS

	Upon execution, this SOW forms part of the Call-Off Contract (reference below).

The Parties will execute a SOW for each set of Buyer Deliverables required. Any ad-hoc Deliverables requirements are to be treated as individual requirements in their own right and the Parties should execute a separate SOW in respect of each, or alternatively agree a Variation to an existing SOW.

All SOWs must fall within the Specification and provisions of the Call-Off Contact.

The details set out within this SOW apply only in relation to the Deliverables detailed herein and will not apply to any other SOWs executed or to be executed under this Call-Off Contract, unless otherwise agreed by the Parties in writing.

	Date of SOW:
	 18th November 2024

	SOW Title:
	SAS Viya Project Phase 1

	SOW Reference:
	 SOW01




	Call-Off Contract Reference:
	 Ecm_12290

	Buyer:
	 Department for Work and Pensions

	Supplier:
	 Cognizant 

	SOW Start Date:
	 18/11/2024

	SOW End Date:
	 28/03/2025

	Duration of SOW:
	 19 weeks

	Key Personnel (Buyer)
	*Redacted

	Key Personnel (Supplier)
	

	Subcontractors
	



	2. CALL-OFF CONTRACT SPECIFICATION - PROGRAMME CONTEXT

	SOW
Deliverables Background
	DWP is undergoing a transformation to modernise its services. Strategic 
Modernising Analytical Tooling (SMAT) Migration is looking for some team members to 
complete a high priority pilot with SAS (the company) to see if their proposal 
of supplying SAS Viya to DWP as a hosted managed service is the right way 
for the Dept to go. 
We’re looking to build a data staging environment that will be used as a 
pipeline for getting data from the on prem Data Warehouse to a SAS hosted 
managed service so that one of the teams from the AC can test this 
environment to ensure it meets their need for providing forecasting for 
funding from HMT (Treasury)

	Delivery phase(s)
	Phase 1

	Overview of Requirement
	Strategic Modernising Analytical Tooling (SMAT) is looking for some team members 
to complete a high priority pilot with SAS (the company) to see if their 
proposal of supplying SAS Viya to DWP as a hosted managed service is the 
right way for the Department to go.

	Accountability Models
	Please tick the Accountability Model(s) that shall be used under this Statement of Work:
Sole Responsibility:☐ Self Directed Team:☐ Rainbow Team: X




	3. BUYER REQUIREMENTS – SOW DELIVERABLES

	Outcome Description
	 BA – 
· Develop high level Service Design as foundation for future Service Transition work.
· Define good working practice to support team with Guidance, tools and patterns.
· Guidance and Implementation of the Deployment of SAS Viya.
· Analyse and Develop processes for SAS Viya.
· Create and Develop user journey for SAS Viya.
· Creation and Maintenance of up-to-date documentation and Run books.

 Service Design – 
· Capture and analyse existing processes.
· Deliver User journeys, service maps.
· Requirements analysis.
· Support User Centred Design team with user research with risk and service analysis.
· Map out user journeys, UX requirements and User needs.
· Journey mapping.


	Milestone Ref
	Milestone Description
	Acceptance Criteria
	Due date




	MS01
	N/A
	
	

	MS02
	N/A
	
	

	
	
	
	

	
	
	
	

	Delivery Plan
	To be confirmed between the Buyer and Supplier.

	Dependencies
	The Buyer will provide, at no cost to the Supplier: 

• laptops and necessary devices for Supplier staff to perform the Services
• necessary network access, tooling and software and Buyer Assets for Supplier staff to deliver required services 
• the necessary office space, computers and facilities reasonably required for Supplier Personnel to perform the Services on site at Buyer Premises if required 
 • Access to the business/user needs already captured/identified in previous research and the assumptions made regarding the problems employers and employees experience.

	Supplier Resource Plan
	The provision of resources is in accordance with Section 3 (Buyer Requirements) of this SOW subject to selection and agreement based on Skill and Security requirements.

	Security Applicable to SOW:
	The Supplier confirms that all Supplier Staff working on Buyer Sites and on Buyer Systems and Deliverables, have completed Supplier Staff Vetting in accordance with Paragraph 6 (Security of Supplier Staff) of Part B – Annex 1 (Baseline Security Requirements) of Call-Off Schedule 9 (Security) and the Buyer’s Security Policy held within the order form.

	Cyber Essentials Scheme
	The Buyer requires the Supplier to have and maintain a Cyber Essentials Plus Certificate for the work undertaken under this SOW, in accordance with Joint Schedule 13 (Cyber Essentials Scheme).

	SOW Standards
	As per the Order Form and needs to adhere to Government Digital Service (“GDS”) Standards.

	Performance Management
	

Monthly and quarterly performance meetings held discussing performance against KPI’s and deliverables (listed in order form and SoW).

	Additional Requirements
	Annex 1 – Where Annex 1 of Joint Schedule 11 (Processing Data) in the Call-Off Contract does not accurately reflect the data Processor / Controller arrangements applicable to this Statement of Work, the Parties shall comply with the revised Annex 1 attached to this Statement of Work.

	Key Supplier Staff
	
As per Order Form



	Worker Engagement Status
	N/A – all personnel are Cognizant FTEs.

	[SOW Reporting Requirements:]
	Further to the Supplier providing the management information detailed in Call-Off Schedule 15 (Call-Off Contract Management), the Supplier shall also provide the following additional management information under and applicable to this SOW only:

[image: A screenshot of a computer

Description automatically generated]




	4. CHARGES

	Call Off Contract Charges
	The applicable charging method(s) for this SOW is:

Capped Time and Materials

The estimated maximum value of this SOW (irrespective of the selected charging method) is £108,100 ex VAT.

The Charges detailed in the financial model shall be invoiced in accordance with Clause 4 of the Call Off Contract. 

INVOICING: 
Electronic Invoices (attached to E-Mails) should be sent to: *Redacted

Paper invoices should be sent to:
*Redacted

A copy should also be emailed to :
 *Redacted

	Rate Cards Applicable
		*Redacted

	Financial Model
	Not applicable – detail in rate card

	Reimbursable Expenses
	Please refer to DWP Expense Policy as embedded in the Order Form.





	5. SIGNATURES AND APPROVALS

	Agreement of this SOW
BY SIGNING this Statement of Work, the Parties agree that it shall be incorporated into Appendix 1 of the



	Order Form and incorporated into the Call-Off Contract and be legally binding on the Parties:

	For and on behalf of the Supplier
		Name 
and title
	

	Date
	

	Signature
	




	For and on behalf of the
	

	Buyer
		Name 
and title
	

	Date
	

	Signature
	




	
	

	
	



ANNEX 1
Data Processing

Prior to the execution of this Statement of Work, the Parties shall review Annex 1 of Joint Schedule 11 (Processing Data) and if the contents of Annex 1 does not adequately cover the Processor / Controller arrangements covered by this Statement of Work, Annex 1 shall be amended as set out below and the following table shall apply to the Processing activities undertaken under this Statement of Work only:
The table below details Personal Data held on the Buyer’s systems. This is data which could, but for relevant access controls and other technical and organisational measures being implemented by the Buyer, potentially be accessed by the Supplier in certain circumstances. However, for the purposes of the present Services, the Parties agree that the Supplier will not be required to process any Personal Data on behalf of the Buyer. As such, no additional security clearances (such as SC) will be required to be held by Supplier personnel as a result of them processing Personal Data on behalf of the Buyer.


	Description
	Details

	Identity of Controller for each Category of Personal Data
	The Relevant Authority is Controller and the Supplier is Processor
The Parties acknowledge that in accordance with paragraph 3 to paragraph 16 and for the purposes of the Data Protection Legislation, the Relevant Authority is the Controller and the Supplier is the Processor of the following Personal Data:

The Buyer acknowledges that the Services will be performed on the Buyer’s: systems, devices and controlled environment and as such the Buyer will implement appropriate technical and organisational measures for ensuring that, only Personal Data which are necessary for each specific purpose of the Services are being processed. The Buyer will implement the following controls; read only access, access controls and logs and encryption at rest. 


	Duration of the Processing
	Duration will be same as the length of the contract which is 18/11/2024 to 28/03/2025. 

	Nature and purposes of the Processing
	The nature of the Processing means access and collation as required to deliver the Services. 

	Type of Personal Data
	Personal Data necessary for the provision of Services which may include: name, address, date of birth, NI number, telephone number, pay, images, biometric data.  

	Categories of Data Subject
	Examples include: Staff (including volunteers, agents, and temporary workers), customers/ clients, suppliers, patients, students / pupils, members of the public, users of a particular 
website. 

	Plan for return and destruction of the data once the Processing is complete
UNLESS requirement under Union or Member State law to preserve that type of data
	The retention and destruction of data will all be undertaken by the current DWP MI Team.  As no data will leave the DWP MI Platform there is no requirement for the supplier to destroy and data. 
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DWP — Expense Policy

1. Key Principles

DWP will re-imburse necessary and reasonable business travel and
accommodation costs incurred whilst undertaking duties on behalf of DWP
and delivering requirements to DWP, where this is agreed as part of the
contractual terms.

This is subject to adherence to the following Key Principles:

e« The Contractor should ensure they understand the policy and follow the
correct procedures.

e Only travel when there is a business need to do so and the journey
is wholly and necessary for business reasons.

« The requirement to travel has been agreed with DWP in advance and
that alternative arrangements have been considered e.g.: Microsoft
Teams.

« The most economical and suitable means of travel is used, taking into
account value for money and sustainability factors.

« Travel (and accommodation) should be booked as far in advance as
possible to benefit from the best price available.

e All expenses must be in accordance with the expenses detailed in the
Contractor Expense Policy at the time the expense is incurred.

e All such expenses must have been incurred in performing DWP services
away from their main base location of DWP work (as agreed in the
Contract, Statement of Work or Work Order), and be minus the cost of
travel to the main base location.

e Appropriate documentary evidence, such as receipts and tickets, of such
expenses being incurred is provided to the appropriate DWP contact. To
ensure the department has a robust audit trail and to meet HMRC
requirements, you are required to retain evidence of your travel costs
and authorisations for the tax year that the expense is incurred and the
following three tax years. You should ensure you retain a copy of the
evidence, such as the business case or receipts, for this period.
Scanned / electronic copies are acceptable and can be retained. The
department will not accept responsibility for any electronic receipts
retained on the departmental network.

« The expenses must be submitted at the same time as the relevant
weekly timesheet or, where weekly timesheets are not required under
the contract, as part of the next invoice submission.

« DWRP reserves the right to reject claims for unreasonable expenses, any
expenses that are non-compliant with DWP Policy or expenses which
could have been avoided if a journey had been better planned.

o Contractors must not register or use DWP travel booking systems.
Where appropriate, bookings can be made on behalf of a Contractor by
a permanent staff member when accompanied by approval from the

The term Contractor throughout this document applies to any external Contractors (this includes Contingent Labour,
Consultants and Supplier Staff)

Official
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Hiring Manager. The email should be retained by the permanent staff
member booking the travel to ensure an audit trail is kept.

2. Circumstances where DWP will not reimburse expenses

incurred.

« DWP will not reimburse costs incurred for travel to, or accommodation
at, the main base location as specified in the Contract, Statement of
Works or Work Order.

e Additionally, in order to comply with Propriety and Regularity, Audit and
Tax rules DWP will not pay, or be responsible for the payment of any
fines or penalty charges in respect of private vehicles etc. during the
undertaking of duties for DWP.

3. Offshore Personnel

In exceptional circumstances, DWP Security approval may have been
gained to allow Contractors to be located outside the UK. Where this is
applicable in your agreement with DWP, the following applies:

e Business Travel and Accommodation expenses incurred in offshore
locations will not be reimbursed.

« Where the Contractor decides to bring off-shore Contractors into the UK
in order to perform services to DWP, i.e.: they become “landed”, then
the DWP Contractor Expense Policy may apply where official travel and
payment of expenses is specified within the Contract.

« DWP will not be liable for any expenses incurred in order for the
Contractors to be “landed” i.e.: for travel from the off-shore location to
the on-shore location.

4. Expense Rates

The types of expenses and the rates payable are given in the Table below
and are applicable from 9" May 2024. The rates payable are subject to
change.

1. Reimbursable Expenses, subject to the Key Principles noted
above:

Travel
Public Transport The most cost effective/value for money
including Rail Travel option should be obtained and Contractors

can use their own organisations’ booking
agent(s) or low-cost alternatives. Advantage
should be taken of any offers for reduced

The term Contractor throughout this document applies to any external Contractors (this includes Contingent Labour,
Consultants and Supplier Staff)

Official
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travel (including Restricted and Advanced
Purchase Tickets).

Alternatively, DWP employees can book
travel on behalf of Contractors.

On public transport standard class travel must be used. First class travel
is strictly prohibited irrespective of the duties undertaken.

The use of Rail, Oyster and other discount cards or schemes is
encouraged if evidence is shown that these will save DWP more than
their cost.

Taxis Taxi fares (up to a maximum of £50 per
person per journey) may be reimbursed for
official travel where their use is reasonable
in the circumstances, and at least one of the
following applies:

- Where there is no other suitable method of
public transport

- In exceptional circumstances where the
saving of official time is important

- When heavy luggage has to be handled

- When shared by other Contractors working
for DWP and the fare overall is cheaper
than public transport

- There is a risk to personal safety

Air Travel Claims for domestic air travel are by
exception and will only be permitted where,
taking into account the full cost and duration
of the journey including travel to/from the
airport, and potential overnight stays saved,
it offers better value for money than
alternative methods.

The cheapest ticket which meets the travel
requirements must be purchased. In most
circumstances this will be an Advance or
Fixed ticket. Under no circumstances
should a more expensive ticket be booked
with a particular company just to accrue
points/rewards.

The term Contractor throughout this document applies to any external Contractors (this includes Contingent Labour,
Consultants and Supplier Staff)

Official
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Contractors can use their own
organisations’ booking agent(s) or low-cost
alternatives. Any claims for the cost of
travel must be evidenced with supporting
documentation and receipts.

Alternatively, DWP employees can book
travel on behalf of Contractors.

journey.

Economy Class air travel must always be booked when travelling on
domestic flights within the UK. No Business Class or first-class tickets
must be booked on domestic flights regardless of the length/duration of

Temporary Vehicle Hire

Contractors working for DWP may drive
hired vehicles when carrying out DWP
business. It must be stressed that this
applies solely to DWP business. No driving
can be undertaken for private use, their own
company or any other company they are
currently working for.

Any deviation from this will invalidate the
Crown Indemnity cover (which applies
instead of commercial insurance cover) and
the Contractor will be responsible for any
damages and costs.

Vehicle hire is only to be booked by a DWP
employee on behalf of the Contractor. If a
Contractor does not have a DWP pseudo
staff number, the booker should book the
vehicle in the Contractor’'s name but use
their own staff number and quote the
relevant cost centre and Business Unit
code. In advance of the journey the DWP
manager must complete the checklist
provided at Annex 1.

Where a car is hired through the Daily
Rental process, vehicles should be supplied
with a full tank of fuel and the Contractor
must refuel the temporary vehicle before
returning it, retaining the receipt for the
appropriate period and submitting to the
Hiring Manager for reimbursement. There
are no exceptions to this.

Private Vehicle Use

Contractors can only use their own vehicle
for business journeys when there is no other

The term Contractor throughout this document applies to any external Contractors (this includes Contingent Labour,

Consultants and Supplier Staff)

Official
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Higher standard rate (up to
10,000): £0.45 per mile

Lower standard rate (over
10,000)*: £0.25 per mile

Motorcycle: £0.24 per mile

practicable mode of transport including
public transport. Permission must be gained
from DWP for each business journey carried
out in a private vehicle.

Before undertaking such journeys, the DWP
manager must complete the checklist
provided at Annex 1 and check that the
Contractor holds a full current driving
licence and that their motor vehicle
insurance includes a Business Use clause.
Contractors cannot under any
circumstances travel on DWP business
using their own car if their insurance does not
include the Business Use clause”

Contractors are also responsible for
ensuring that their private vehicle is
roadworthy and, where required, have a
valid MOT Test Certificate.

All Contractor personnel must ensure their
motor vehicle insurance policy includes an
Employer Indemnity clause in addition to the
Business Use clause. It is the policyholder’s
responsibility to check with their insurance
company that they have both types of cover.

*

accommodation

Car Parking Car parking fees can be claimed on
production of the appropriate documentary
evidence. Receipts and tickets should be
provided to the appropriate DWP contact.

Overnight Where it is necessary for a Contractor to

stay away from their main base location(s)
for the performance of the contract then
overnight accommodation costs will only be
reimbursed where it is not possible for the
Contractor to stay at their home.

The following principles apply to any
accommodation booking:

i) It must be as close to the traveller’s end
location as possible and within a 5 mile

The term Contractor throughout this document applies to any external Contractors (this includes Contingent Labour,

Consultants and Supplier Staff)
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radius of the alternate workplace (outside
London) or within 30 minutes travel
(inside London);

i) It must be the most economical option,
having taken into account the whole trip
cost, such as public transport costs, taxi
fares and travelling time;

iif) You must book the most cost-effective
hotel within the stated limit;

iv) Where possible hotels should be booked
at least 14 days in advance to increase
the likelihood that cheaper rooms are
available;

v) Under no circumstances should a more
expensive hotel be booked with a
particular company just to accrue
points/rewards.

Hotel
Upper limits per night:
London: £150.00

Rest of the country except
London: £100.00

Hotel bookings must be for room only.

The most cost effective/value for money
option should be obtained and Contractors
can use their own organisations’ booking
agent(s) or low-cost alternatives. Advantage
should be taken of any offers for reduced
hotel rates.

Contractors are expected to book the lowest
available rate hotel and may be asked to
evidence this.

Any claims for the cost of accommodation
must be supported with receipts.

Alternatively, DWP employees can book
travel on behalf of Contractors.

Overnight stay with
friends or relatives

Friends and relatives —
Nightly: £25.00

Where a Contractor elects to stay with
friends or relatives rather than in a hotel or
other commercial establishment, then the
Hotel rates do not apply.

Instead, the “friends and relatives”
allowance is payable at a flat rate to cover
accommodation.

The term Contractor throughout this document applies to any external Contractors (this includes Contingent Labour,

Consultants and Supplier Staff)
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2. Non-reimbursable Expenses:

Subsistence / meals

DWP will not reimburse claims for meals or
subsistence, including Breakfast on
overnight stays.

Mobile Phone Calls and
Internet usage

Costs for mobile telephone calls and
Internet use cannot be claimed.

Fines and Penalties

Fines, penalties and any associated
administration costs incurred whilst using a
private vehicle or temporary vehicle hire are the
personal financial responsibility of the
Contractor.

DWP has no financial responsibility for
payment of any fines, penalties and
administration costs associated with use of a
private vehicle or temporary vehicle hire.

Annex 1

Hiring Manager Checklist for Personal Vehicle Use

-

200412%20Driving%
200n%200fficial %201

The term Contractor throughout this document applies to any external Contractors (this includes Contingent Labour,
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