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Completing the Pricing Matrix documentation 

1. You are required to complete the Full Pricing Matrix documentation and Supporting Sheets electronically using the spreadsheet - Annex XX.  The figures presented in this model must match those that you submitted in your final E-Auction bid.  
2. To open, click on the attachment, which should automatically open up the file.  You are required to enter your Company Name and Company Registration Number in Cell D4 and D5.
3. The spreadsheet comprises of eight input sheets: 
· A Summary Sheet
· Staff Costs
· Accommodation Costs 
· Other Operating Costs 
· Subcontractor Costs
· Risk Premium and Profit and;
· An Assets Schedule 
· Decommissioning Costs

4. These are supported by a Volumes sheet that includes forecasted volumes for the period covered by the 1st June 2018 to 31st May 2022 (4 Years) plus any extension period.

5. All bidders must complete all input cells to 2 decimal places.

6. All sheets are separately labelled by tabs at the foot of the page.  
7. All cells requiring your input are highlighted in yellow. The sheet is locked for protection. You must not amend the spreadsheet or any of the formulae contained within it.  Shaded cells are automatically populated.
8. You will need to populate all sections with appropriate information and costs.  Please Note:
· All cost categories should be completed based on the forecasted volumes contained in the Volume Tab. 
· All costs should be input exclusive of recoverable VAT; and
· All costs are to include any proposed supplier inflation over the course of the contract as indexation will not be applied. 


9. Decommissioning Costs relate to the post-contract period and do not form part of the Financial Evaluation and are supplied for benchmarking purposes only.   

10. The Supporting Sheets are used to set out all supporting information and detailed assumptions that you have made to arrive at the costs.  This is to help us understand how the figures input to the Summary Sheet have been arrived at. 

11. It would be helpful if the workings used in the calculations could be shown on the appropriate Supporting Sheet and these workings could be presented in a tabular format including formulae where applicable.  There is no word limit within the Supporting Sheets and the Preferred Supplier to provide as much detail as possible in order to minimise the need to seek clarification.

12. Where appropriate the total annual costs calculated in the Supporting Sheets will automatically carry through into the Summary Sheet; where this applies the cells have been shaded light grey on the Summary Sheet to indicate that they cannot be input into the sheet. 


Summary Sheet
13. Shows the Preferred Suppliers costs broken down into four main categories:
· Staff Costs
· Accommodation Costs
· Other Operating Costs, and;
· Subcontractor Costs

14. There are two further cost lines, Risk Premium and Profit. 

15. Each of the cost lines will be profiled across the 4 years of the contract. Please note a column for Year 5 costs has been provided for the Preferred Supplier to input costs for any potential 12 month contract extension. The Preferred Supplier should use the same Forecast Volumes for Year 4 when calculating the cost for the possible extension. 

16. Extension costs will be excluded from the Total Contract Price and they will not form part of in the Financial Evaluation and are supplied for benchmarking purposes

17. The Pricing Matrix automatically calculates The Total Contract 4 Year Value inclusive of Set up Costs in cell K69.

18. The Pricing Matrix automatically totals the Set up Costs and includes them in the Total Contract Price for 4 years.  It also displays them as a percentage of Total Contract Price for 4 years in cell G74.

19. All the costs will be automatically populated from the Supporting Sheets as described below. 
Unit Prices- Price per Recorded Minute

20. The Summary Sheet automatically calculates the Price per Recorded Minute (PpRM) to 4 decimal places in the Year 1,2,3 and 4 columns for Evaluation and Billing Purposes and to calculate Total Contract Price.  

21. The Pricing Matrix will then automatically calculate an Excess Volume Rate. This will be used once the Total Forecast Volume for the length of the contract as shown on the Volume Sheet has been reached.  

22. The Pricing Matrix calculates the Set up Costs as a percentage of Total Costs, as shown is cell G74; this percentage is then deducted from the PpRM to give a new PpRM that excludes the Set up Costs, the Excess Volume Rate. This price will be used in the event that the Total Forecast Volumes are exceeded over the length of the contract and will be the maximise price the preferred supplier is able to charge in the event of a contract extension.

23. The Pricing Matrix then automatically calculates the Total 4 Year contract Value in cell G77. This must be the same value that was submitted at E-auction. 

Declaration
24. DWP requires a declaration that costs are based on corporate information and that they have been approved by an authorised official.
25. The Preferred Supplier will need to sign and date the declaration, stating their position in the organisation, before returning it to DWP with the rest of their tender by the published deadline.
26. 


Completing the Supporting Sheets 
27. The Supporting Sheets consist of; 

· Staff Costs 
· Accommodation Costs 
· Other Operating Costs
· Subcontractor costs
· Risk Premium and Profit, and; 
· Asset Schedule
· Decommissioning Costs

28. The Supporting Sheets should be used to capture full details about the costs detailed within the Summary Sheet.  They should also be used to detail any other information on your tender which you feel is necessary to enable DWP to have a full and robust understanding of your tender price.  The information provided in the Summary Sheet will be checked for consistency with the other parts of your tender.

29. Each of the Supporting Sheets includes an additional information box where the Preferred Suppliers should include all underlying assumptions and information used to calculate the input.

30. Bidders are required to enter the costs in this cost element deemed as appropriate for delivery of this service using the bidders Commercial Expertise and in accordance with the requirements set out in Attachment xx Specification.
Staff Costs 
31. The Staff Costs section has seven Staff Costs tables:

· 1A- Direct Staff Costs
· 1B- Team Leader Costs 
· 1C- Management Staff Costs
· 1D- Training Costs 
· 1E- Recruitment;
· 1F- Other staffing costs 
· 1G- Additional Information, and;
· 1H – TUPE Costs 

32. For the tables Direct Staff Costs, Team Leader Costs, Management Costs, and Other Staff Costs, the Preferred Supplier is required to detail the Full Time Equivalent (FTE) and the annual salary including on costs by job role. The worksheet then multiplies the annual average salary costs by the FTE requirement.

33. In table 1D Training and 1E Recruitment, please enter a full explanation of any assumption used to calculate these costs detailed in the addition information box provided in cell B140. 

34. In Table 1H TUPE, please include the costs you expect to incur due to TUPE liabilities. This must exclude any redundancy costs as detailed in the ITT. Please provide as much information as possible to support the calculation you have used to calculate the overall TUPE Cost in the text box provided. TUPE costs do not feed into the Total Contract Price or the PpRM and will not form part of the Financial Evaluation. 


Accommodation Costs 
35. Accommodation Costs should be included in Tables 2A, B, C, D, E, and F for all buildings used to deliver this contract. 
36. Only costs incurred due to the direct delivery of this contract should be included. In table 2D, a Year 0 has been included; this should be used to include any Set up Costs incurred during the Go-live period. 
Other Operating costs 
37. In the Other Operating costs, Supporting Sheet 3, there are 12 major cost category headings under which the Preferred Supplier can enter their individual cost items.  A breakdown and explanation of how these costs have been calculated should be included in the Additional Information box cell B131.  Any cost items that cannot be categorised under any of the listed headings should be included in the Any Other Operating Costs table 3J.  A full explanation and breakdown of all other costs should be given on the relevant Supporting Sheet, in the Additional Information box.  

38. A Year 0 has been included, this should be used to list any Set up Costs incurred during the Go-live period of the contract.  These costs and assumptions should be fully explained in the Additional Information in cell B155.
Subcontract cost
39. The Preferred Supplier should indicate if they are planning to subcontract any part of this contract.  If this is the case the Preferred Supplier should include the Subcontracting Costs in Summary Sheet 4.  The Preferred Supplier is also required to include details of the subcontractor, including, the annual average spend of the contractor, the activities they will be undertaking, the funding approach and the contract length.
Set up and Decommissioning Costs 
40. DWP is keen to understand all Set up Costs in detail.  Where DWP expects that Set up Costs may be incurred it has provided a Year 0 column - these are on the Staff, Accommodation and Other Operating Costs Supporting Sheets.  DWP asks that the Preferred Supplier also provide clear descriptions and calculations that identify and describe each item, making it distinct from other costs in the additional information sections at the bottom of the respective Supporting Sheet.
41. Please note that the Preferred Supplier must only include Set up Costs that are directly and wholly attributable to the delivery of the service.
42. Where DWP expects that Decommissioning Costs may occur in relation to this contract it has provided a section for these in the Decommission Costs Sheet.  DWP asks that the Preferred Supplier also provide clear descriptions and calculations that identify and describe each item, making it distinct from other costs in the additional information sections at the bottom of the respective Supporting Sheets. 
43. Please note that any Decommissioning Costs included must be in relation to assets that have been directly used for the delivery of the service.
Risk Premium and Profit
44. In this section the Preferred Supplier is required to enter the Risk Premium and Profit levels that they have applied to the contact. These will be included when calculating the Total Contract Price. 
45. On the Risk Premium and Profit Supporting Sheet the Preferred Supplier should enter the VAT rate that will be applied if the bid results in a contract award.  The responsibility for determining the VAT rate to be applied to a bid lies with the Preferred Supplier.  It is not appropriate for DWP to provide VAT advice to any Potential Suppliers, or to suggest what VAT rate should be applied to the bid or elements thereof.  If the Preferred Supplier is unsure about the VAT status of the elements of this contract, advice should be sought from an appropriate expert, or liaise with HMRC directly.
46. The Preferred Supplier should also provide details for any elements of the service that incurs input VAT for their organisation that cannot be reclaimed from HMRC with full reasons why.  Please include details of any costs / categories within the bid price that are exempt or out of scope of VAT and why you consider them to be so.  
47. If advice on the VAT rate(s) to be applied has been sought (e.g. from HMRC or other Tax Specialist) but not yet confirmed prior to the required submission date please submit the full bid on time, stating here what your assumed VAT rate is.

48. DWP would like to understand the Working Capital Requirement of the Preferred Supplier and how the Preferred Supplier plans to meet these requirements. Please note income for Year 0 is locked as Set up Costs will be apportioned in the PpRM across the Total Forecast Volume. 
Assets Schedule 
49. In order to comply with International Financial Reporting Standards (IFRS) the Authority must consider any IFRS implications and potential impact on its Statement of Financial Position (SoFP) as a result of, but not exclusively, IAS 17 (Leases), IFRIC 4 (determining the existence of a lease) and IFRIC 12 (Service concession).  To do this, we require your assistance in providing full details of any assets that you will buy or lease if awarded this contract.  
50. DWP has de–minimus capitalisation thresholds it uses when considering IFRS implications. These thresholds are;
· IT Hardware and Software - £1,000, and;
· All Other Assets - £5,000
51. Please note that where an individual item costs less that the threshold, but forms part of a bulk asset purchase/lease whose total value is greater that the threshold, then the item should be included on this Asset Schedule on a pooled basis.  For instance if purchasing 10 specialists desktop computers costing £4,000 each, these should be pooled together and recorded as a single item at a cost of £40,000 on the IT Hardware Table.  Please provide the Total Cost of bringing the Asset into use in column J, and then provide the cost apportioned to this DWP contract in the following column K.  A clearly laid out breakdown of any pooled items should be included in the free text box.
52. Please show if each item;
· Will solely be used for the delivery of this DWP contract
· Will be shared with other DWP Contracts, or;
· Will be shared with other Non-DWP contracts
53. If any item is shared with another contract then please also enter a percentage figure to indicate how much of the asset will be used for this DWP contract. E.g. if a building is expected to be leased, but will be used to deliver this DWP contract and two other non-DWP contracts, then it is expected you will enter 33% to reflect that usage.
54. 

Good Practices 
55. It is recommended that the following good practices are incorporated in your model:
· Where costs have been considered and there is no cost to be input to a cost line on the supporting sheet, ‘0’ (zero) should be entered to indicate to the evaluation team that these areas have been considered. 
· Within the supporting sheets there is no word or page limit. Organisations are encouraged to provide as much detail as possible in order to minimise the need to seek clarification at the bidding and post tender stage.
· Calculations and workings should be presented in a tabular format where possible, using formulae where applicable. This aids understanding of the calculations behind specific cost amounts.


