Request for Quote Template (RfQ)
Annex B



CALL-OFF AGREEMENT

BETWEEN THE SECRETARY OF STATE FOR EDUCATION

- and –

Michael Page International Recruitment Ltd (t/a Michal Page Technology) Via the Non-Medical, Non-Clinical (NMNC) CCS Framework RM971
	Date
	Effective from: 19/2/16
	DfE Order
Reference
	ICT2016/007




FROM:

	Customer
	The Secretary of State for Education	“Customer”

	Customer’s Address
	Sanctuary Buildings, Great Smith Street, London, SW1P3BT

	Invoice Address
	For electronic DfE invoices (all DfE POs start with the prefix “357”), must be emailed to:
  [redacted]
For electronic EFA invoices:

-	Invoices relating to POs that are prefixed with “PDOC” must be emailed to:
                 [redacted] 
-	Invoices relating to POs that are prefixed with “PO0000” must be emailed to:
[redacted]

See additional guidance on submitting invoices at Section 6.1.

	Principal Contact
	Name:  [redacted]
Address: [redacted]
 Phone: [redacted]
e-mail:  [redacted] 




TO:

	Supplier
	Michael Page International Recruitment Limited (Michael Page Technology) “Supplier”

	Supplier’s Address
	Page House, Bourne Business Park, 1 Dashwood Lang Road, Weybridge, Surrey KT15
2QW

	Account Manager
	Name: [redacted] 

Address: [redacted] 






Phone: [redacted] 

Supplier Email address for Request for Quotes (RfQs)

Email: [redacted]



1. TERM & SERVICES REQUIREMENTS

1.1 Commencement Date

This Call-Off Agreement is effective from :19/2/16

1.2 Expiry Date

This Call-Off Agreement shall expire on 30/06/2017 unless Crown Commercial Service extends the Non-Medical, Non-Clinical Framework in which case this agreement shall also extend accordingly.

1.3 Services Requirements

1.3.1 This Agreement is for the Services outlined below via the Non-Medical, Non-Clinical (NMNC) Crown Commercial Services Framework (CCS) Agreement RM971. It is acknowledged by the Parties that there is no commitment to use this framework and that the volume of the services utilised by the Customer may vary from time to time during the course of this Call-Off Agreement, subject always to the terms of the Call-Off Agreement.

1.3.2 The Customer shall have the ability to raise work packages within the scope of the services covered by this agreement via its Request for Quote (RfQ) process. Individual work packages will be agreed as and when required during the agreement period. All new requests for work within scope of the agreement shall be initiated by an authorised employee of the customer by means of a ‘Request for Quote’ (RFQ) and emailed to the supplier’s nominated representative. Activities, outcomes and delivery milestones where appropriate, will be agreed as part of the Request for Quote process. The payment profile for each work package will be linked where appropriate, to milestones and outputs agreed between the Customer and supplier before work initiation.

1.3.3 Any reference to “order form” within the Call off terms will be replaced by DfE’s Request for Quote form attached at the end of the supplier’s clarification document at Annex B which the supplier acknowledges may be subject to minor amendments and the RfQ process may become automated during the life of this call off arrangement.

1.3.4 This agreement relates to the following services from Lot 5 – IT Professionals, of the NMNC framework: Lot 5 – IT Professionals
For the following roles (but not limited to):

· Business Analysts
· Project Managers
· Programme Managers
· Developers (including but not limited to SQL, SharePoint)
· Project Support
· Architects (including Enterprise, Technical, Data, Infrastructure, Solutions, Information, Cyber etc)
· Project Support Officers
· CLAS Consultancy
· Service management/Service delivery
· Software Support
· Cloud Consultancy


2. PRINCIPAL LOCATIONS

2.1 Principal locations where the services are being performed

The Supplier is expected to be on the site agreed with the Customer as and when required.

DfE Office locations: London, Coventry, Sheffield, Manchester, Darlington, Nottingham.

Choice of premises shall be determined by the Customer, in consultation with the Supplier and may take into account the Customer’s intention to keep overall cost of Travel and Subsistence for all parties to a practical minimum.



3. STANDARDS for Consultancy Day Rate Cards

3.1 Standards for Consultancy Day Rate Cards

· Consultant’s Working Day – 8 hours exclusive of travel and lunch.
· Working Week – Monday to Friday excluding national holidays
· Office Hours - 09:00 – 17:00 Monday to Friday
· Travel and Subsistence – Included in day rate within M25. Payable at department’s standard T&S rates outside M25. (see para 6.1.1)
· Mileage – As above (see para 6.1.1.)
· Professional Indemnity Insurance – included in day rate.
· DfE Confidentiality Agreement - to be signed prior to work package commencing


4. ONBOARDING

4.1 On-boarding

4.2 The Customer and Supplier shall attend a start-up meeting with representatives of the Customer (date to be agreed between Customer and Supplier.) At this meeting the agenda will include but not be limited to: discussion and agreement on activity to implement the service within the DfE, future service review/contract management arrangements and reporting of Management Information.

4.3 As a minimum, the Supplier’s Account Manager for the DfE shall attend and fully participate in agreed contract and service review meetings chaired by the Customer. The agenda for this meeting will be issued to participants at least three (3) working days in advance of the meeting and include a monthly Service Report produced by the Supplier. Frequency of meetings to be agreed

4.4 The detailed content of the Service Report shall include as a minimum: progress against delivery of all work packages, forward and retrospective resource plan, risks and issues log, monthly financial data reporting; quality assurance and MI data on CVs put forward where appropriate.



5. CUSTOMER RESPONSIBILITIES

5.1 Customer’s Responsibilities

Will be discussed and agreed specific to each work package.



Where appropriate, the Customer will work with the Supplier in order that any required resources and documentation can be made available in order to support the achievement of activities and production of deliverables.

5.2 Customer’s equipment

Will be discussed and agreed specific to each work package.  However, other than the provision of a DfE desktop accessed via an existing DfE thin client, it is not anticipated that any additional DfE equipment will be issued as part of this agreement.



6. PAYMENT

6.1 Payment profile and method of payment

Charges payable by the Customer (including any applicable discount but excluding VAT), payment profile and method of payment (e.g. BACS).

6.1.1 Payment Rates will be charged in accordance with the agreed Agenda for Change rate card.

6.1.1 Payment will be paid Monthly in arrears

Payment will be made within 30 days of invoicing. Work will be invoiced on satisfactory completion of agreed work packages. Payment will be made based on agreed day rate, plus expenses in accordance with the Customer’s expense policy.

The Supplier shall work with the DfE to minimise the impact on the public purse of T&S associated with the  operation of this contract. Unless the Supplier has an office in close proximity of the DfE office where a meeting is to be held (approx. 25 miles radius) or where expenditure on T&S is identified as being necessary for the effective operation of the contract, T&S will be paid at the level commensurate with the DfE rate in place at the time the expenditure is incurred. DfE rates in place as at February 2016 are:

· Hotel accommodation bed and breakfast – London £110.00 (including VAT) and elsewhere £75.00 (including VAT)
· Rail travel shall be restricted to standard class
· Car mileage at the ‘Public Transport Rate’ of 0.25p per mile
· Taxis only payable where their use can be justified against using public transport

No other out of pocket expenses shall be allowable.


6.2 Invoice format DfE Invoices
The Supplier shall email invoices for all DfE services/assignments, monthly in arrears to DfE’s shared service provider, SSCL. The Customer shall pay the Supplier within thirty (30) calendar days of receipt of a valid invoice, submitted in accordance with this paragraph 6.2 the payment profile set out in paragraph 6.1 above and the provisions of this Call-Off Agreement.

The Supplier shall email a “copy” invoice simultaneously to the DfE Customer to enable the Customer to take receipting action.


Education Funding Agency (EFA) Invoices

The Education Funding Agency whilst part of the DfE Group, uses a different accounting system to the rest of DfE and as such pay their invoices in a different way to DfE. Only one copy of any EFA related invoice is required and should be electronically emailed to the appropriate email address previously provided at the “Invoice address” section at the beginning of this document, i.e. SSCL do not need to be sent any invoices relating to EFA services.




A valid invoice is one that is:
· Delivered in timing in accordance of the framework
· Is for the correct sum
· Is correct in terms of services/goods supplied
· Has a unique invoice number
· Quotes a valid Purchase Order number
· Includes correct supplier details, date, contact details
· Invoicing will be in £ Sterling and payment will be made by BACS transfer.

All queries regarding payments or the settlement of invoices shall be directed in the first instance to the nominated timesheet approver or Customer that originally placed the Request for Quote/Purchase Order. General Invoice and payment enquiries must only be directed to the Contract Manager if the supplier has been unable to reach a satisfactory resolution with the Customer and needs to escalate the issue.



7. DISPUTE RESOLUTION

7.1 Level of Representative to whom disputes should be escalated to:

DfE point of escalation: [redacted] 		Position: DfE Contract Manager Supplier point of escalation: [redacted]	Position: Regional Director


BY SIGNING AND RETURNING THIS DOCUMENT THE SUPPLIER AGREES to enter a legally binding contract with the Customer to provide Services via the NMNC framework RM971. The Parties hereby acknowledge and agree that they have read this Call-Off Agreement and by signing below agree to be bound by the terms of this Call-Off Agreement.

For and on behalf of the Supplier:

	Name and Title
	[redacted]

	Position
	[redacted]

	Signature
	   [redacted]

	Date
	[redacted]




For and on behalf of the Customer:

	Name and Title
	[redacted]

	Position
	[redacted]

	Signature
	[redacted]


	Date
	[redacted] 





Shortlisted Supplier’s Clarification Document	Annex A

[bookmark: _GoBack][redacted] 
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		Professional Services (including Non-Medical, Non-Clinical (NMNC) RM971 Lot 5 “IT Professionals” and Lot 4 “Corporate Functions”)

Request for Quote



		This form is structured in three parts: Part 1 is the Request for Quote, Part 2 is the Supplier’s Response, Part 3 is the Customers’ Acceptance, together with the guidance that should be followed to raise a Purchase Order Requisition.



		To be completed by IT Group Contracts Management Team



		Date Request sent to the Professional Services/NMNC Supplier(s)

		

		RfQ Reference

		







		Part 1. Request for Quote. To be completed by the customer







		Date Request Sent to the ITG Professional Services Mailbox 

		







		All requests must be completed in accordance with the IT Group commissioning process/ governance arrangements outlined in the Professional Services Service Offer. By completing and submitting this form you are confirming that all the necessary approvals are in place to allow the resources to be sourced via one of the Professional Services suppliers listed below.







		To be completed for IT Group requests only



		Before any request can be progressed you must obtain:

		Date



		IT Group Change & Release Board approval

		



		Please provide the ITG governance reference number

		

		



		IT Group Flexible Resource Manager approval

		







		Professional Services Suppliers

(Please allow 5 working days for the turnaround of CVs from suppliers)



		Please indicate which supplier(s) you would like the resources to be sourced from by placing a X in the appropriate box(es) below: If you are unsure as to which supplier(s) you should be selecting for the services you require, please email the Professional Services mailbox for further advice.





		6Point6

		Alpine

		FDM

		Cadence

		Home Office

		Methods

		Non-Medical, Non-Clinical (NMNC)

		PDS



		

		

		

		

		

		

		

		





If you have selected “NMNC” from the above list please complete the following by indicating which role(s) you are looking to provision via this arrangement.  A price band range has been provided as a guide only, for the day rates you would expect to pay for each role which includes the suppliers’ management fee.



		NMNC Services/Roles







		Lot 4 - Corporate Functions

(Alpine, Methods)

		Lot 5 - IT Professionals

(Certes, Methods, Michael Page, RUSSAM)



		Business Analysts



£450-675

		Business Analysts



£320-625



		Project Managers



£465-775

		Project Managers



£345-700



		Programme Managers



£620-975

		Programme Managers



£465-875



		Project Support/Officers



£275-575

		Project Support/Officers



£170-495



		Business/Stakeholder Engagement



£470-725

		Developers (including but not limited to SQL, SharePoint)



£380-600



		Risk, Compliance & Governance



£425-775

		Architects (including Enterprise, Technical, Data, Infrastructure, Solutions, Information, Cyber etc)



£460-1,075



		Transition/Transformation & Change Management



£470-875

		CLAS Consultancy



£430-855



		Procurement



£425-875

		Service management/Service delivery



£350-655



		

		Software Support



£140-655



		

		Cloud Consultancy



£545-1,075





		



		Service Requirements



		Project Name 

		



		Service Role 

(e.g. Enterprise Architect)

		



		Customer

Directorate/Division

		



		Principal Contact 

(i.e. Reporting Officer)

		Name: 

Role: 

Address: 

Phone: 

Email:



		Timesheet Approver 



		Name: 

Email:



		Invoice Reviewer

		Name: 

Email:



		Brief Description of service required, including list of key deliverables and any known delivery milestones

		



		Location of service

		



		No. of resources required

		



		Target Day Rate i.e. maximum budget including management fee

		



		If appropriate, details of pre-selected resource required to deliver this service

		











		Service Skills Profile

The skills and attributes required to carry out the service are as follows:



		Essential

		



		Preferred

		 







		Please identify any risks in the commission



		













		Term



		Target Commencement Date 

		



		Target End Date

		



		Is an extension to the end date likely? If so, please provide an indication of how long.

		



		Notice Period Required 

		Standard Notice Period - 5 days







		Funding



		Funding Team/Division

		



		Cost Centre

		



		Budget Holder

		



		If any travel is required between offices for this request please provide an indication of T&S costs (which will need to be factored into the value of the PO)

		







The RfQ must now be sent to the email mailbox ‘SUPPLIERMANAGEMENT, ProfessionalServices’ 

(External: ProfessionalServices.SUPPLIERMANAGEMENT@education.gsi.gov.uk)




		Part 2. Response to RfQ 

To be completed by the Supplier and returned to DfE once an individual has been assigned 







		Proposal



		Scope of services provided 



		Provide a summary of the skills and experience of the resource shortlisted to deliver this service against the business requirement. CVs should be attached for any resources shortlisted for the delivery of the  service requested and the CV for the successful candidate should also be included here.











		Assumptions and Constraints



		









		Key Risks and Issues



		











		Individual’s Limited Company



		Please provide details of the individual’s limited company.



















		Security Checks





		Mandatory BPSS Security Checks

		Date carried out/issued/applied for



		1 – Identity

		



		2 - Nationality and Immigration Status

		



		3 - Employment History (minimum 3yrs)

		



		4 - Criminal Record (Disclosure Scotland)

A Disclosure Scotland (DS) is required for every individual commissioned to provide services to DfE (other than if a higher security clearance is already in place – see note below).  For services/roles that DfE deem to be high risk e.g. data/enterprise architecture, IT development services, this must be in place from Day 1.  For lower risk services/roles e.g. Business Analysts, Project Management, PSO services, DfE will allow a maximum of 6 weeks for this to be obtained.

		



		Please insert DS reference number if one is already in situ or where required from day one. 

		



		Please provide details of any other security clearance in situ.

(NB:  if SC or higher is in place a BPSS is not required)

		







		Labour and Expenses



		Breakdown of costs including:

- preparation/ planning days

- support days (detail individual named resource, roles, rate per day (where applicable), NMNC pay band where appropriate and management fee applied, number of days effort

- total value of quote excl VAT

- any expenses agreed with the customer

- any payments agreed with customer that should be staged and linked to the achievement of particular Milestones



We would expect to see here Joe Bloggs @ an overall daily charge (including any management fee) to the DfE of £XXX, XX days from xx/xx/xx to xx/xx/xx, total of £XXXX.

For services/individuals commissioned via the NMNC, please also provide a breakdown by completing the following:





NMNC pay band applied				NMNC Pay Point Applied



NMNC daily charge					NMNC management fee 





(excl. management fee)				applied





Overall NMNC daily rate to Department







		Term



		Start Date 

		



		End Date

		



		Confirmed Notice Period

		[bookmark: _GoBack]







		Supplier Sign Off



		Additional comments 



		Response Prepared by

		



		Position

		



		Signature

		



		Date Submitted to the Professional Services Mailbox

		













The RfQ must now be sent to the email mailbox ‘SUPPLIERMANAGEMENT, ProfessionalServices’ quoting the RfQ reference number in the subject line of the email.

(External: ProfessionalServices.SUPPLIERMANAGEMENT@education.gsi.gov.uk) 




		Part 3. Customer Acceptance and Authority for the Work to Commence







All relevant information from this form must now be transferred onto the appropriate supplier RM Goods and Services Template and passed to the nominated Requisitioner for loading onto RM so that a Purchase Order can be produced - please read the following guidance carefully for details of how to do this: ‘Additional Guidance for Commissioning Work via Professional Services Contracts’



The Purchase Order is the agreement by which the customer instructs the service provider to provide the resources as described in the response to this RfQ. To note – the Purchase Order shoud be in place before the resource commences the work. 

EFA customers should continue to forward copies of Purchase Orders to the suppliers and also copy in the Professional Services mailbox below.

Any queries with regards this process should be routed through the Professional Services mailbox – ‘SUPPLIERMANAGEMENT, PROFESSIONAL SERVICES’. 
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