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1. [bookmark: _Toc48803426]PURPOSE
0. The purpose of this procurement activity is to set up an enabling contract for the provision of furniture that meets smart working (SW) principles at Royal Air Force (RAF) High Wycombe (RAF HWY) and Air Command in line with the Smart Working Code of Practice (PAS 3000).  There are approximately 1500 people who can be accommodated at these sites. 

2. [bookmark: _Toc48803427]BACKGROUND TO THE CONTRACTING AUTHORITY
Contracting authority is MOD of which the Royal Air Force is the entity requiring this contract. RAF High Wycombe in Buckinghamshire is a major administrative support Station. It hosts and supports HQ Air Command, several Groups, and the European Air Group. It also supports the Joint Ground Based Air Defence, and Joint Force Air Component Commander. RAF High Wycombe acts as the liaison between the RAF and United States Visiting Forces (USVF), and human resource support for Ministry of Defence civil servants working on USVF Bases in the UK. 

3. [bookmark: _Toc48803428]BACKGROUND TO REQUIREMENT / OVERVIEW OF REQUIREMENT 
3.1 With the increased adoption of hybrid working post-COVID, there is a requirement for the RAF to adapt its workspaces to enable the Whole Force to choose how to work in order to achieve more at both the individual, team and organisational level. The existing furniture options available through Air’s catalogues are limited and do not support Smart Working (SW) principles as set out in the Cabinet Office’s SW Code of Practice (PAS3000). 
3.2 The Authority requires a single-supplier Contract for the supply, delivery and installation of both task and loose furniture from the CCS Furniture and Associated Services Framework (RM6119).
3.3 As per the CCS Framework, suppliers are required Suppliers on the agreement are required to demonstrate their commitment to social value by completing an Annual Social Value Report. This includes reporting on Modern Slavery, Diversity of their Supply Chains, Fair and Inclusive Employment practices.
4. [bookmark: _Toc48803429]DEFINITIONS 
	CCS
	Crown Commercial Services

	FFE
	Furniture, fixtures and equipment

	HQ
	Headquarters

	MOD
	Ministry of Defence

	NTE
	Not to exceed

	PAS 3000
	Smart Working Code of Practice

	RAF
	Royal Air Force

	RAF HWY
	RAF High Wycombe

	USVF
	United States Visiting Forces

	SW
	Smart Working


[bookmark: _Toc48803430]
5. SCOPE OF REQUIREMENT 
5.1 The Authority requires the supply of furniture that aligns with SW principles. These items shall be delivered and installed at RAF HWY and Air Command in accordance with plans, schedules and documents provided.
5.2 Out of scope: office designs that incur additional costs; removal and disposal of existing furniture. 

6. [bookmark: _Toc48803431]THE REQUIREMENT
6.1 Provision of Furniture
6.1.1 The requirement detailed at Annex A is not in task and loose order but will be called off as: 
6.1.1.1 Task items: to include desks and peripherals, task and meeting room chairs, meeting and project tables, range of seating options, storage and general lockers.
6.1.1.2 Loose items: to include all other products on the CCS RM6119 Lot 1 and Lot 8 schedules.
6.1.2 There are no Project Specific items to address. 
6.1.3 Post contract award a “mock up” of selected furniture will need to be undertaken on site, working with the Authorities’ IT and fit-out personnel to check the cable plan and power install is understood and acceptable.  Assembly shall be carried out on pre-arranged times and dates.
6.2 Delivery and Installation
6.2.1 Suppliers should deliver and install as per the schedule set out in each requirement.
6.3 Provision of Cables and Connectivity and Equipment Install Services
6.3.1 The Supplier shall provide suitable *compatible VESA type or similar fitting for connection to monitor arm.
6.3.2 The Authority’s installation supervisor will be in attendance during the installation of furniture and will work with the contractor on the issue of equipment and any other installation and or logistic requirements. 
6.3.3 The Authority may choose to perform a 5% audit of the furniture once built and installed. 
6.3.4 In the unlikely event any Authority supplied equipment is faulty the Supplier shall inform the Authority by way of keeping a log which will be reviewed on a daily basis by the Authority installation supervisor. 
6.4 Breakout furniture requirement:
6.4.1 To include: 
6.4.1.1 Booths - a media bracket should be provided on all booths. To include option of an integrated table.
6.4.1.2 Standing tables able to accommodate multiple people.
6.4.1.3 Soft seating benches.
6.5 Chairs:
6.5.1 To include: 
6.5.1.1 Chairs with wheels and arms – to include a range of options, including fully adjustable and ergonomic variations.
6.5.1.2 Stools with back rests.
6.6 Tables and desks:
6.6.1 To include: 
6.6.1.1 Tables with wheels – to include a range of options, including height adjustable and wall mounted which would suit SW principles. 
6.7 Storage and Stands:
6.7.1 To include:
6.7.1.1 A variety of storage solutions in terms of dimensions and capacity. Types to include personal lockers, stationary cupboards and printer stands.
6.8 Additional Requirements
6.8.1 Operating and Maintenance documentation shall be made available for all items delivered.
6.8.2 Asset Management will include BIM and, asset lists, tagging etc. shall be provided.
6.8.3 Training sessions for Authority staff shall be organised before completion. This will include instructions for operation and adjustment of any furniture such as desks, monitor arms, folding tables, task chairs, etc. Dates shall be agreed with the Authority.
6.8.4 Suppliers must provide their own documentation for functionality, compatibility and acceptance testing. To be approved by the Authority.
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7. KEY MILESTONES AND DELIVERABLES
7.1 The enabling contract will have a cost limit of £1.2M (excluding VAT) and duration limit of three years. It should be noted that orders may be placed on the contract throughout the duration of the contract. 

	Milestone
	Description
	Expected Timeframe

	1
	Tender pack issued to Suppliers
	06 Dec 21

	2
	Tender responses
	Milestone 1 + 2 weeks

	3
	Authority evaluation of tenders
	Milestone 2 + 2 weeks

	4
	Contract Award
	Milestone 3

	5
	Furniture delivery and installation
	No later than 6 weeks after Milestone 4



8. [bookmark: _Toc48803433]MANAGEMENT OF INFORMATION/REPORTING
8.1 The Supplier is required to provide information to support the effective and efficient management of the Contract.
8.2 The Supplier is required to complete and report this data using Annex 7 – KPI Reporting Template and Annex 8 – MI Reporting Template, on a monthly basis, on every 5th working day of the month.

9. [bookmark: _Toc48803434]VOLUMES
9.1 An initial order will be placed to establish the enabling contract, as at Annex B. 
9.2 Subsequent orders will be placed by the Authority as requirements are defined.
9.3 There is no commitment to a minimum volume. 

10. [bookmark: _Toc48803435]CONTINUOUS IMPROVEMENT
10.1 The Supplier will be expected to continually improve the way in which the required Goods/Services are to be delivered throughout the Contract duration. 
10.2 The Supplier should present new ways of working to the Authority during monthly/quarterly Contract review meetings. 
10.3 Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented. 

11. [bookmark: _Toc48803436]SUSTAINABILITY
11.1 Suppliers are required to remove their waste at regular intervals and not leave stored items within the working areas.
11.2 Suppliers will be required to provide waste transfer notices as proof of waste away.


12. [bookmark: _Toc48803437]QUALITY
12.1 All outputs to be delivered to standards agreed within the CCS RM6119 framework, and to the Government Property Agency (GPA) Workspace Design Guide.

13. [bookmark: _Toc48803438]PRICE
13.1 Prices are to be submitted via the e-Sourcing Suite Attachment 4 – Price Schedule excluding VAT and including all other expenses relating to Contract delivery. 

14. [bookmark: _Toc48803439]STAFF AND CUSTOMER SERVICE
14.1 The Supplier shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service.
14.2 The Supplier’s staff assigned to the Contract shall have the relevant qualifications and experience to deliver the Contract to the required standard. 
14.3 The Supplier shall ensure that staff understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  
14.4 The Supplier shall provide customer service available between the hours of 09:00 - 17:00 on weekdays with the exception of recognised UK Bank Holidays and Public Holidays.

15. [bookmark: _Toc48803440]SERVICE LEVELS AND PERFORMANCE
15.1 The Authority will measure the quality of the Supplier’s delivery against the following Key Performance Indicators:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Supply, Delivery and Installation
	Supply, delivery and installation of all furniture within agreed timeframes (6 weeks) from receipt of order.
	100% at all times



	2
	Snagging
	Supplier to resolve issues identified on snagging report within 72 hours from acknowledgement.
	At least 98% at all times

	3
	Complaints Acknowledgement
	Supplier to acknowledge customer complaints/feedback within 1 working day of receipt.

	100% at all times

	4
	Defects Handling
	Supplier to respond and resolve defects, including repairs: 
· Priority 1 (24 hours)
· Priority 2 (Task Furniture 3 working days, Loose Furniture 5 working days)
	At least 98% at all times

	5
	Warranty Handling
	Supplier to respond and resolve warranty issues:
· First Response (24 hours)
· Site Visit (within 2 working days)
· Resolution (standard 5 working days)
	At least 98% at all times

	6
	Complaints Resolution
	Resolution of complaints within agreed timeline as stipulated at KPI 4 or 5 (whichever is appropriate)
	At least 98% at all times



15.2 The Supplier shall complete the KPI Reporting Template at Annex 7 of this Statement of Requirements to inform the Authority on its performance against these KPIs. The Supplier shall report this data on a monthly basis, every 5th working day of the month.
15.3 In the event of poor performance through the failure to deliver KPIs to time and of appropriate quality, the Authority shall meet with the Supplier to understand the root cause of the issue, and agree a performance improvement approach.
15.4 Where continued poor performance constitutes a Contract Default, the Potential Provider shall formulate a Rectification Plan to address these issues.
15.5 Should the Contract Default not be corrected in line with a Rectification Plan which has been accepted by the Authority, the Authority has the right to immediately terminate the Contract.

16. [bookmark: _Toc48803441]SECURITY AND CONFIDENTIALITY REQUIREMENTS
16.1 The Contractor is to ensure that all the Contractor’s Personnel who require access to the site have at least a Baseline Personnel Security Standard (BPSS) clearance. Contractor’s Personnel that are not in possession of this security clearance will not be allowed access to MOD facilities.
16.2 Prior to access the Contractor will provide the following: Name of driver/contractors; vehicle details; vehicle size; vehicle registration number.
16.3 The property operates a strict NO SMOKING policy in accordance with the Health & Safety at Work Act.
16.4 All information related to, or generated by this Contract, is to be treated in the appropriate manner in accordance with Government Security Classifications. The classification of the material to be handled shall not exceed OFFICIAL SENSITIVE in nature.
16.5 All personnel data processed under this Contract is to be treated in accordance with the Data Protection Act 2018 and General Data Protection Regulation (GDPR) 2018.

17. [bookmark: _Toc48803442]PAYMENT AND INVOICING 
17.1 Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 
17.2 Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and associate costs. 
17.3 Invoices should be submitted to: To be confirmed at Contract Award

18. CONTRACT MANAGEMENT 
18.1 The Supplier will be deemed to have allowed for attendance at meetings and for co-ordinating their works with other client teams, suppliers and/or service providers. Evidence of this should be contained within the Supplier’s resourcing plan.
18.2 Attendance at Contract Review meetings shall be at the Supplier’s own expense.

19. [bookmark: _Toc48803443]INTELLECTUAL PROPERTY RIGHTS (IPR) 
19.1 There are no known IPR requirements to the Contract from the Authority.

20. [bookmark: _Toc48803444]LOCATION 
20.1 The location of the Services will be carried out at: 
RAF High Wycombe, Walters Ash, High Wycombe, HP14 4UE (to cover all sites and buildings covered by RAF HWY and Air Command), including Greenwood Flats, DIO Building, Greenwood, RAF High Wycombe, HP14 4XE.

21. ANNEXES
21.1 The following documents are annexed to this Statement of Requirements:

21.1.1 Annex A – Initial requirement for Greenwood Flats












 











Annex A

Initial Requirement for Greenwood Flats

The initial order will be for the Smart Working team. An estimate of the furniture requirements are as follows, though this may be adjusted during the design process:

	Serial
	Furniture Item
	Ref Code (as per CCS Framework schedules)
	Quantity

	1
	Fully upholstered chair, 5 star castor, with arms
	DONOT-01-SMC 
INTER-01-SMCa
	6

	2
	Mobile training chair
	BOOKA-01-STC
	11

	3
	Meeting booth (four person)
	INTER-01-TWD
	1

	4
	High stool with back rest
	INFOR-01-SHC
INTER-01-SHC 
AMENI-01-SHC
	8

	5
	Height adjustable workstations (single person configuration)
	FOCUS-01-TWD
DONOT-02-TWD
BOOKA-01-TWD
INTER-03-TWD
	8

	6
	Foldable mobile table
	INTER-01-TFT
BOOKA-01-TFT
AMENI-01-TFT
	10

	7
	Touchdown high counter
	INFOR-01-TIM
DONOT-01-TWB
INFOR-01-TWB
	2

	8
	Focus booth
	DONOT-01-TWD 
BOOKA-03-TWD
	2

	9
	Monitor arms
	FOCUS-01-MS
	8

	10
	Storage unit
	FOCUS-01-RMC
	1

	11
	Storage unit
	FOCUS-01-RMCa
	1

	12
	Personal locker (4 locker high)
	AMENI-01-RLK
	5

	13
	Wall mounted magnetic whiteboards
	SUNL-30
	9

	14
	Freestanding acoustic dividers
	SUNL-32
	12

	15
	Umbrella stands
	SUNL-17
	5
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