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Order Form 


CALL-OFF REFERENCE:		PS/25/01 - Provision of Red Hat Renewal

THE BUYER:			Driver and Vehicle Licensing Agency (DVLA)
 
BUYER ADDRESS			Longview Road, Morriston, Swansea, SA6 7JL 

THE SUPPLIER: 			Akhter Computers Limited 
SUPPLIER ADDRESS: 		xxx “redacted under FOIA section No 40 – Personal Information”
REGISTRATION NUMBER: 	xxx “redacted under FOIA section No 41 – Information provided in confidence”

DUNS NUMBER:       		xxx “redacted under FOIA section No 41 – Information provided in confidence”
SID4GOV ID:                 		N/A


APPLICABLE FRAMEWORK CONTRACT

This Order Form is for the provision of the Call-Off Deliverables and dated 21/03/2025. 
It’s issued under the Framework Contract with the reference number RM6098 for the provision of Technology Products & Associated Service 2. 
[bookmark: _heading=h.30j0zll]
CALL-OFF LOT(S):
Lot 3 Software 


CALL-OFF INCORPORATED TERMS
This is a Bronze Contract.

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 and Interpretation) RM6098
3. Framework Special Terms
4. The following Schedules in equal order of precedence:

· Joint Schedules for RM6098
· Joint Schedule 2 (Variation Form) 
· Joint Schedule 3 (Insurance Requirements)
· Joint Schedule 4 (Commercially Sensitive Information)		
· Joint Schedule 7 (Financial Difficulties) including Annex 5 – Optional Terms for Bronze Contracts 
· Joint Schedule 10 (Rectification Plan)
· Joint Schedule 11 (Processing Data)

· Call-Off Schedules for RM6098		
· [Call-Off Schedule 6 (ICT Services)]
· [Call-Off Schedule 8 (Business Continuity and Disaster Recovery) 

5. [bookmark: _heading=h.gjdgxs]CCS Core Terms (version 3.0.11) as amended by the Framework Award Form
6. [Annexes A-E to Call-Off Schedule 6 (ICT Services)]


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
N/A

CALL-OFF START DATE:			31/03/2025
CALL-OFF EXPIRY DATE: 		30/03/2028
CALL-OFF INITIAL PERIOD:		3 years 






CALL-OFF DELIVERABLES 
DVLA are looking to renew its Red Hat contract from 31/03/25. DVLA currently has a mix of Red Hat Enterprise Linux deployed both on premise and off-premise.
The full requirement is outlined below:
REQUIREMENT
· RH00006 x 2 - Red Hat Enterprise Linux for Virtual Datacenters with Smart Management, Premium
· RH00031 x 4 - Smart Management
· RH00008 x 45 -Red Hat Enterprise Linux Server with Smart Management, Premium (Physical or Virtual Nodes)

xxxx “redacted under FOIA section No 41 – Information provided in confidence”




LOCATION FOR DELIVERY

	D - Basement Morriston


	D-Block Stores,
DVLA,
Longview Road,
Morriston,
Swansea
SA6 7JL
7am till 3pm



LOCATION FOR LICENCE KEYS
xxx “redacted under FOIA section No 40 – Personal Information”



TESTING OF DELIVERABLES
Not applicable


WARRANTY PERIOD
The warranty period for the purposes of Clause 3.1.2 of the Core Terms shall be per manufacturer warranty.


MAXIMUM LIABILITY 
The limitation of liability for this Call-Off Contract is stated in Clause 11.2 of the Core Terms. 

The Estimated Year 1 Charges used to calculate liability in the first Contract Year is xxx “redacted under FOIA section No 41 – Information provided in confidence”
 in the first 12 months of the Contract.
Red Hat require full payment for the term at the start of the contract.




CALL-OFF CHARGES
The Charges for the Deliverables

Xxx “redacted under FOIA section No 41 – Information provided in confidence”


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:
· [Indexation]
· [Specific Change in Law]
· [Benchmarking using Call-Off Schedule 16 (Benchmarking)]


REIMBURSABLE EXPENSES
Not applicable


PAYMENT METHOD
The Supplier shall submit invoices directly to the billing address as per the Buyer’s order. The Supplier shall invoice the Buyer for Goods on despatch and for Services as per Supplier’s quotation. Payment to be made by BACS payment.


BUYER’S INVOICE ADDRESS: 
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 address listed below:
Email: SSa.invoice@Ubusinessservices.co.uk
Postal Address: 
Unity Business Services (UBS)
5 Sandringham Park
Swansea Vale
SA7 0EA  




BUYER’S AUTHORISED REPRESENTATIVE
xxx “redacted under FOIA section No 40 – Personal Information”



BUYER’S ENVIRONMENTAL POLICY



BUYER’S SECURITY POLICY
None

SUPPLIER’S AUTHORISED REPRESENTATIVE
xxx “redacted under FOIA section No 40 – Personal Information”





SUPPLIER’S CONTRACT MANAGER
xxx “redacted under FOIA section No 40 – Personal Information”


PROGRESS REPORT FREQUENCY
Not applicable

PROGRESS MEETING FREQUENCY
Not applicable

KEY STAFF
xxx “redacted under FOIA section No 40 – Personal Information”


KEY SUBCONTRACTOR(S)
Not applicable

COMMERCIALLY SENSITIVE INFORMATION
Not applicable

SERVICE CREDITS
Not applicable


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 social value commitments in Call-Off Schedule 4 (Call-Off Tender)]

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

	Signature:
	Xxx “redacted under FOIA section No 40 – Personal Information”

	Signature:
	Xxx “redacted under FOIA section No 40 – Personal Information”


	Name:
	Xxx “redacted under FOIA section No 40 – Personal Information”

	Name:
	Xxx “redacted under FOIA section No 40 – Personal Information”


	Role:
	Sales & Purchasing Administrator
	Role:
	Commercial Category Lead

	Date:
	25 March 2025
	Date:
	25th March 2025



[Buyer guidance: execution by seal / deed where required by the Buyer].


Framework Ref: RM	                                           
Project Version: v1.0		 
Model Version: v3.0			
Framework Ref: RM6098	                                           
Project Version: v2.0		 1
Model Version: v3.8				
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DVLA Invoicing Procedures



General

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



The contract specification will set out the timing of invoices.

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: 

· The name of the invoicing party (e.g. DVLA business unit). 

· Valid unique Purchase Order (PO) number relevant to the goods/services being invoiced. The PO number must be in the format 8000XXXXXX or 450XXXXXX. This will be found on the Purchase Order you receive.

· Clear and detailed description of the goods, services or works supplied.

· The sum requested including quantities/prices (as applicable) consistent with those on the original PO. 

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.

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

All invoices or credit notes must be an original document.

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. 

You must identify the business unit the invoice or credit note relates to e.g. DVLA.

E-invoices must not include profanities, as these will also be blocked by Unity Business Services (UBS) email security filters and may delay/stop the invoice being received.

If an invoice needs to be withdrawn for any reason, you will need to send a credit note. 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.

Any correspondence or enquiry sent to the designated email address for invoices/credit notes which is not an original document will be deleted, with no action being taken.

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




Transmission of Invoices

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 address listed below:

Email: SSa.invoice@Ubusinessservices.co.uk

Postal Address: 

Unity Business Services (UBS)
5 Sandringham Park
Swansea Vale

SA7 0EA  

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.

All e-invoices and/or credit notes must be sent in a PDF format. Any documents that are received and are not in a PDF format will be deleted with no action being taken.

A 10Mb maximum file size per email is applicable.

If the e-invoice is encrypted, this could result in the invoice being blocked by Unity Business Services (UBS) email security filters. 

Unity Business Services (UBS) cannot be responsible for any e-invoice until it has been received. Responsibility for ensuring the e-invoice is received by Unity Business Services (UBS) in a timely manner lies with the supplier.



How to Notify a Change

If you change important information, such as your organisation’s contact or bank details, you need to provide written official confirmation. Please notify Unity Business Services (UBS) as soon as possible:

Tel: 0344 892 0343

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

Postal Address: 

Unity Business Service (UBS)
5 Sandringham Park
Swansea Vale SA7 0EA






Enquiring about progress of payments

All supplier invoices and payment enquiries must be directed to Unity Business Services (UBS). If you contact the relevant business unit directly, they will direct you to Unity Business Services (UBS).

For all payment and invoice queries you will need to contact the Unity Business Services (UBS) Support Desk directly on 0344 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.

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.

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

If Unity Business Services (UBS) has the invoice but cannot release it for payment, you are required to take appropriate action to ensure it can be paid.

If the invoice has not been received by Unity Business Services (UBS), the responsibility is on you to get the invoice to Unity Business Services (UBS). If you are sending invoices to anyone other than Unity Business Services (UBS), please change your customer invoicing address to Unity Business Services (UBS).

If a response from Unity Business Services (UBS) is required, one will be provided to you within 10 working days.

If you have any remittance queries, these should be discussed with Unity Business Services (UBS): 

Tel: 0344 892 0343

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

You must also ensure that a statement is sent to Unity Business Services (UBS) monthly to aid prompt payment of invoices (email and postal address as above).
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Corporate environmental policy

| m Driver & Vehicle Licensing Agency

Policy statement

DVLA is committed to protecting the environment, preventing pollution
and continually improving our environmental performance.

Description

DVLA's operational activities and the individual activity of its staff affect
the environment. The aim of this policy is to tell our interested parties
including staff, contractors, suppliers and the public that DVLA is
committed to reducing any negative environmental impacts produced
by our activities, products, and services.

Our policy is to continually improve our environmental performance by:

working towards Net Zero by 2050 by reducing greenhouse gas
emissions from our estate and travel

reducing waste whilst maximising our recycling and re-use
opportunities

reducing how much paper we use

monitoring and reducing how much water we use

ensuring our procurement takes sustainability into account
protecting and enhancing our estate’s biodiversity and ecosystems

developing a climate change adaptation strategy to mitigate any
risks identified

ensuring an overall more sustainable approach to our use of IT
equipment and digital services





Corporate environmental policy

Delivery and monitoring
We will:
e fulfil our compliance obligations in relation to the environment

* meet or exceed the terms of the government’s policy on the
environment

e continually improve our environmental management system
to enhance our environmental performance

e work towards achieving our greening government commitments
to protect the local and wider environment

e collate, monitor, and analyse data to measure performance against
our targets and objectives

® prepare for policy changes and tighter targets

e encourage staff, contractors, and suppliers to reduce their impact
on the environment when providing services and products to us
and within their own organisations

® produce regular reports for the executive team and senior managers

e produce accurate interim reports on request which are easy
to understand

e 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.

Policy owner: Julie Lennard

Name of originator: Andrew Lees
Date of last review: November 2021

Date of next review: April 2025

| m Driver & Vehicle Licensing Agency 3





Corporate environmental policy
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		Purpose  



		This policy explains how we in DVLA should manage energy to help reduce costs and support the government’s strategies to transform into a low-carbon economy, as detailed in the 2050 low-carbon roadmap. 

		This policy sets out how we intend to fulfil this responsibility and provides the overarching guidelines for our supply chain. 

		Description



		Our aims as an agency in managing our energy are to make sure that we: 

		•	minimise greenhouse gas emissions 

		•	reduce energy costs

		•	become more energy efficient. 

		Reducing emissions





		To ensure the most efficient use of energy on site we will: 

		•	monitor and measure the estate’s energy consumption by collecting data from suitably placed sub-meters 

		•	look to continuously improve the energy efficiency of the agency’s use of equipment and estate 

		•	maximise opportunities for onsite generation 

		•	regularly consider investment in renewable energy sources  

		•	consider adopting new technologies as they become available.

		Purchasing 

		Utilities 







		When we need to purchase energy from the national grid, we will make sure that we:

		•	source all our utilities from the Government Procurement Services Framework

		•	are aligned with the most current government policy on purchasing energy. 

		Equipment 





		When we need to procure electrical equipment we comply with or exceed the Government Buying Standards (GBS). 

		If the item is outside the GBS we will: 

		•	choose the most energy efficient option at best value, that meets our needs 

		•	make sure we include whole-life costs including energy use and disposal costs in our decision-making. 

		Delivery 





		We will deliver this policy through:

		•	the Private Finance Initiative (PFI) contract 

		•	Commercial Directorate processes 

		•	managers across the agency who will understand the requirements to become more energy efficient. 



		Estates Management Group (EMG) will be responsible for making sure staff and contractors are aware of this policy and its purpose. 

		Human Resources

		Corporate energy policy 



		DVLA
Longview Road
Morriston
Swansea
SA6 7JL

		gov.uk/dvla
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[bookmark: _Toc180750810]1. Introduction

In accordance with the terms and conditions of RM6098 Technology Products and Associated Services 2 - Lot 3 Software, the Driver and Vehicle Licensing Agency (DVLA) invites proposals for the following: Provision of Red Hat Renewal.



[bookmark: _Toc180750811]2. Background to the Requirement

The DVLA is an Executive Agency of the Department for Transport (DfT), based in Swansea. The DVLA’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 (VED). 



DVLA are looking to renew its Redhat contract from 31/03/25. DVLA currently has a mix of Red Hat Enterprise Linux deployed both on premise and off-premise.



The full requirement is outlined below:



REQUIREMENT

· RH00006 x 2 - Red Hat Enterprise Linux for Virtual Datacenters with Smart Management, Premium

· RH00031 x 4 - Smart Management

· RH00008 x 45 -Red Hat Enterprise Linux Server with Smart Management, Premium (Physical or Virtual Nodes)



[bookmark: _Toc253400957][bookmark: _Toc180750812]3. Procurement Timetable

The timetable for this procurement is set out in the table below. The timetable may be changed at any time but any changes to the dates will be made in accordance with the Regulations (where applicable).



Suppliers will be informed if changes to the timetable are necessary.





The key dates for this procurement (Timetable) are currently anticipated to be as follows: 



		Event

		Date



		Issue of the ITT to all potential suppliers

		19th Feb 2025



		Deadline for receipt of clarifications 

		26th Feb 2025 12pm



		Deadline for the publication of responses to ITT clarification questions 

		27th Feb 2025 12pm



		Deadline for receipt of responses 

		03rd Mar 2025 12pm



		Evaluation of responses

		04th Mar 2025



		Notification of contract award decision

		07th Mar 2025



		Contract start date [and start of mobilisation period]

		22nd March 2025







DVLA reserves the right to amend the Timetable. Any changes to the Timetable shall be 

notified to all suppliers as soon as practicable.



[bookmark: _Toc177969166][bookmark: _Toc180380665][bookmark: _Toc180750813][bookmark: _Toc177969167][bookmark: _Toc180380666]4. Scope

 The requirement is to continue DVLA’s support and maintenance agreement.



[bookmark: _Toc253400959][bookmark: _Toc180750814]5. Implementation and Deliverables

 This is covered in Section 6.



[bookmark: _Toc177969168][bookmark: _Toc180380667][bookmark: _Toc180750815]6. Specifying Goods and / or Services

DVLA are looking to renew its Redhat contract from 31/03/25. DVLA currently has a mix of Red Hat Enterprise Linux deployed both on premise and off-premise.



The full requirement is outlined below:



REQUIREMENT

· RH00006 x 2 - Red Hat Enterprise Linux for Virtual Datacenters with Smart Management, Premium

· RH00031 x 4 - Smart Management

· RH00008 x 45 -Red Hat Enterprise Linux Server with Smart Management, Premium (Physical or Virtual Nodes)



The DVLA would like costings for a 2 and 3 year contract, with an option to extend the 2 year duration by 12 months if required (i.e. a 2 +1 contract).



Note: Evaluation will be based on a 2 year cost contract paid annually. 



However, we will be asking the suppliers to provide a 2 year cost paid upfront, and a 3 year cost paid up front. It will be the discretion of the DVLA to award a 2 year contract paid upfront or a full 3 year term to the successful supplier (successful supplier is based on 2 year evaluation paid annually) if the costs are favourable.



7. Social Value Considerations 

[bookmark: _Hlk87971088]The Social Value Act (2012) requires contracting authorities to consider social

value when procuring services, by taking into account the additional social benefits that can be achieved in the delivery of its contracts.  It has been identified that Procurement Policy Note 06/20 – taking account of social value in the award of central government contracts applies to this procurement. 



Using policy outcomes aligned with Government’s priorities, a weighting of 10% of the overall score for this requirement is dedicated to social value criteria. 





8. Modern Slavery Considerations



Modern Slavery Assessment Tool (MSAT) 

The MSAT is a modern slavery risk identification and management tool. This tool has been designed to help public sector organisations work in partnership with suppliers to improve protections and reduce the risk of exploitation of workers in their supply chains. It also aims to help public sector organisations understand where there may be risks of modern slavery in the supply chains of goods and services they have procured. 



Please note that the successful supplier, as part of the contract, may be requested to complete the MSAT and, where appropriate, work with the DVLA in resolving any issues identified. If completion of the MSAT is required, the DVLA will instruct as appropriate. Suppliers who have previously completed the MSAT for another Government body may share their results with the DVLA. 



The requirement to complete and assess the MSAT at appropriate intervals throughout the lifecycle of the contract may also form part of the Contract Management process. 



In addition to completing the MSAT, and depending on the outcome of this assessment, it may be necessary for the DVLA to work with the successful supplier to undertake a supply chain mapping exercise to have a more informed position of any modern slavery risks within the wider supply chain beyond first tier/prime supplier. Such an exercise may also cover wider compliance with all relevant social, ethical and legal requirements of first tier/prime suppliers and their supply chain.



For further information on the MSAT and registration process, please visit:

https://supplierregistration.cabinetoffice.gov.uk/msat







[bookmark: _Toc180750816]9. Other Requirements

9.1 Information Assurance and Governance 



IAG Security Schedule

Where the supplier processes Government data, including but not limited to, personal data on behalf of the DVLA the following requirements shall apply, unless otherwise specified or agreed in writing.

Assurance and Audit



Use of Artificial Intelligence for delivery of the requirement

The Buyer wishes to understand and approve any proposed use of any Artificial Intelligence (AI) tools/solutions to carry out activities in delivery of this contract. 



Suppliers must state any plans to use such tools/solutions in their proposals. 



Any proposed AI tools/solutions or extensive processing of data would need to be discussed and agreed with the Buyer before delivery as part of the contracted work so that the department can carry out the necessary impact assessments to ensure that the proposal is compliant with relevant laws and government policy. 



Are AI or machine learning technologies used as part of the products/services you intend to provide?

Yes ロ

No ロ



If Yes: Please describe how AI technologies are integrated into your service offerings.  



Should the successful Supplier wish to introduce AI tools/solutions at any point throughout the life of the contract, then a proposal should be submitted to the Buyer’s Contract Manager who will consider the proposal and either confirm or decline the usage of AI tools/solutions.



Supplier Devices 

· Removable Media 

The supplier shall not use removable media in the delivery of this contract without the prior written consent of the DVLA.

 

Governance 

· Organisational Structure

The supplier shall have a senior individual responsible for DVLA assets within your custody.



· Asset Management 

The supplier shall implement and maintain an asset register that identifies and records the value of sensitive DVLA assets which require protection. This includes both physical and information assets.  Risk assessments should be managed to ensure that the security of the asset is proportionate to the risk depending on value and sensitivity.



· Policies

The supplier shall establish, or indicate that they have in place, policies which detail how DVLA assets should be processed, handled, copied, stored, transmitted, destroyed and/or returned. These shall be regularly maintained.  The supplier shall provide evidence of relevant policies upon request.



· Return of Data / Information to DVLA 

The supplier must be able to demonstrate they can supply a copy of all data or information on request or at termination of the service.



· Destruction / Deletion of Data or Information 

The supplier must be able to securely erase or destroy all DVLA-related data or information that it has been stored and processed for the service, upon DVLA request. 



· Incident Management 

The supplier shall have policies in place which set out how information security incidents, and personal data breaches or data loss events (including breaches to the confidentiality, integrity, availability, and resilience of data) should be managed and who it should be escalated to, including notifying the DVLA immediately, or in any case within 24 hours, of becoming aware of the incident/s and/or breach/es.



This policy shall also include:

a) individual responsibilities for identifying and reporting security incidents and information security breaches;

b) a reporting matrix including escalation points; 

c) an up to date list of relevant internal and external contact points; and

d) a timeline detailing at which point the policy should be implemented.



Personal Data 



· Processing Personal Data

The supplier as part of the contract agrees to comply with all applicable UK law relating to the processing of personal data and privacy, including but not limited to the UK GDPR and the Data Protection Act 2018, and the EU GDPR where applicable to the processing.



· International Transfers (Offshoring) of Government Data

When international transfers or offshoring is described, the focus is typically on the physical location where data is hosted (such as where the data centres are located).  However, whilst physical location of data is a critical part of the offshoring question, it is important to understand how and where data might be logically accessed. Administrators or technical support staff may be located anywhere in the world, with logical access to data.



The supplier (and any of its third party sub-contractors, sub-processors or suppliers) shall not, transfer, store, process, access or view DVLA data outside of the UK without the prior written approval of DVLA, which may be subject to conditions.  Any changes to offshoring arrangements must also be approved by DVLA.



Any request to offshore DVLA data must receive formal approval from DVLA prior to the commencement of any data processing activity. This is requested through the completion of DVLA’s offshoring questionnaire.



In the event that the supplier proposes to offshore any DVLA data as part of the contract, they would be required to provide details in the offshoring questionnaire about the processing to be carried out offshore, including:

a) the privacy risks and the security controls in place to protect the data; 

b) how the offshoring arrangement is legitimised to comply with relevant data protection legislation (e.g. adequacy decision, appropriate safeguards, Standard Contractual Clauses/International Data Transfer Agreements); and 

c) where applicable details of any transfer risk assessment that has been conducted, along with any supplementary measures implemented.



Processing of Sensitive Information (not Personal Data) 



· Security Classification of Information

If the provision of the services requires the supplier to process DVLA data which is classified as OFFICIAL:SENSITIVE or higher, the supplier shall implement such additional measures as agreed with the DVLA in order to enhance the safeguarding of such information. A copy of the Government Security Classification scheme can be found at: https://www.gov.uk/government/publications/government-security-classifications 



Personnel 



· Security Clearance



· Level 1 The supplier is required to acknowledge in their response that any supplier 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.



· Level 2 

The supplier is required to confirm that Baseline Personnel Security Standard clearance (BPSS) is held for any supplier staff that will have: 

· access to or will process DVLA (customer or staff) data or information

· access to the DVLA site to provide routine maintenance

· access to the DVLA site and/or DVLA systems



The aim of the BPSS verification process is to provide an appropriate level of assurance as to the trustworthiness, integrity and proper reliability of prospective staff. 



The BPSS comprises verification of the following four main elements:

1.  Identity;

2.  Employment History (past 3 years);

3.  Right to Work (RTW) in the UK;

4.  Criminal Record Check (unspent convictions only).



BPSS is a series of checks conducted once a provisional offer of employment is accepted by individuals. A formal offer shall only be made once BPSS is passed. BPSS is not a national security vetting (NSV) clearance. It applies to all individuals working within and for the government, such as civil servants, contractors, members of the armed forces, temporary staff and suppliers.

The supplier is required to provide evidence that the relevant BPSS checks (as listed above) have been undertaken. 







9.2 Sustainability

DVLA is committed to reducing any negative impacts produced by both our activities, and the products and services we procure. This aligns to the Greening Government Commitments which state we must: “Continue to buy more sustainable and efficient products and services with the aim of achieving the best long-term, overall value for money for society.”



[bookmark: _Hlk113282128][bookmark: _Hlk113282474]DVLA is certified to ISO 14001:2015, more information is available in our Environmental Policy at https://www.gov.uk/government/publications/dvlas-environmental-policy The Supplier shall comply with this policy.



Where appropriate, the Supplier shall assist DVLA in achieving its Greening Government Commitments, current iteration detailed on Greening Government Commitments 2021 to 2025 - GOV.UK (www.gov.uk) i.e. Reduce CO₂ emissions through energy consumption and travel, reduce water consumption and waste produced.



In line with Government commitments, the Supplier shall provide the specified products and / or services without the use of single use plastic. 



The Supplier shall be committed to, and if requested be able to evidence, continual environmental improvements in their own organisation (ideally through a certified EMS, i.e. ISO 14001).



If available, the Supplier shall provide a copy of their sustainability or environmental policy.



If requested, the Supplier shall provide data on carbon emissions related to the products and / or services being supplied to aid with scope 3 emission calculations and other Government reporting requirements.

[bookmark: _Hlk73625028][bookmark: _Hlk75961402]

[bookmark: _Hlk151458822]The Supplier shall be committed to waste avoidance and reducing the amount of waste generated compared to previous years. 



The Supplier shall be committed to resource efficiency and reducing their consumption of natural resources. 



All waste shall be disposed of correctly and in accordance with the waste hierarchy (as per the Waste (England and Wales) Regulations 2011) and duty of care (as per the Environmental Protection Act 1990 and the Environmental Protection (Duty of Care) Regulations 1991), and any applicable legislation.



The Supplier shall regard any associated packaging and replacement / redundant parts as their own waste, and ensure they are removed from DVLA’s site for appropriate disposal. Reuse and recycling routes should be promoted to further reduce waste arising. Any non-reusable or recyclable waste must be disposed of correctly and accordance with the waste duty of care.



[bookmark: _Hlk151719551]The Supplier shall continually aim to travel sustainably whilst conducting DVLA business or attending a DVLA site.



The Supplier shall be committed to reducing their carbon emissions year on year.



The Supplier shall ensure that any activities conform to the overarching principles of the Greening Government ICT and Digital Services Strategy, current iteration detailed on https://www.gov.uk/government/publications/greening-government-ict-and-digital-services-strategy-2020-2025/greening-government-ict-and-digital-services-strategy-2020-2025. The strategy outlines the Government’s vision to be a global leader in sustainable ICT. The Supplier must confirm their understanding and acceptance of this strategy.





9.3 Health and Safety

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]DVLA has an Occupational Health and Safety Management System that is certificated to ISO45001. Further information on our Health & Safety Policy, is available on request.



All Supplier Staff working in the DVLA on any of our premises must fully comply with relevant health and safety legislation, together with health, safety and welfare policy and management arrangements applied by the DVLA. If appropriate, these issues must be addressed at or before the award of the contract and may form part of the procurement process. Where requested, Suppliers will be required to provide copies of their health and safety policy statement, risk assessments and method statements, clearly identifying any safety implications that their activities may have and how these will be managed. Contract management staff are responsible for checking health and safety information provided by Suppliers and passing relevant information to local line management and staff. Supplier’s safety performance will be monitored and checked as part of normal contract management.





9.4 Diversity and Inclusion

The Public Sector Equality Duty (PSED) is a legal requirement under the Equality Act 2010. The Equality Duty ensures that all public bodies play their part in making society fairer by tackling discrimination and providing equality of opportunity for all. It ensures that public bodies consider the needs of all individuals in their day-to-day work – in shaping policy, in delivering services, and in relation to their own employees. DVLA is committed to encouraging equality, diversity and inclusion within our workforce and against unlawful discrimination of employees, customers and the public. We promote dignity and respect for all and will not tolerate bullying, harassment or discrimination by staff, customers or partners we work with. 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 transactions with customers and our staff. 





9.5 Business Continuity 

‘Suppliers shall have robust Business Continuity and Disaster Recovery Plans which align to a code of practice such as ISO22301. Suppliers must supply the contents of these plans to the Agency. 

The successful supplier will test their business continuity arrangements no less than once per annum and shall inform the Agency when such tests or exercises are scheduled. Outcomes of these tests or exercises must be made available to the Agency in writing upon request. 

Suppliers will notify DVLA in writing within twenty-four (24) hours of any activation of the business continuity plan, in relation to the services provided to DVLA’





9.6 Use of DVLA Brands, Logos and Trademarks

The DVLA does not grant the successful Supplier licence to use any of the DVLA’s brands, logos or trademarks except for use in communications or official contract documentation, which is exchanged between the DVLA and the successful Supplier as part of their fulfilment of the Contract.

Approval for any further specific use of the DVLA’s brands, logos or trademarks must be requested and obtained in writing from the DVLA.





9.7 Delivery Instructions – Goods Inward 



9.7.1 Not Required







9.7.2 Delivery Address/Locations



		D - Basement Morriston





		D-Block Stores,

DVLA,

Longview Road,

Morriston,

Swansea

SA6 7JL

7am till 3pm







The delivery address will be included in the formal DVLA Purchase Order. It is your responsibility to ensure that the designated delivery vehicle is dispatched to the correct location. 









9.7.3 Onsite equipment

The location has a combination of reach, counterbalance, and clamp forklift trucks along with electric powered pallet trucks and hand pallet trucks. The maximum loaded weight that can be safely managed using the existing equipment is 1.6 metric tonnes.



9.7.4 Site Etiquette

On arrival delivery drivers must make themselves known to the DVLA Security Team at the security sentry post/gatehouse. The DVLA Security Team will request details from the driver (i.e. driver’s name, vehicle make/model, vehicle registration number etc.) to ensure a match with the information already provided to DVLA when the delivery was pre-booked. The DVLA Security team will process the vehicle and enable access to site accordingly.



On accessing the site the driver must make themselves known to the DVLA Stores and Logistics staff. 



A ‘goods in’ notification bell is located at the loading bay entrances. Drivers are requested to ring the bell and await the arrival of the stores loading bay supervisor.



Assistance to offload the delivery will be arranged by the stores supervisor. 

Drivers must not reverse onto the loading bay without expressed permission. The stores supervisor will aid the driver when backing onto the loading bay. Stores and Logistics staff safety protocols must always be observed.

 

Drivers must not leave any items unattended or unsigned for at any loading bay entrances. This will trigger a security breach and items being quarantined until deemed safe to accept. This will delay the goods in process.

When the delivery has been offloaded, checked and approved the Stores Supervisor will sign and provide the relevant remittance slip to the driver (usually the delivery carrier’s official delivery note).



9.7.5 Unsafe Load or Non-Compliant Delivery

If the loading bay supervisor deems the delivery unsafe or non-compliant the delivery will be rejected back to the Supplier to resolve and re-deliver.



9.7.6 Consignment Labelling

Labelling must conform to the standards outlined in the Packaging Requirements. Non-compliance will result in the delivery being rejected back to the Supplier to resolve and re-deliver. 



9.7.7 Exceptional Circumstances

It is important that oversized or heavier goods are highlighted to DVLA in your response so that an alternative delivery plan can be provided.

 



[bookmark: _Toc180750817]10. Arrangement for End of Contract

[bookmark: _Hlk115775229]The Supplier shall fully cooperate with the DVLA to ensure a fair and transparent re-tendering process for this contract. This may require the Supplier 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.





[bookmark: _Toc180750818][bookmark: _Toc380578633]11. Response Evaluation

The evaluation will comprise of the following elements:



1) an evaluation of the response based on the social value criteria

2) an evaluation of the prices submitted



[bookmark: _Toc173413339][bookmark: _Toc173832628][bookmark: _Toc180750492][bookmark: _Toc180750819][bookmark: _Toc253400972]This tender will be evaluated using the weightings set out at Annex 1







	



[bookmark: _Toc180750820]Annex 1

[bookmark: _Toc180750821]Evaluation Criteria 

Financial/Pricing Criteria

		Criteria

		Description

		Weighting



		Pricing requirements

		Total aggregate cost of ALL specified services, including any/all delivery charges 



Please complete the attached pricing schedule. (Note: The pricing Schedule is out of 100%, this gets converted out of 90% at the evaluation stage i.e. if someone gets 100%, it defaults to 90%)

		90% 



Lowest priced bid receives full score









Social Value Criteria

		Mandatory Criteria

		Mandatory Criteria Description

		Weighting



		Social Value question

		Describe your organisation’s contributions to support environmental protection and improvement. This may include net zero greenhouse gas emissions, energy efficiency, waste management etc.

		10%











[bookmark: _Toc173832631][bookmark: _Toc180750822]Points of Contacts:

		Procurement Contact



		Name

		Joanne Morley



		

		Tel

		



		

		e-mail

		joanne.morley@dvla.gov.uk



		

		Address

		  DVLA, Longview Road, Swansea, SA67JL



		Contract Owner 

		Name

		Simon Rees



		

		Tel

		  



		

		e-mail

		  Simon.rees1@dvla.gov.uk 











[bookmark: _Toc173832632][bookmark: _Toc180750823]APPENDICES



Appendix A – Health and Safety Policy 





 



Appendix B – Diversity and Inclusion Policy









Appendix C – Procurement Counter Fraud and Bribery Statement 







Appendix D – Invoicing Procedures









Armed Forces Covenant
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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:




http://www.gov.uk/dvla





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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DVLA Health and Safety Policy

@}LE% Driver & Vehicle Licensing Agency

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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Health and Safety

The DVLA requires 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.

Tenderers should:

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

e 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.

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

e 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.

e 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 its supply of goods,
products or services.

¢ 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 Agency.

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

e 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.

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

e Engage with DVLA’s Security/Estates Management Group to arrange access to
all DVLA premises/buildings.

e Comply with all vehicle and driver legal requirements and DVLA policies whilst
driving on premises or conducting business for DVLA.
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CUSTOMER
SERVICE

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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CUSTOMER
SERVICE

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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EXCELLENCE

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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Driver & Vehicle
Licensing

Agency Appendix D

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;

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

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

e 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;

e 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;

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

e provide and maintain accurate contract performance records/data,

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

Version 1.1 (January 2016)







DVLA requires its staff to;

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

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

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

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

In addition, DVLA requires its procurement specialists to;

e prevent, deter and detect procurement fraud and bribery,
e ensure adequate control measures exist and operate effectively,
e assess the risk of procurement fraud and bribery,

e 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:

e Agency Fraud Officers;
e the Police and share with counter fraud organisations;
If procurement fraud or bribery is proven (i.e. sanctioned), DVLA may:
e exclude a potential supplier from a procurement procedure,
e suspend or terminate a contract with a supplier,

e take steps to recover financial losses.

Version 1.1 (January 2016)
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DVLA Invoicing Procedures





General


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





The contract specification will set out the timing of invoices.


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: 


· The name of the invoicing party (e.g. DVLA business unit). 


· Valid unique Purchase Order (PO) number relevant to the goods/services being invoiced. The PO number must be in the format 8000XXXXXX or 450XXXXXX. This will be found on the Purchase Order you receive.


· Clear and detailed description of the goods, services or works supplied.


· The sum requested including quantities/prices (as applicable) consistent with those on the original PO. 


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.


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


All invoices or credit notes must be an original document.


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. 


You must identify the business unit the invoice or credit note relates to e.g. DVLA.


E-invoices must not include profanities, as these will also be blocked by Unity Business Services (UBS) email security filters and may delay/stop the invoice being received.


If an invoice needs to be withdrawn for any reason, you will need to send a credit note. 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.


Any correspondence or enquiry sent to the designated email address for invoices/credit notes which is not an original document will be deleted, with no action being taken.


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






Transmission of Invoices


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 address listed below:


Email: SSa.invoice@Ubusinessservices.co.uk


Postal Address: 


Unity Business Services (UBS)
5 Sandringham Park
Swansea Vale


SA7 0EA  


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.


All e-invoices and/or credit notes must be sent in a PDF format. Any documents that are received and are not in a PDF format will be deleted with no action being taken.


A 10Mb maximum file size per email is applicable.


If the e-invoice is encrypted, this could result in the invoice being blocked by Unity Business Services (UBS) email security filters. 


Unity Business Services (UBS) cannot be responsible for any e-invoice until it has been received. Responsibility for ensuring the e-invoice is received by Unity Business Services (UBS) in a timely manner lies with the supplier.





How to Notify a Change


If you change important information, such as your organisation’s contact or bank details, you need to provide written official confirmation. Please notify Unity Business Services (UBS) as soon as possible:


Tel: 0344 892 0343


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


Postal Address: 


Unity Business Service (UBS)
5 Sandringham Park
Swansea Vale SA7 0EA









Enquiring about progress of payments


All supplier invoices and payment enquiries must be directed to Unity Business Services (UBS). If you contact the relevant business unit directly, they will direct you to Unity Business Services (UBS).


For all payment and invoice queries you will need to contact the Unity Business Services (UBS) Support Desk directly on 0344 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.


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.


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


If Unity Business Services (UBS) has the invoice but cannot release it for payment, you are required to take appropriate action to ensure it can be paid.


If the invoice has not been received by Unity Business Services (UBS), the responsibility is on you to get the invoice to Unity Business Services (UBS). If you are sending invoices to anyone other than Unity Business Services (UBS), please change your customer invoicing address to Unity Business Services (UBS).


If a response from Unity Business Services (UBS) is required, one will be provided to you within 10 working days.


If you have any remittance queries, these should be discussed with Unity Business Services (UBS): 


Tel: 0344 892 0343


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


You must also ensure that a statement is sent to Unity Business Services (UBS) monthly to aid prompt payment of invoices (email and postal address as above).
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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:

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

e 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.




mailto:covenant-mailbox@mod.uk





The Corporate Covenant:

1.1We 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.

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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