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This Schedule sets out what we and our Buyers want.
The supplier must only provide the Deliverables (e.g. goods and services) for the Lot that they have been appointed to. 
For all Lots and/or Deliverables, the Supplier must help Buyers comply with any specific applicable Standards of the Buyer.
The Deliverables and any Standards set out in Paragraph 1 below may be refined (to the extent permitted and set out in the Order Form) by a Buyer during a Further Competition Procedure to reflect its Deliverables Requirements for entering a particular Call-Off Contract.
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     Office Supplies (RM6059) 

1. SCOPE OF FRAMEWORK CONTRACT
1.1. Crown Commercial Service (CCS) is seeking to establish a Framework Contract for the provision of Office Stationery and Electronic Office Supplies. The Framework Contract shall comprise of 3 (three) individual Lots as detailed in paragraph 2 (Lot Descriptions) of this Framework Contract.
1.2. The Framework Contract shall be for an Initial Period of two (2) years; the Authority may extend the duration of the Framework Contract for any period or periods up to a maximum of two (2) twelve (12) month extension periods in total from the expiry of the Initial Framework period.
1.3. A full list of Buyer(s) who are able to use this Framework Contract from its commencement can be found in the OJEU notice. This Framework Contract shall be managed centrally by CCS and Call-Off Contracts shall be managed by Buyer(s).
1.4. The procurement has been advertised by publishing a Contract Notice in the OJEU advertising the Open Procedure under the Public Contracts Regulations 2015 (as amended) (the “Regulations”).
1.5. The purpose of this Framework Schedule 1 - Specification is to provide a description of the Deliverables (Goods and Services) that the Supplier shall be required to deliver to Buyer(s) under the lotting structure of this Framework Contract.
1.6. The requirements listed under each sub-category under Lots 1, 2 and 3 of this Framework Contract are not restricted, as long as the requirements are relevant to the broad heading of the Lots and within the scope of the OJEU Notice.
1.7. A key part of the government's agenda is the transition of Central Government bodies, their agencies and arm’s length bodies departmental spend for Deliverables (common goods and services), it is intended that this Framework Contract shall be viewed as the default position for sourcing Office Stationery Supplies and Electronic Office Supplies equipment for Central Government bodies their agencies and arm’s length bodies.
1.8. The Supplier shall provide high quality and value for money Deliverables (Goods and Services) to a broad range of Buyer(s) to meet their requirement(s) from a catalogue of  items which will be available via the CCS purchasing platform.
1.9. It is envisaged that the Framework Contract will be accessed by a broad Relevant Authority base with differing requirements. The Supplier shall have flexibility and scalability to meet the current and future needs and strategies of public sector Buyers.
1.10. The Supplier shall be aware that additional services may be required by the Buyer(s)) to support their requirements and these will be further specified at Call off Contract stage.
1.11. If there are any restrictions, limitations or special requirements that the Supplier will need to be made aware of in order to successfully undertake the Deliverables, then these will be defined by the Buyer at Call Off Contract stage, where the Buyer is aware that such restrictions, limitations or special requirements exist.
1.12. The Supplier shall provide branded (products which contain a manufacturer brand name) and own brand/unbranded (products which contain the Supplier’s own brand name or products available as an alternative to a manufacturer’s branded product) and this shall include a wide range of sustainable options for products within the catalogue which must be of high quality.
1.13. Buyer(s) will decide which Framework Contract Lot(s) and Supplier(s) they require through direct award or further competition process as set out in Framework Schedule 7 - Call-Off Award Procedure. 
1.14. CCS does not warrant that any Buyer will either: a) enter into a Call-Off Contract; or b) that even if it signed a Call-Off Contract, the Buyer(s) will always use the Call-Off Contract to purchase the Deliverables. Each Buyer(s) will refine their requirements through a Call-Off Contract that will be signed by the Supplier and Buyer(s).
1.15. The Framework Contract will be managed centrally by CCS and all Call Off Contracts will be managed by the Buyer(s).
1.16. Suppliers shall be aware that the provision of these Deliverables is in all England,   Scotland, Wales and Northern Ireland (including Scilly Isles and Scottish Islands).
2. Lot Descriptions 
2.1.1 The Framework Contract consists of three  (3) Lots 
2.1.2  Lot 1 – Office Stationery and Electronic Office Supplies
2.1.3 This lot will be enabled for Buyers via a Direct Award process and will have one (1) single Supplier only.
2.1.4 Lot 1 will consist of a core and non-core list of catalogue products 
2.1.5 This Lot will also be utilised as a wide range requirement for Buyers wishing to direct award to one Supplier for their consolidated requirements of office stationery and electronic office supplies.
2.1.6 Lot 1 includes but is not limited to : 
(i) office stationery – general office stationery products e.g. pens, pencils, marker pens, envelopes, highlighter pens, whiteboard pens, desktop accessories, pockets and filing accessories, presentation items, diaries and associated office miscellaneous supplies.
(ii) office paper e.g. cut paper and board, coloured and 100% recycled paper
(iii) electronic office and media supplies e.g. ink and toner printer cartridges including remanufactured, CDs, DVDs and USB drives, electronic storage media and peripherals.
(iv) catering goods and consumables e.g. tea, coffee, napkins, teapots ,mugs, cups, glasses and cutlery including plastic alternatives
(v) janitorial goods e.g. washroom supplies, jumbo blue roll, washing up liquid, soap dispensers and consumables, refuse sacks, waste containers washroom supplies, signage locks. 
(vi) small office machines e.g. laminators, shredders, guillotines, desktop printers, adding machines, label making machines, paper shredding machines. 
(vii) A selection of ergonomic equipment and supplies
(viii) personal protection equipment e.g. safety clothing, hard hats, first aid kits, fire blankets, first aid foil blankets,CO2 fire extinguisher and eye protectors.
(ix) photographic equipment e.g. digital cameras, camcorders, lenses and accessories. 
(x)  art supplies, teaching supplies, school books, exercise books, exercise paper, water  based ink pens, wood free colouring pencils , 
(xi) toner waste collection and empty cartridge  recycling scheme service which shall be provided to Buyers by the Supplier
2.1.3.1 as defined in Annex A the core list for Lot 1.
2.2     Lot 2 – Office and Electronic Office Supplies 
2.2.1 This lot will be enabled for Buyers via both a further competition and a direct award process. This Lot will be a multiple Supplier lot.  
2.2.2     This lot will be utilised by Buyers who wish either to direct award to a Supplier or to run a further competition process.
2.2.3      This may also include Buyers who wish to aggregate their requirements via a further competition process or an e-Auction. 
2.2.4  Lot 2 – includes but is not limited to: 
(i)    office stationery – general office stationery products e.g. pens, pencils, marker pens,  highlighter pens, whiteboard pens, desktop accessories, pockets and filing accessories, presentation items, diaries and associated office miscellaneous supplies
(ii)   office paper e.g. cut paper and board, coloured and 100% recycled paper, white card,; 
(i) art supplies, teaching supplies, exercise books, school books, exercise papers, water based ink pens, wood free colouring pencils , 
(ii)       A selection of ergonomic equipment products and supplies
(iii)  electronic office and media supplies e.g. ink and toner printer cartridges including  remanufactured, CDs, DVDs and USB drives, electronic storage media and peripherals.
(iv)  janitorial goods e.g. washroom supplies, jumbo blue roll, washing up liquid, soap dispensers and consumables, refuse sacks, waste containers washroom supplies, signage locks. 
(v)  catering goods and consumables e.g. tea, coffee, napkins, mugs, cups, teapots, glasses and cutlery including plastic alternatives
(vi)  personal protection equipment e.g. safety clothing, hard hats, first aid kits, fire blankets, first aid foil blankets,CO2 fire extinguisher and eye protectors.
(vii)  small office machines e.g. laminators, shredders, guillotines, desktop printers, adding machines, label making machines, paper shredding machines. 
(viii) toner waste collection and empty cartridge recycling scheme service which shall be provided to Buyers by the Supplier
(ix) art supplies, teaching supplies, school books, exercise books, exercise paper 
(x)  photographic equipment e.g. digital cameras, camcorders, lenses and accessories.

Lot 3 Electronic Office Supplies (EOS) 
2.2.5  This lot will be enabled for Buyers via a direct award process and will have one (1) single supplier only.
2.2.6 Lot 3 will consist of a core list of catalogue products 
2.2.7 Lot 3 – includes but is not limited to: 
(i)    electronic office supplies such as fax, ink and printer toner cartridges,      electronic storage  media and peripherals, fax machines, calculators, paper shredders, laminators 
(ii) toner waste collection and empty cartridge recycling scheme service which shall be provided to Buyers by the Supplier.
(iii) This will be defined in Anne C   the      Core List for Lot 3.
  
3. MANDATORY REQUIREMENTS – ALL LOTS 
3.1 This section provides details of the mandatory requirements that Suppliers shall be expected to fulfil in their entirety in order to meet the requirements of this Framework Contract.
3.1.1 It is important that Suppliers take time to fully understand this important part of the requirements, as all mandatory requirements as listed below shall be required to commence from the implementation of the Call-Off Contract with the Buyer(s). 
3.2      Environmental and Sustainability
3.2.1    CCS are committed to reducing the environmental impact within its framework contracts. This includes amongst others Consumer Single Use Plastic and requires the Supplier to ensure all Deliverables comply with the following standards.
3.2.2 The 25 Year Environment Plan sets out what the Government intends to do to improve the environment, within a generation. This is available to view at https://www.gov.uk/government/publications/25-year-environment-plan.
3.2.3 CCS will work with Suppliers throughout the lifecycle of this contract to minimise environmental impact.
3.2.4 The Supplier shall consider the relevance of sustainability at all lifecycle stages of the Deliverables (Goods and/or Services) provided under this Framework Contract. This includes not only consideration of commercial needs and minimisation of negative impacts but also the maximisation of positive impacts on society and the environment. 
3.2.5 The Supplier shall work with CCS and the Relevant Authority to identify opportunities to introduce innovation, reduce cost and waste and ensure sustainable development is at the heart of their operations. This shall include but is not limited to product rationalisation and standardisation; leverage opportunities within the Supplier’s supply chain and reviewing order placement methods, frequency and quantity. The Supplier shall be required to work with CCS during the Framework Contract period in meeting this strategy.
3.2.6 Suppliers will work with the Relevant Authority to reduce environmental impact within the lifecycle of their Call off Contract.
3.2.7 The Supplier shall provide information on new or improved environmentally preferable products when they become commercially available and promote their use under the Framework Contract.
3.2.8 The Supplier shall be required to demonstrate their measured progress on climate change adaptation, mitigation and sustainable development including performance against carbon reduction management plans.
3.2.9   The Supplier may also be asked to provide information and work with CCS and the Relevant Authority in respect to the following initiatives:
(i) Recycled paper as standard 
(ii) Consumer Single Use Plastic products including the reduction and elimination. 
(iii) Waste reduction/management e.g. reduction in packaging materials including the reduction/elimination use of Consumer Single Use Plastic packaging.
(iv) Carbon emission and carbon footprint reduction
(v) Energy efficiency reduction plan
(vi) Product rationalisation
(vii) Information, support and promotion of sustainable products
(viii) Assistance in developing sustainable strategies
(ix) Management reports to help corporate responsibility objectives
(x) Advice on specific projects to reduce waste and carbon
(xi) Reduce, Reuse, Recycle
(xii) Recycling and disposal processes for various product categories.
3.2.9 Quality Standards: 
3.2.9.1 Minimum standards for general office stationery 
(i) Paper, Elemental Chlorine Free (ECF)
(ii) Remanufactured toner cartridges
(iii) Adhesive tapes shall be free from PVC.
(iv) Single use batteries shall be free from mercury and cadmium.
(v) Electronic calculators shall be solar and dual powered
(vi) All pencils shall be free from paint/varnish. 
(vii) Inks shall be free from volatile organic compounds (VOCs) and toxic materials;
3.2.9.2 All paper products listed below but not limited to: 
(i) all copying and graphic paper;
(ii) all paper for printed publications;
(iii) Where applicable products are supplied, a range meeting the best practice standard for:
(iv) all tissue paper (kitchen and toilet tissue); 
shall be available and supplied under this Framework Contract shall meet the mandatory minimum standards set out in the Government Buying Standards in the following link: https://www.gov.uk/government/publications/sustainable-procurement-the-gbs-for-paper-and-paper-products
3.2.9.3 Office copier papers supplied under this Framework Agreement shall comply with the standards shown in the table below and this is in addition to the Government Buying Standards     

	Specification
	Specification
	Specification
	Specification

	Weight 80gsm
	Weight 80gsm
	Weight 80gsm
	Weight 80gsm

	Opacity >94
	Opacity >94
	Opacity >93
	Opacity >93

	Whiteness CIE 55.00±2.5
	Whiteness CIE 85.00 ±2.5
	Whiteness CIE110 ±2.5
	Whiteness CIE135 ±2.5

	Smoothness >300± 100
	Smoothness >300± 100
	Smoothness >?
	Smoothness >300± 100

	Compliant to DIN6738 Resistance to ageing
	Compliant to DIN6738 Resistance to ageing
	Compliant to DIN12281 Resistance to ageing
	Compliant to DIN6738 Resistance to ageing



3.3.10 The Supplier shall be required to supply products that are compliant with the minimum Government Buying Standards this includes paper and paper products. https://www.gov.uk/government/publications/sustainable-procurement-the-gbs-for-paper-and-paper-products 
(i) The Supplier shall be aware that all paper purchased under this Framework Contract shall be guaranteed for use on colour and mono copiers, inkjet and laser printers as well as plain paper fax machines.
(ii) all paper purchased under this Framework Contract shall carry sustainable accreditations and certifications (for example ecolabels  Blue Angel and Nordic Swan, or equivalent) and shall be Elemental Chlorine Free (ECF).
(iii) CCS reserves the right to amend the paper specification if required during the life of the Framework Contract and Call Off Contracts to ensure continued conformance with government standards, market conditions, and technological innovation and any successor standards which may come into effect during the lifetime of the Framework Contracts.
(iv) All envelopes supplied under this Framework contract shall comply with the minimum standards as set out in the Government Buying Standard for Envelopes set out in the following link:
https://www.gov.uk/government/publications/sustainable-procurement-the-gbs-for-paper-and-paper-products 
3.3.11 The supplier shall be aware that all Deliverables supplied under the Framework Contract must be fit for purpose and of a quality acceptable to the Relevant Authorities. If at any time during the Contract Period the quality of supply for any product is found not to be to the appropriate standard, the Supplier shall provide a substitute item acceptable to the Relevant Authorities no additional cost to either party.
Packaging 
3.3.12   The Supplier shall be required to minimise the amount of packaging required for safe transportation and delivery of Deliverables and which complies with the Packaging (Essential Requirements) Regulations 2015 (SI 2015/1640) (“the Regulations”) consolidates and revokes all earlier Regulations. https://www.gov.uk/government/publications/packaging-essential-requirements-regulations-guidance-notes
3.3.13 The Supplier shall minimise the amount of packaging required for safe delivery of the product(s) and when requested by CCS and/or the Buyer, shall provide details of the packaging utilised and whether it is obtained from recycled / sustainable sources.
3.3.14 The Supplier shall be aware that all packaging for paper and consumables shall not contain polyvinyl chloride (PVC) 
3.3.15 The Supplier shall ensure that all Electric and Electronic Equipment (EEE) provided in association with the provision of the Goods and/ or Services under this Framework Contract, is compliant with the Restriction of Hazardous Substances (RoHs) Directive and the Waste Electrical and Electronic Equipment Directive (WEEE Directive), where appropriate. This shall include Producer Compliance Scheme registration. Full details can be accessed via the following link:
		https://www.gov.uk/guidance/rohs-compliance-and-guidance
3.3.16 The Supplier is required to collect and dispose of all packaging and materials to comply with The Waste Electronic and Electrical Equipment (WEEE) Regulations. http://ec.europa.eu/environment/waste/weee/legis_en.htm 
3.3.17 The Supplier is required to comply with The Restriction of Hazardous Substance Directive by the restricted use of certain hazardous substances in electrical and electronic equipment regulations. https://ec.europa.eu/environment/waste/rohs_eee/legis_en.htm 
3.3.18 The Supplier shall be required to comply with the Government Buying standards in relation to office ict equipment https://www.gov.uk/government/publications/sustainable-procurement-the-gbs-for-office-ict-equipment 
3.3.19 The Supplier shall ensure that all electrically energised equipment supplied to the Buyer  under this Framework Contract  shall conform to the following standards:
3.3.19.1       BS EN 62368 -:2014 +A11:2017 or replacement standards that are currently prevailing and safety marked.
3.3.20 The Supplier shall ensure that all of the applicable Deliverables (goods) supplied under this Contract including packaging, comply with the requirements of the Government Buying Standards for Energy Star Rating and Article 6 of the Energy Efficiency Directive (EED) Standards.  https://www.gov.uk/government/publications/sustainable-procurement-the-gbs-for-office-ict-Equipment
3.3.21 Timber Based Products 
3.3.21.1 All timber and wood-derived products supplied under this Framework contract must be legal and sustainable as per the Government Timber Procurement Policy: or as outlined in the FLEGT (Forest Law Enforcement, Governance and Trade) https://www.gov.uk/government/publications/timber-definition-of-legal-and-sustainable  http://www.euflegt.efi.int/the-eu-timber-regulation-and-vpas
3.3.22 Re Manufactured Electronic Office Products 
3.3.23 Remanufactured toner cartridges shall be fully tested in accordance with ISO 9001: 2015   or a nationally recognised equivalent. 
3.3.24 The Supplier shall warrant the fitness for purpose and quality of remanufactured toner cartridges. The Supplier shall be required when notified by Buyer(s) of product failure to provide a replacement product at no additional cost and investigate the cause of the failure at a time to be agreed with the Buyer(s).
3.3.25 Ethical Sourcing 
3.3.26 The Supplier shall ensure that, where the manufacture or supply of the Deliverables  is from outside of the United Kingdom (UK) the product suppliers operations shall be carried out in accordance with the health and safety legislation/regulations in that country.
3.3.27 Suppliers shall ensure that they comply with minimum ethical sourcing standards in order to support the Government’s adoption and ratification of the International Labour Organisation (ILO) “Declaration on Fundamental Principles and Rights at Work” and its eight “Key Conventions”. The numbered conventions and their aims are: (i) Freedom of Association and Collective Bargaining (C87, C98) (ii) Equal Remuneration and Discrimination (C100, C111) (iii) Forced Labour (C29, C105) (iv) Child Labour (C182, C138)  https://www.ilo.org/declaration/lang--en/index.htm
3.3.28 CCS reserves the right to request any information relating to ethical sourcing as it may require to ensure it has a transparent view of the supply chain at any time during the lifetime of this Framework Contract period.
3.4 Modern Slavery 
3.5      CCS has an obligation to ensure that all Suppliers under this Framework Contract understand the risks of modern slavery in supply chains, and take appropriate action to identify and address those risks, with particular focus on supporting victims of modern slavery. 
Safe & Secure Supply Chains: Addressing Modern Slavery and exploitation in our Supply Chain
It is the role of CCS and Buyer(s) to ensure the Suppliers with whom we do business understand the risks of modern slavery in supply chains, and take appropriate action to identify and address those risks, with particular focus on supporting victims of modern slavery.  
The Supplier will comply with the provisions of the Supplier Code of Conduct and the standards set out in Joint Schedule 5 (Corporate Social Responsibility) including the reporting requirements set out in Framework Schedule 5 (Management Charges and Information) and continuous improvement requirements set out in Call-Off Schedule 3 (Continuous Improvement). 
Due to the nature of the Services and the supply chain being present in at risk countries, the linen and laundry direct and indirect supply chain does present a level of risk to modern day slavery. This can include:
Child labour, forced labour and people trafficking;
Sourcing of raw materials in high risk countries; 
The use of temporary or agency workers.
The Supplier will address these known risks within the supply chain through a supplier annual slavery and human trafficking report, as requested in Joint Schedule 5 (Corporate Social Responsibility). 

3.6      Consumer Single Use Plastics (CSUP)
3.7.1 In its 25 year environment plan, the UK Government a strategic ambition to “…work towards all plastic packaging placed on the market being recyclable, reusable or compostable by 2025.” This follows on from and is intended to support commitments to leave the environment in a better condition for the next generation and, in particular:
 i. an “ambition” of zero avoidable waste by 2050
Ii.   a “target” of eliminating avoidable plastic waste by end of 2042.

3.7.2   The UK Government has also pledged to remove any Consumer Single-use Plastics (CSUPs) purchased under a Government contract from its office estate.  CCS has pledged to support this Government Commitment.


3.7.3 CSUPs include anything made wholly or partly of plastic, which is typically intended to be used just once and / or for a short period of time before being disposed of (i.e. plastics which are used by consumers that are avoidable and / or which there is a viable and sustainable market alternative). 
3.7.4 The Supplier shall work collaboratively with CCS throughout the life of this framework contract to help it fulfil its commitment to the Government’s pledge by: 
· identifying which avoidable single use plastics can be phased out immediately and identify suitable alternatives 
· identifying which single use plastics can be phased out and no cost to the Buyer
· identifying which single use plastics can be phased out, with time at no cost impact to the Buyer
· identifying which plastics are not substitutable.
The Supplier shall offer suitable alternative products to Consumer Single Use Plastic within the (catalogues) throughout the lifecycle of the Framework Contract. 
3.7.5 The Supplier shall provide information on new or improved environmentally alternative products when they become commercially available and, promote their use under the Framework Contract.
3.7.6 The Supplier shall provide the Buyer alternative products/or replacements to Consumer Single Use Plastics in accordance with the Buyer’s own organisation policy and upon their request.

3.7.7 The Supplier shall work with CCS and the Relevant Authorities to develop end-to-end solutions which results in less packaging and better recycling, with compostable plastics considered as a better alternative.

3.7 Social Value 
3.8.1 Social Value legislation and guidance places a legal requirement on all public bodies to consider the additional social, economic and environmental benefits that can be realised for individuals and communities through commissioning and procurement activity, and, in Scotland, to deliver them. These benefits are over and above the core deliverables of contracts.  More information on social value can be found at: https://www.gov.uk/government/publications/social-value-act-introductory-guide     
3.5.1 The Supplier shall have regard to economic, social and environmental wellbeing in connection with the Deliverables supplied under this Framework Contract. 
3.5.2 The Supplier shall work with the Buyers to help them conform to the Public Services (Social Value) Act 2012 and Well-being of Future Generations (Wales) Act 2015 in England and Wales and the Procurement Reform (Scotland) Act 2014 in Scotland.
3.5.3 The Supplier will develop and maintain a plan throughout the life cycle of the Framework Contract detailing how they will contribute to the overall achievement of our Social Value priorities. 
3.5.4 The Supplier shall be required to report on an annual basis to CCS details and progress for delivery of Social Value initiatives identified by Buyers.
3.5.5 The Supplier shall work with the Buyer to produce any social value method statement or delivery plan that is relevant and proportionate to the broader requirement of the Contract.
3.9       Standards 
3.9.1 The Supplier shall be aware that the following certificate / accreditations are required to be place by the Framework Start Date. Failure to provide a valid and in date certificate will result  in suspension from the Framework –please refer to Framework Schedule xx  
(i) The Supplier shall ensure that are compliant with and operate to the ISO 9001:2015 Quality Management standards or nationally recognised equivalent. The Supplier shall be required to provide evidence of their current valid ISO 9001:2015 certification or nationally recognised equivalent to CCS throughout the lifetime of the Framework Contract. This shall also be required to be in place by the Framework Start Date.
(ii) The Supplier shall ensure that they are compliant with and operate to the ISO 14001:2015 Environmental Management system or nationally recognised equivalent. The Supplier shall be required to provide evidence of their current valid ISO 14001:2015 certification or nationally recognised equivalent to CCS throughout the lifetime of the Framework Contract. This shall also be required to be in place by the Framework Start Date.
(iii) The Supplier shall ensure that they are compliant with and operate to the Cyber Essentials Scheme certification or nationally recognised equivalent. The Supplier shall be required to provide evidence of their current valid Cyber Essentials certification or nationally recognised equivalent to CCS throughout the lifetime of the Framework Contract This shall also be required to be in place by the Framework Start Date.  
3.10 Security Requirements 
3.10.1 The Supplier's security obligation to deliver a secure service, other than having Cyber Essential Certification, are defined within the Call-off schedule.  It remains a Buyer responsibility to obtain appropriate evidence from the Supplier that the Solution provisioned under this Commercial Agreement meets all the obligations and the residual security risk is acceptable.
 The Supplier shall have in place security clearance which meets the differing requirements of the Relevant Authorities (Buyers), and shall ensure full compliance with the standards set out:  https://www.gov.uk/government/publications/hmg-personnel-security-controls 
3.10.1.1 The Supplier shall comply with all requirements of Baseline Personnel Security Standard (BPSS) or an agreed equivalent and ensure a BPSS is undertaken for all Supplier Staff, in accordance with HMG Baseline Personnel Security Standard accessible via the link below: https://www.gov.uk/government/publications/government-baseline-personnel-security-standard 
3.10.1.2 The Supplier shall be aware that Buyers’ may have a requirement for Supplier Staff to have a higher level of security clearance when undertaking deliveries to sensitive locations, including but not limited to,     Security Check (SC) clearance. The requirement for any such level of clearance shall be defined by the Buyer during the Call-Off Procedure.
3.10.1.3 The Supplier shall be aware that Buyers’ may request additional security measures to comply with their Security Policy.
3.10.1.4 The Supplier shall comply with the requirements of the Buyer and where relevant, the Security Policy, to ensure that they have in place the required level of security clearance and screening for Supplier Staff.
3.10.1.5 The Supplier shall not charge a premium to Buyers for any additional security compliance applicable to a Call-Off Contract, unless otherwise agreed in advance by Buyers’.
3.10.1.6 The Supplier shall ensure that all Supplier Staff used in the provision of the Deliverables under this Framework Contract shall comply with security controls, procedures and policies as specified in each Contract.
3.10.1.7 https://www.gov.uk/guidance/basic-dbs-checks-guidance
3.10.1.8 The Supplier shall comply with the Cabinet Office Security Policy Framework (SPF) throughout the lifetime of each Contract, as may be amended from time to time.  Full details of the Cabinet Office SPF can be viewed via the link below: https://www.gov.uk/government/collections/government-security  
3.10.1.9 The Supplier shall ensure that Relevant Authorities information and data (electronic and physical) shall be collected, held and maintained in a secure and confidential manner and in accordance with the terms of the Framework Contract and any Call Off Contract.
3.11 Customer Support Service 
3.11.1 The Supplier shall have in place as a minimum a customer support service for Buyers that includes the following:
· A customer support helpdesk service that shall operate from during core operational hours between the hours of 09:00 to 17:00 Monday to Friday, excluding public holidays in England and Wales. Alternative coverage shall be defined by the Buyer during the Call-Off Procedure.
· The helpdesk service staff shall support the online and offline catalogue and online and offline ordering system.
· The Supplier shall ensure that the Buyer is able to : 
· Log support calls with the customer service team via email, phone or service portal
· Receive telephone support from the Suppliers Staff when required.
· The Supplier shall ensure that all Supplier Staff appointed to the helpdesk service shall have the relevant skills in customer service and have received training to address the requirements of Buyers staff with specific requirements.
· The Supplier shall ensure that all Supplier Staff appointed to the helpdesk have the appropriate security clearance to work on a Buyers account as detailed in the following link:  https://www.gov.uk/government/publications/hmg-personnel-security-controls.

· All calls shall be charged at no more than a standard call rate (no premium rate telephone numbers are allowed). Standard rate in the UK means calls to local and national numbers beginning 01, 02, 03, Excluded numbers include non-geographic numbers (e.g. 0871) and Premium Rate services.
· The Supplier shall provide online operating guidance to the Buyer, as well as a generic frequently asked questions (FAQ) and information page to support the completion of Buyers Orders. This information shall be available at the Framework Start Date.
Complaints Handling 
3.11.1 The Supplier shall have a robust and auditable complaints procedure for logging, investigating, managing, escalating and resolving complaints initiated by the Buyers and their users.
3.11.2 The complaints procedure shall comply with the following:      
(i) all complaints shall be logged and acknowledged within twenty-four (24) hours of receipt.
(ii) all complaints shall be resolved within five (5) working days of the original complaint being made unless otherwise agreed with the Contracting Authorities.
(iii) the Supplier shall replace any returned or faulty goods that are the same in price and quality within ten (10) working days from when the complaint made.
(iv) all complaints shall be recorded, together with the actions and timescales taken to resolve the complaint.
(v) the Supplier shall analyse and identify any pattern of complaints and bring these to the attention of CCS during Supplier review meetings.
3.11.3   The Supplier shall have in place an escalation route for any complaints that have not been resolved within the specified timescales as detailed in Schedule xx 
 3.11.4 If the Supplier fails to deliver the correctly ordered product, or the quantity required, the Supplier shall provide the correct product and/or quantity to the Buyer(s) without any additional cost, and within 24 hours of the error being identified, Monday to Friday excluding bank holidays.
3.11.5 In the event of an order being placed correctly by a Buyer, and in response a Supplier delivers faulty, incorrect products or wrong quantity the Buyer shall not pay for these products.
3.11.6 The Buyer shall advise the Supplier of any incorrect products within ten (10) Working Days and, if they wish to retrieve such products, the Supplier shall do so at their own expense and at a time agreed with the Buyer(s). 
3.12 ORDERING PROCESS – ALL LOTS 
3.13 The Supplier shall be aware that the Buyer shall be able to order through a number of channels including :
3.14     An online product catalogue system which shall have the following functionality:
3.14.1 The ability and functionality to be modified to meet the information technology (IT) requirements of the individual Buyer(s).Details of these requirements will be defined by the Buyer within the Call Off Contract under this Framework Contract. 
3.14.2 The online product catalogue shall be provided through a user friendly and intuitive system which is easy to navigate from initial login to final completion of order.
3.14.3 The Buyers shall be able to create an unlimited number of online accounts with individual password protected log in details.
3.14.4 The Supplier shall provide on request from Buyers a new password for the named account. The new password shall be sent to the nominated email address within a period of 1 hour from initial request between the hours of 09:00 To 17:00 hours.
3.14.5 The Supplier’s online product catalogue system shall be suitable for uploading into Buyers eProcurement systems. Details shall be defined within the Call Off Contract, established under this Framework Contract.
3.14.6 The Supplier shall have electronic ordering systems that must comply with the Equality 2010 and all relevant legislation - http://www.legislation.gov.uk/uksi/2018/952/made 
3.14.7 The Supplier shall have the ability to process purchase orders by the following means, where and when required:
(i) Provision of an online electronic catalogue available on the Suppliers’ ordering platform or suitable for uploading into Buyers eProcurement systems
(ii) Orders raised by Buyers using the online product catalogue system shall have the capability to support a Punch-Out system and provide a "purchase to pay" functionality. Suppliers shall note that where required the online product catalogue ordering system shall be capable of being integrated with Buyers procurement and financial systems for example Oracle, SAP.
(iii) Details of these systems shall be ascertained and defined within the respective Buyers within the Call Off Contracts established under this Framework Contract.
3.14.8 The Supplier shall ensure that the following functionalities shall be included in the Online Catalogue:
(i) a basket of goods
(ii) a pre populated shopping list of previously most used items (favourites) 
(iii) a generic product index which covers all of the individual core and non-core products for all lots
(iv) details of the Supplier customer service support helpdesk including email address, telephone and fax numbers 
(v) visual display of when products are out of stock
3.14.9 The Supplier shall be able to accept purchase orders from all Buyers using the Framework Contract from 09.00 until 17.00 Monday to Friday, throughout the year, excluding bank holidays.
3.14.10 The Supplier shall have the ability to create purchase orders which have been raised using the online product catalogue and offline product catalogue by the following means:
(i) online orders
(ii) e-mail;
(iii) telephone;
(iv) post and fax
3.15 The Supplier shall provide an immediate notification to the Buyers in all instances where orders placed via the online product catalogue and offline product catalogue are rejected and subsequently cancelled by the Supplier.
3.16 The method in which such notifications are communicated to Buyers shall be agreed within the Call Off Contract established under this Framework Contract 
3.17 Invoicing and Payments 
3.14.1 The Supplier shall have the ability to invoice Buyers and receive payment by the following methods as a minimum, where required.
3.14.2 The Supplier should be able to work with Buyers to provide consolidated invoices at Call Off contract stage if required.
3.14.3 This list is not exhaustive and shall be agreed within the Call Off Contract established under this Framework Contract.
(i) Cheque 
(ii) Debit / Credit Card  
(iii)      Government Lodge Card   
(iv)    Public Sector Card  
(v) Electronic bank transfer (BACS) 
(vi) Direct Debit 
3.15 The Supplier shall ensure that each invoice submitted includes, but is not limited to:
(i) Account number 
(ii) Supplier order number 
(iii) Customer’s order reference
(iv) Product information including description 
(v) Amount ordered 
(vi) Unit and total price (excluding and including VAT) 
(vii) Delivery address 
(viii) Contact name 
3.1.6   The Supplier shall have a full computer based stock control system with back up processes
or infrastructure to continue ‘business as usual’ for both stock control and ordering. 
3.1.6.1 The Supplier shall have a plan in place detailing back-up systems and procedures to follow if systems were to fail. This shall include e-mail but is not limited to: 
(i) website, 
(ii) stock control systems,
(iii) phone and fax lines
(iv) payment systems. 
3.1.6.2 The Supplier shall be aware that this plan shall also include a review and audit procedure
4. MANDATORY REQUIREMENTS LOT SPECIFIC 
The Supplier shall be aware that this section and the requirements within this are also in addition to the general mandatory requirements as detailed in paragraph 4 mandatory requirements – all lots 

4.1  Lot 1 Requirements  
4.2 Core List Mandatory Requirements Lot 1 Only  
4.2.1 [bookmark: _heading=h.30j0zll]The Supplier shall provide all items that are included in the core list as described in Annex A. 
4.2.2 The Supplier shall ensure that all products in the core list are available to Buyers from the Framework Contract Period.
4.2.3 The Supplier shall work with CCS for the lifecycle of the Framework Contract to review the overall core list and identify opportunities to rationalise the products included in the catalogues.
4.2.4 The Supplier shall also notify Buyers if any additional items have been added to the core list after approval by CCS and should be given sufficient time to renew the updated core list and agree the new core product list with Buyers. 
4.3 Mandatory Requirements Non- Core List Lot 1 Only  
4.3.1 The Supplier shall make available to the Buyer an online product catalogue which contains the Suppliers products which are not included in the Suppliers core list. These products shall be known as non-core products.
4.3.2 The range of the non-core products shall be amended and reviewed over the lifecycle of the Framework contract to reflect products which are high demand products. 
4.3.3 These products shall be included in the core product list as and when agreed with CCS and with the Buyer in accordance with their Call Off Contracts.
4.3.4 As part of the review process of the range of products the Supplier shall consider the removal of any items that have low demand requirements or have become obsolete.
4.3.5 The Buyer shall be aware that the ordering of non-core products shall require prior approval from the Relevant Authorities authorised personnel. Details shall be defined within the Buyers Call Off Contract established under this Framework Contract.
4.4 Lot 1 has a specific bespoke delivery options for specific customers. This specific delivery option comprises of the following delivery options
(i) next day 
(ii) weekly
(iii) twice weekly delivery
(iv) desktop delivery
(v) delivery to a single point
(vi) multi drop deliveries
(vii) electronic transactions and manual transactions
(viii) ad hoc delivery requests when required which the Buyer may not be able to plan in advance and may include a next day delivery option.
4.4.1 There will also be a bespoke requirement for deliveries to sites where security processes are in place as set out in paragraph 3.10 
4.5 Lot 2 Requirements
(ix) next day 
(x) weekly
(xi) twice weekly delivery
(xii) desktop delivery,
(xiii) delivery to a single point,
(xiv) multi drop deliveries,
(xv) electronic transactions and manual transactions.

4.6 Lot 3 Requirements 
4.7 Lot 3 has a specific bespoke delivery options for specific customers. This specific delivery option comprises of the following delivery options.
(xvi) next day
(xvii) weekly 
(xviii) twice weekly delivery
(xix) desktop delivery,
(xx) delivery to a single point,
(xxi) multi drop deliveries,
(xxii) electronic transactions and manual transactions.
(xxiii) ad hoc delivery requests when required which the Buyer may not be able to plan in advance and may include a next day delivery option.
4.7.1 There will also be a requirement for deliveries to sites where security processes are in place as set out in paragraph 3.10

5 CORE LIST and CATALOGUE REQUIREMENTS (MANDATORY) 
5.1 Core List 
5.1.1 The specific products listed in Annex A,B,C will become the "core list" of this Framework Contract for Lots 1,2 and 3  .
5.1.2 Any specific product within the scope of Annex’s and the product groupings but not listed within this Annex will be the "non-core list".
5.1.3 [bookmark: _GoBack] All products in the core list shall be available from the Supplier once the Framework Contract is awarded. Buyers will use the core list either as part of a direct award Call Off or to help create a basket of goods to enable a further competition Call Off to take place (for Lot 2 only). 
5.1.4 Buyers often use this price information to benchmark against other arrangements. The Buyers own core list may differ in part, from the core list in this Framework Contract and it may include non-core items. The Supplier will be required to work with CCS during the Framework Contract Period to review the overall core list so that it continually reflects the highest volume items bought by Buyers through the Framework Contract. 
5.1.5 The Supplier should also support the Buyer to identify further opportunities to rationalise and standardise the products included in the core list, in addition to suggesting additional items to be considered for inclusion due to developments within the office supplies market.
5.2 CCS will require the Supplier to produce a catalogue for the Crown Commercial Service purchasing platform.
5.2.1 The catalogue shall include each of the individual products within the core list as specified 
5.3 The Supplier shall comply with all aspects of the provision of a product catalogue which can be accessed      via different digital platforms and shall be accessible but not limited to 
(i) Produced in a digital format capable of being searched using electronic search tools;
(ii) The CCS purchasing platform;
(iii) For access via Buyers Procure to Pay (P2P ) systems or equivalent Buyers systems 
5.3.2 The Supplier shall be aware that the catalogue shall have included all of the products identified within the core list for Lots 1 and 3.  
5.3.3  The Supplier shall not disclose any materials which have been created specifically for the sole purpose of this Framework Contract, without the explicit written permission of CCS.
5.3.4  The Supplier shall be aware and ensure that the following information is provided as a minimum for all core and non-core products in the  catalogue not limited to:
(i) index covering all products
(ii) supplier customer support helpdesk contact details which should include as a minimum; telephone ,email and fax numbers 
(iii) name of the manufacturer of the product;
(iv) country of origin
(v)      manufacturer/supplier product code number;  
(vi)  photographic image of the product which shall be a true representation;
(vii) full description of the product which must include; size, dimensions;
(viii) denomination of a pack size and quantity of the product;
(ix) the price of the individual product based on the denomination of quantity excluding VAT;
(x) sustainable alternative options for products wherever possible;
(xi) if the product can be recycled; 
5.3.5 Catalogue Builder description 
5.2.7.1 The online product catalogue for the CCS purchasing platform shall require the completion of a content loader file in the format required by CCS .This shall be provided to the Supplier at the time of Framework award. CCS will provide details of the content loader file upon award of the Framework Contract.
5.2.7.1.1 This catalogue structure will be the master copy which shall include but not limited to: 
· all product items
· prices
· delivery charges 
· delivery times
5.2.7.2 The Supplier shall carry out any modifications or changes to the online catalogue with minimum disruption to CCS and /or Buyers.
5.2.7.3 The Supplier shall be aware that timing of such changes shall be agreed in advance with CCS and /or Buyers.
5.2.7.4 The Supplier shall be responsible for the provision and support of the necessary infrastructure and changes to content for this online solution for CCS and Relevant Authorities for any associated running costs throughout the lifecycle of the Framework Contract and Call Off Contract Period. 

6. Delivery, Coverage and Service Options (service wraps) Mandatory Requirements – All LOTS
6.1 The Supplier shall provide a full national delivery service which includes England,   Scotland, Wales and Northern Ireland. 
6.2 The Supplier shall be aware that for Lot 1 and Lot 3 there may be a requirement to provide a direct delivery service, and shall utilise the Buyer(s) existing carriers and routes. Buyer(s) shall confirm within their Call Off Contract whether they require any overseas deliveries. 
6.3 When required by a Contracting Authority, the Supplier shall provide an overseas delivery service from the UK. The Supplier shall provide a direct delivery service, and shall utilise the Contracting Authority’s existing carriers and routes. Contracting Authorities shall confirm within their Call Off Contract whether they shall require overseas deliveries.
6.4 Where required to do so by the Buyer(s), the Supplier must provide security clearance details of drivers and may be required to supply full booking in details which may include, but not be limited to:
6.1 Vehicle details including registration;
6.2 Full driver details and estimated time of arrival;
6.3 Details of the next destination of the vehicle.
6.5 The Supplier shall be able to provide a range of vehicle types and sizes to deal with the broad range of economy movement requirements of the Buyer(s). 
6.5.1 The Supplier shall make deliveries to the Relevant Authorities site between the hours of 09:00 to 17:00 Monday to Friday throughout the year excluding public holidays in accordance with the delivery option selected by the Relevant Authorities within their Call Off Contract. 
6.5.2      The Supplier shall be aware that deliveries on Saturdays, Sundays or public holidays may be required and the Buyer shall confirm this requirement within their Call Off Contract.
6.5.3 The Supplier shall ensure:
The Buyer provides a postcode for delivery 
(i)       A call or sms to the contact number provided by the Buyer(s) is made 1 hour prior to delivery
(ii) That a signature from a representative of the Buyer(s) is obtained for each delivery which shall also acknowledge the number of parcels received ;
(iii) The level of detail required for the proof of delivery shall be agreed between the Supplier and the Buyer(s);
(iv) That any special delivery requirements including the Buyers delivery sites will be set out in the Buyer(s) Call Off Contract are complied with;
(v) Any changes to a Buyers delivery option will be agreed between the Buyer and Supplier and the Call Off Contract shall be amended to reflect this;
(vi) That no deliveries under any circumstances shall be left unattended either inside or outside of any building until a delivery signature is obtained;
(vii) The Supplier shall be responsible for all mechanical off-loading, lifting or moving equipment, if required;
(viii) The Supplier shall provide, when required, bulk delivery of items eg.pallets of paper products;
(ix)  The Supplier shall also be required to remove all pallets containers and cages as requested and that this is an accordance with the Buyer(s) requirements; 

6.5.3   The Supplier shall ensure that all products are packed and labelled by each individual Buyer(s) order. Each delivery shall be accompanied by a delivery note which as a minimum shall include the following:
(i)	name of person who placed the order;
(ii)	name and delivery address of the recipient;
(iii)	purchase order number; 
(iv)  	product code and description;
(v)	quantity of parcels packed for each order;
(vi)  	number of products in each parcel;
(vii) name of person who placed the order from the Buyer(s) organisation and the delivery address; 
(viii) details of products to follow(part order fulfilled)
6.5.4  In the event any Buyer(s) are not be able to accept partial or incomplete orders due to additional invoice costs, this shall be highlighted at the individual Call Off Contract under this Framework Contract .
6.5.5   The Supplier shall ensure that where this requirement is requested, they guarantee that the deliveries are fulfilled in a single drop.
6.5.6 The Supplier shall have the capability to electronically track all orders from point of order through to final delivery destination

 
6.6 Service Wraps 
6.7 The Supplier shall provide the Buyers with a choice of delivery service options which shall be specified by the Buyers within their individual Call Off Contract established under this Framework Contract.
6.7.1 The Supplier shall at all times provide a cost effective delivery option as outlined in the service delivery options listed below:
6.7.1.1 Delivery Option 1 – electronic transactions which comprise of a single next day delivery to a single delivery point;
6.7.1.2 Delivery Option 2 - electronic transactions which comprise of a single delivery once a week consolidating all Orders received up to point of fulfilment, to a single delivery point, with no consolidation of invoices 
6.7.1.3 Delivery Option 3 manual transactions which comprise of twice weekly deliveries consolidating all Orders received up to point of fulfilment. Deliveries to a single delivery point, with no consolidation of invoices. Deliveries to multiple locations within a site (including deliveries to desk);
6.7.1.4 Delivery Option 4 - A bespoke option historically for Ministry of Defence (MoD) but can be utilised by any public sector organisation. This comprises of twice weekly, desktop delivery, delivery to a single point, multi drop deliveries, electronic transactions and manual transactions. There may also be a requirement for ad hoc delivery requests when required which the Buyer may not be able to plan in advance and may include a next day delivery option.
6.8  The Supplier shall be aware that Buyers shall be able to collect from a Suppliers premises. This shall be specified by the Buyers within their individual Call Off Contract established under this Framework Contract.
6.8.1.1 The Supplier shall also be aware that there may be a requirement to deliver to multiple locations within a Buyers site. This shall be specified by the Buyers within their individual Call Off Contract established under this Framework Contract.   
6.9 Additional Services
6.10 When required by a Buyer, the Supplier shall provide an overseas delivery service from the UK. The Supplier shall provide a direct delivery service, and shall utilise the Buyers existing carriers and routes. Contracting Authorities shall confirm within their Call Off Contract whether they shall require overseas deliveries. 
7. Account Management 
7.1    The Supplier shall provide CCS with a nominated named account manager and deputy account manager who will be the framework contact. The nominated account manager shall have a minimum of two years’ relevant industry experience.
7.1.1  The Supplier shall within five (5) Working Days of the Framework Contract Start Date supply to CCS the name and contact details (including email address and telephone numbers) of the nominated account manager and deputy account manager for this Framework Contract. This shall include periods of unavailability and absence.
7.1.2 The Supplier shall also ensure that the deputy account managers name and contact details (including email address and telephone numbers) are provided to CCS prior to the nominated account manager’s unavailability and/or absence.  
7.1.3 The Supplier shall ensure that the deputy account manager has the same delegated powers, authority and discretion as the nominated account manager.
7.1.4 The Supplier shall notify CCS if the named account leaves their organisation 
7.1.5 That Supplier shall be aware that CCS requires that all communication to the Supplier are acknowledged within 1 working day Monday to Friday, excluding public holidays.
7.1.6 The Supplier shall provide Supplier Contract Manager who will oversee the operation of the Call Off Contract with the Buyer(s) 
7.1.7 The account manager shall work closely with respective Buyers’ to ensure the effective transition of the office supplies requirements. An on boarding  plan will be agreed with the Supplier upon contract award.
7.1.8 CCS shall require the Supplier to shall deliver and communicate transparency of pricing, savings, and shall provide to CCS as a minimum, with the following:
(i)  a written recommendations report every quarter, outlining how Buyers can purchase more effectively and make incremental savings;
(ii)  an agreed summarised continuous improvement plan, to be submitted three (3) months after the first Buyer(s) Call Off Start Date, with quarterly communication of progress on actions for the duration of this Framework Contract. The entire continuous Improvement plan shall be updated annually for the duration of this Framework Contract.
(iii)  a quarterly written communication, which includes details of changes in customer behaviour trends, improvements, risks, issues, complaints and concerns.
(iv)  the account manager shall attend Supplier review meetings with CCS in accordance with the requirements of Framework Schedule 4 – Framework Management and shall deliver and communicate transparency of pricing, savings, and shall provide to CCS  as a minimum, with the following:
(v) A written recommendations report every quarter, outlining how Contracting Authorities can purchase more effectively and make incremental savings;
7.1.9 The account manager shall attend Supplier review meetings with CCS in accordance with the requirements of Schedule 4 –Framework Management .The frequency of meetings shall be agreed by CCS.
7.1.10 The Suppliers Contract Manager shall also attend review meeting with the Buyer(s). This shall be agreed within the Call Off Contract established under this Framework Contract.
7.2 Continuous Improvement 
7.2.1 The Supplier must, throughout the Contract Period, identify new or potential improvements to the provision of the Deliverables with a view to reducing the Relevant Authority’s costs (including the charges /Framework Prices) and/or improving the quality and efficiency of the Deliverables and their supply to the Relevant Authority.  
8 ADDITIONAL REQUIREMENTS 
7.2 The Supplier shall advise the Buyer when requested if they are able to provide : 
(i) Toner waste collection/recycling
(ii) Technology waste collection/recycling
(iii) Paper waste collection/recycling
7.3 These services shall not constitute part of the evaluation process and are included for information purposes however suppliers should be able to work with Buyers to offer these services. 
Annex A - Core List - Lot 1 

Annex B - Core List - Lot 2 


Annex C - Core List - Lot 3  

Annex D -Ordering /Delivery including Bespoke Requirements

Example 1: Ministry of Defence: Ordering/Delivery (MoD) 
 
Ordering
 
Approximately 70% of MoD orders are via the MOD Contracting, Purchasing & Finance (CP&F) system with a further 30% via lodged electronic purchasing card (epc). There is a possibility that within the life of the Framework Agreement some of the manual ordering may move to the CP&F ordering platform and Suppliers shall need to consider how this would be developed. It is envisaged however that there shall always be at least 10% of orders that shall continue to be manual.
UK Deliveries
 
When delivering Goods to MoD through the Crown Office Supplies Framework Contract, Supplier delivery personnel shall require appropriate security clearance to enable access to units and shall need to comply with local security instructions. Security arrangements vary from unit to unit.
The Supplier shall be responsible for establishing the specific security arrangements required at each site and shall ensure that delivery personnel comply.The Supplier shall maintain and update the security arrangements for each site on the delivery schedule. Updated delivery schedules shall be required by the MoD on request.
 
There may be occasions when the Supplier shall be required to deliver within an agreed time window.
 
Deliveries shall be required to approximately 1400 post codes some of which shall be to a single delivery point whilst others shall require a multi drop delivery which shall result in the supplier’s delivery personnel being on site for several hours.
 
There shall be a requirement for a range of delivery options as follows:
 
•                      Twice Weekly
•                      Desktop Delivery
•                      Delivery to a single point
•                      Multi Drop Deliveries
 
 
Suppliers shall be required to fully consider the complex MoD requirements when providing a solution.

Deliveries Overseas

When delivering Goods overseas, the Supplier shall be:

1. Responsible for using the appropriate packaging for overseas delivery including specific packaging for goods designated as dangerous cargo (for Goods delivered to a UK point of embarkation other
than via HQ BFPO, the Supplier shall ensure that the contents are not identifiable. For embarkation via HQ BFPO, please refer to Deliveries via HQ BFPO, Ruislip overleaf).

1. Able to utilise existing MoD carriers and routes via MoD DES HQ BFPO Ruislip (based at RAF Northolt) or MoD Bicester (as detailed below) if required.


Deliveries via MoD Bicester to overseas locations attract standard rate VAT. In circumstances where the goods are delivered via MoD DES HQ BFPO Ruislip, the Goods may be eligible for zero rating.

Deliveries via the Commercial Mail Service, HQ BFPO, Ruislip

If a Supplier considers that it may be appropriate for them to open a Commercial Mail Service (CMS) Account with the British Forces Post Office (BFPO) to enable onward shipment of items through the HQ BFPO Ruislip CMS system to BFPO locations overseas, they must (before they contact HQ BFPO (see contact details below)) establish beforehand that the items they intend sending through the BFPO CMS system do not fall foul of BFPO’s Restricted and Prohibited Items policy, which can be found on the BFPO Website: www.gov.uk/british-forces-post-office-services. BFPO’s policy is based on the Postal Industry standard, i.e. Royal Mail Prohibited Items policy.

Additionally, due to the nature of the Service HQ BFPO operates, a strict size and weight restriction policy is enforced. The table below details current restrictions;


	Location
	Max Weight
	Max Size

	
Static BFPO Addresses*
	
30kg
	Length - 1.05m, Length and girth combined - 2.0m

	
BFPO Ships
	
11kg
	Length - 1.05m, Length and girth combined - 2.0m

	
Exercises and Operations (e.g. Afghanistan)
	
2kg
	Length - 0.6m, Length and girth combined 0.96m




All parcels must have sufficient packaging and each parcel must be individually addressed. 

BFPO can accept a palletised consignment, but only when the pallet contents can be broken down into individual parcels that are sufficiently packaged and addressed as previously stated. BFPO is unable to convey complete, palletised consignments onwards through the HQ BFPO Ruislip CMS system, to BFPO locations overseas.

Supplier(s) are to note that if they wish to utilise the CMS system, they shall be required to either obtain a CMS Account with HQ BFPO, accepting the terms and Conditions therein, or enter into an agreement with a courier / carrier who is themselves already holding a CMS account with BFPO, before despatching any items to HQ BFPO Ruislip. Failure to adhere to this instruction will result in delivered items being refused upon point of entry. 

For CMS account holders, the CMS system will operate as follows;

· Upon arrival at the CMS Reception Desk, HQ BFPO Ruislip, CMS Receipting staff receipt and process the items through our system on behalf of the Supplier, for onward shipment to BFPO locations overseas.

· The Defence Business Service (DBS) at Liverpool then raise an invoice on BFPO’s behalf, in accordance with the Terms and Conditions of the CMS Agreement, which shall be issued direct to the Supplier.

Full details of the BFPO CMS can be found on the Website. 
www.gov.uk/british-forces-post-office-services 

Example 2 – Ministry of Justice (MOJ) – Delivery Only  

All sites within Ministry of Justice (MoJ) have security measures for gaining access to the building. The gate opening times for prison establishments and Courts and Tribunals opening days, times, security staff and alarm details shall be provided to the Supplier at the commencement of the Call Off Contract.
All staff entering MoJ premises must be security cleared and this shall be detailed in the Call Off Contract. 
Deliveries to HM Prisons Crown Office Supplies RM6059 
Deliveries shall be required to approximately 112 locations with over 200 delivery points. 
The prison categories range from A to D. 
There shall be specific delivery requirements for each prison an example is as shown below: 
Gate Size – Height Width 
Distance between inner and outer gates 
Lock Gates Y/N 
Gate Opening times
Deliveries to Court Buildings Deliveries shall be required to locations ranging from Supreme to Youth Courts. 
All shall have specific security on site, with some having security at the entrance to the building.   
 
Example 3 Home Office (HO) – Airside Delivery details
 
There shall be a requirement for airside deliveries at UK airports.
Delivery drivers shall require fully accredited airside passes and Airside Operators Licence for vehicles to make airside deliveries. 
A full list will be available from the Home Office at Call Off Contract stage. 
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