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Attachment 3 – Statement of Requirements

Provision of Completeness of Income Partners
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1. [bookmark: _heading=h.3znysh7]PURPOSE
1.1 [bookmark: _heading=h.2et92p0]In order to effectively deliver critical internal assurance, Crown Commercial Service (CCS) requires the support of a completeness of income audit delivery partner to augment its current resources and capability.  
1.2 [bookmark: _heading=h.evn0ezqa1ygh]Contract duration will be 2 +1 years.  However, the requirement for audit services is an enduring requirement.  

2. [bookmark: _heading=h.tyjcwt]BACKGROUND TO THE CONTRACTING AUTHORITY
2.1 [bookmark: _heading=h.nlrn459bhdr4]CCS is the largest public procurement organisation in the UK, helping organisations across the whole of the public and third sector find the right commercial solutions for circa £30 billion of spend each year (approximately 70/30 split between central government (CG) and wider public sector (WPS) organisations). By helping organisations save time and money on the procurement of common goods and services, CCS helps organisations achieve savings and other commercial benefits.
2.2 [bookmark: _heading=h.1mgocr7ug4ln]The areas of common goods and services CCS cover spans:
2.2.1 [bookmark: _heading=h.c9dv461nxnf3]Technology: digital future, network services, software and cyber security and technology products and services
2.2.2 [bookmark: _heading=h.3o0i6o901g1m]Corporate solutions: document management and logistics, financial services, fleet, marketing, communications and research, office and travel
2.2.3 [bookmark: _heading=h.lnv4i9wm8puc] Buildings: energy, construction and workplace
2.2.4 [bookmark: _heading=h.78e9x0u4v2rt]People: workforce solutions, professional services, contact centre and business services, and people services  

3. [bookmark: _heading=h.3dy6vkm][bookmark: _heading=h.2w327dyn345g]Background to requirement/OVERVIEW of requirement
3.1 [bookmark: _heading=h.2w0qg6hnmz83]CCS is a Public Sector body and as such is operating in a challenging environment, specifically affected by resource constraints.  CCS is seeking an audit delivery partner to help optimise resources and to create a scalable, efficient audit service
3.2 [bookmark: _heading=h.26co9ucqiwn1]CCS is the Authority on circa x 259 Commercial Agreements, with circa x 10,000 individual supplier entities acting on those agreements.
3.3 [bookmark: _heading=h.o6h4is1nxvy9]Suppliers acting on CCS commercial agreement are contractually required to provide management information on a monthly basis for every agreement they act on.  This management information provides an account of CCS related sales for services and/or products rendered. 
3.4 [bookmark: _heading=h.31q768lesjbt]CCS is a trade fund and generates its own income by applying a levy against supplier reported sales.  
3.5 There is a risk that suppliers do not completely and accurately report all CCS related sales as contractually required.  This is an inherent risk to CCS. 

3.6 [bookmark: _heading=h.5r3us24v45tp]The CCS supplier assurance team (operating in the second line of defence) provides internal assurance to CCS that suppliers have adequate and effective processes in place to report all CCS related sales.  This assurance is delivered through a programme of supplier audits.   
3.7 [bookmark: _heading=h.oam7m1c0ei5a]CCS is subject to an annual audit performed by the National Audit Office (NAO, acting as the third line).  A critical component of this audit is the completeness and accuracy of reported CCS income.  CCS’s accounts are presented to Parliament following NAO scrutiny.
3.8 [bookmark: _heading=h.u2x4gafjl45w]CCS is seeking an ADP to deliver supplier audits, complementing an existing in-house second line assurance function. 
4. [bookmark: _heading=h.4d34og8]definitions 
	Expression or Acronym
	Definition

	Audit delivery partner (ADP)
	Means the awarded supplier of this procurement 

	Supplier
	Means the organisation being audited through services delivered via this procurement activity 

	GIAA
	Means Government Internal Audit Agency

	NAO
	Means National Audit Agency


5. [bookmark: _heading=h.2s8eyo1]scope of requirement 
5.1 The audit delivery partner (ADP) will conduct audits on behalf of CCS.  These audits will provide internal assurance to CCS that processes employed by suppliers (on CCS Commercial agreements) to completely and accurately identify and report CCS related sales are adequate and effective.
5.2 The audit approach to be used has been designed by CCS and validated as fit for purpose by the Government Internal Audit Agency (GIAA) and the National Audit Office (NAO).  The ADP must follow this approach using CCS testing and reporting templates.

5.3 CCS audit interventions are tiered, the ADP must be able to deliver all levels of audit intervention in line with CCS requirements and procedures.   Audit interventions are;
5.3.1 Audit Lite
5.3.2 Audit Standard
5.3.3 Audit Plus
5.3.4 Re-audits

5.4 CCS may require the audit delivery partner to complete a re-audit of a supplier where a previous audit identified systemic weakness in supplier processes.  Re-audits are focused on re-testing those areas of weakness and are not a full audit engagement.

5.5 CCS audits typically includes but is not limited to;
5.5.1 Reviewing suppliers’ internal controls to identify, control and report all CCS related sales
5.5.2 validating controls are applied effectively, through multiple tests;
5.5.3 reported value of sales for a sample of customers is completed and accurate 
5.5.4 testing a sample of invoice lines for complete and accurate reporting
5.5.5 testing a sample of credit notes
5.5.6 testing a sample of invoices to assure correct pricing has been afforded
5.5.7 assuring through the use of independent data, that all contracts identified by the supplier as non-CCS related contracts have been treated appropriately

5.6 Audits will include substantive testing ensuring that findings identified are   grounded and supported by evidence.  Findings and recommendations for improvement will be made and formalised within an audit report for each audit that will be shared with CCS.

5.7 The following aspects will be managed internally by CCS and are out of scope;
5.7.1 Setting of CCS annual audit strategy
5.7.2 Identification of suppliers to audit
5.7.3 Ongoing management of audit actions following an audit

THE REQUIREMENT

5.8 CCS is seeking x one (1) audit delivery partner to deliver income audits on behalf of CCS. 

5.9 There is no guaranteed volume under this contract, however the delivery partner is expected to deliver twenty (20) to forty (40) audits per financial year.

5.10 The ADP will be expected to deliver the required services in line with CCS’ defined methodology.  A CCS audit routine typically consists of;


5.10.1 Pre-engagement phase; agreeing audit date with the supplier, preparation of sample & test pack
5.10.2 Fieldwork; undertaking audit testing 
5.10.3 Reporting; concluding on an audit rating, agreeing outcomes with the supplier, writing audit report, quality assurance checks

5.11 The ADP will deliver services using CCS’s defined audit methodology, using CCS standard documents and templates.

5.12 CCS sets an annual audit strategy, including the supplier selection approach. However, to ensure supplier selection is risk based and determined by the most up to date information, suppliers to audit are selected on a quarterly basis.  CCS will provide the ADP with a list of suppliers to audit x six (6) weeks prior to the beginning of each new financial quarter. 

5.13 Each individual audit, dependent on the level of audit intervention will take an average of;

5.13.1 X three (3) business days - Audit Lite
5.13.2 X five (5) business days - Audit standard
5.13.3 X six (6) business days - Audit Plus
5.13.4 X three (3) business days – Re-audit

5.14 CCS will provide the ADP with a data pack for each audit being delivered.  This pack will include the necessary data and information pertinent to the delivery of the audit and will include the required raw data from which audit samples can be taken.  Each audit pack will be provided to the ADP no later than x four (4) weeks prior to the audit delivery date to allow for analysis.  The ADP will share the audit test pack including the audit sample with the supplier being audited two weeks prior to the audit delivery date.

5.15 The ADP must ensure that auditors used to own, lead and report on the delivery of services through this procurement (audits) are adequately trained. Specifically, individuals must be either;

5.15.1 Internal auditors -  qualified by the Institute of Internal Auditors (IIA)
5.15.2 Financial auditors - qualified by Chartered Institute of Management Accountants (CIMA), Association of Certified Chartered Accountants (ACCA), Institute of Chartered Accountants in England or Wales (ICAEW), Chartered Institute of Public Finance & Accountancy (CIPFA)
5.15.3 [bookmark: _GoBack]Resource working towards the above qualifications may be used to support elements of substantive testing as part of the fieldwork

5.16 The ADP should have the capability to provide audit services across all different types of CCS commercial agreement.  The perceived complexity will influence what level of audit intervention is required, which will be determined by CCS. 

5.17 The ADP will be able to deliver audits either on-site at supplier’s premises, or remotely using video call technology i.e. Google Hangout/Microsoft Teams.  How an audit will be delivered (on-site/remotely) will be pre-determined by CCS based on perceived complexity.  If in the course of a remote audit, an on-site visit becomes necessary, this must only be completed following agreement and acceptance by CCS Contract Manager.

5.18 The ADP must have access to appropriate resources to effectively conduct and conclude each audit engagement, this includes; planning and preparation, fieldwork, report writing, stakeholder management and quality assurance.

5.19 The ADP will deliver audits in line with the CCS audit process, using CCS audit templates and to the quality standard defined by CCS.  Suppliers should not realise a difference between an audit delivered by CCS or the ADP.

5.20 We expect the ADP to stand behind any advice given and analysis conducted. The ADP is required to maintain, and provide on request, all relevant records and evidence to support the advice and recommendations given to CCS as inputs into the decision-making process. 

5.21 The ADP will produce a full audit report and executive summary for each audit engagement.  This will detail the assurance rating, findings and recommendations as a result of all audit testing.  Assurance ratings are;
	
	Nil
	Nil assurance can be provided based on test outcomes. The supplier’s financial systems are underdeveloped or poorly controlled and/or have resulted in inaccurate reporting of Crown Commercial Service spend or significant noncompliance with test requirements

	Limited
	Limited assurance can be provided based on test outcomes. No actual financial system inaccuracies were identified, but the supplier’s systems would benefit from further control being applied or improved levels of compliance to reduce the risk of future inaccurate reporting and/or non-compliance with requirements 

	Adequate
	Adequate assurance can be provided based on test outcomes that the supplier’s systems are broadly fit for purpose to meet framework requirements. Typically no priority one (1) or two (2) recommendations will be made



The audit report to be supplied to CCS within ten (10) business days of audit 	fieldwork concluding. 

5.22 If during the delivery of services described, the ADP has any concerns or suspicions relating to fraud, bribery and/or corruption, these must be reported to the CCS Contract Manager as soon as possible, without alerting the CCS supplier who is the subject of the audit being undertaken.

5.23 In undertaking their audit of CCS, the NAO will conduct a random sample of checks that cover all elements of the CCS audit programme to ensure that quality is being maintained.  Work completed by the ADP may be included in this random sample of checks.  NAO conduct their audit in two parts; interim (Dec/Jan) and year end (April/May)  

5.24 In the event work undertaken by the ADP is required by the NAO and/or another CCS audit partner (Government Internal Audit Agency GIAA) the CCS contract manager will inform the ADP in writing The ADP must comply with all  requests for information for audits that fall within this contract and within the timeframe stipulated by CCS.

5.25 All individuals involved in the delivery of services described are bound by the code of ethics of their respective professional body and should always conduct themselves in a professional manner.

6. [bookmark: _heading=h.3rdcrjn]key milestones and Deliverables
6.1 The ADP is expected to execute between twenty (20) to forty (40) audits each financial year throughout the duration of this contract. The Authority is not committing to any level of volume or spend.

6.2 The ADP must share an implementation plan with the CCS contract manager within two weeks, describing how delivery would be managed in a scalable way.
This plan must include, but is not limited to;

6.2.1 Resource - How the ADP will manage sufficiently qualified resources to meet CCS requirements, both in terms of sufficiency and contract management 

6.2.2 Training - How the ADP will commit to learning and consolidation of CCS processes in order to commence delivery no later than three months post award.  And how the ADP will ensure knowledge share throughout contract delivery.

6.2.2 Quality - describe their quality assurance processes & controls to ensure limited rework.  

6.2.3 Conflict – describe how conflict will be identified, managed and reported
	
6.3 The audit delivery partner will produce a quarterly plan for audits that will be delivered and report findings as individual audit engagements are concluded to CCS.

6.4 The ADP will commit to learning CCS processes to enable the delivery of audit engagements to the quality and in the manner determined by CCS.  All training and consolidation of knowledge will conclude within two months of award.

6.5 The ADP is expected to commence delivery of audits no later than three months post award.

6.6 Contract management activity will be undertaken throughout the term of the contract.  During mobilisation this will be monthly, but CCS reserve the right to change the frequency throughout the contract term.

6.7 The ADP should note the following project milestones against which the Contract Manager will measure the quality of delivery. 

	Milestone/Deliverable
	Description
	Timeframe 
or Delivery Date

	1
	ADP confirms and provides BPSS (or how it will be achieved) for all staff to be deployed on CCS audit work
	Within two weeks of contract award

	2
	Authority and ADP initial meeting
	Within two weeks of contract award

	3
	ADP to provide proposed implementation  plan 
	Within four weeks of contract award

	4
	Authority confirms tranche of initial suppliers to audit
	Within four weeks of contract award

	5
	ADP reports to CCS any conflict of interest with suppliers to audit and/or positively affirms no conflict 
	Within one week of receipt of supplier list from CCS

	6
	ADP commences service delivery
	Within three months of award

	7
	ADP provision of management information to CCS; including, audits arranged, work in progress, results of work delivered -findings and recommendations including financial impacts
	Monthly

	8
	Produce an internally quality assured audit report
	Within 10days of fieldwork completion (per audit)

	9
	Authority and ADP contract review
	Monthly





7. [bookmark: _heading=h.lnxbz9]MANAGEMENT INFORMATION/reporting
7.1 The audit delivery partner will produce an audit report per audit.  This report will be issued to the Commercial Agreement Manager (CAM) relevant to the individual audit engagement.

7.2 The ADP will report within five (5) working days any conflicts of interest upon receipt of the list of suppliers.  This applies for both;


7.2.1 Perceived and actual conflicts at an organisational level 
7.2.2 Perceived and actual conflicts relating to individuals delivering CCS audit engagements

7.3 The ADP will update CCS with monthly progress against the scheduled plan of work, this will be provided to the CCS Head of Supplier Assurance.  This will include;
7.3.1 Work planned
7.3.2 Audits in progress
7.3.3 Audits work complete including; audit outcomes, financial impacts and actions to be tracked

8. [bookmark: _heading=h.35nkun2]volumes
8.1 The audit delivery partner will deliver twenty (20) to forty (40) CCS audits.  These audits will be a mix of levels of intervention and delivery method (remote/on-site) which will be defined by CCS.  


9. [bookmark: _heading=h.44sinio]continuous improvement
9.1 The ADP will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.
9.2 The ADP should present new ways of working to the Authority during monthly Contract review meetings. 
9.3 Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented.
9.4 Conversely if CCS improves and changes the process, either through proactive activity and/or feedback from an audit partner (GIAA, NAO) CCS will inform the ADP, who will adopt the process change for any future audits following notification at no extra charge.

10. [bookmark: _heading=h.2jxsxqh][bookmark: _heading=h.z337ya]quality
10.1 CCS is uncompromising on quality and expects the ADP to deliver right first time products in line with CCS’ audit methodology.  Adherence to required standards and this methodology will help to ensure a quality product is delivered and will be a component of regular contract review meetings.

10.2 The ADP will be required to ensure the quality of all work aligns to the CCS quality standard as outlined in the CCS quality assurance process.  

10.3 Audit engagements and outcomes will be subject to a CCS led quality check review to ensure this quality obligation is met.  This quality check review will take place prior to the issuance of an audit report.  Feedback will be given to the ADP within five working days, for them to act upon.  The continued frequency of CCS independent quality checks will be determined by CCS and discussed at contract review meetings.

10.4 If any element of a piece of work is deemed to not meet the required quality standard, then any rework should be undertaken at the expense of the awarded ADP.  This will include, but is not limited to, factual inaccuracies which are included within the submitted report, and instances where the report does not reflect supplier acceptance at the audit closeout meeting and consequently the report may require re-drafting.

11. [bookmark: _heading=h.3j2qqm3]PRICE

11.1 Pricing will be constituted of fixed pricing.

11.2 The ADP is expected to provide a price for each individual audit engagement type, this should be based on conducting the audit remotely.  This will include pre-engagement, fieldwork and reporting as per 5.10.

11.3 The ADP is expected to provide a percentage uplift to the fixed price per Audit for conducting the Audit On-Site.  This should account for all expenses that could be incurred in delivery services on-site.  No other expenses can be invoiced to the Authority. Further guidance will be provided in the bid pack.  

11.4 Invoices will only be paid on completion of a planned tranche of audit activity.  Audits should be invoiced for once fully complete.

12.4	Prices are to be submitted via the e-Sourcing Suite Attachment 4 – Price Schedule excluding VAT and including all other expenses relating to Contract delivery.

12. [bookmark: _heading=h.1y810tw]STAFF AND CUSTOMER SERVICE
12.1 The ADP shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service.  The level of resource and how this will be managed must be included in the ADP’s implementation plan.
12.2 The ADP’s staff assigned to the Contract shall have the relevant qualifications and experience to deliver the Contract to the required standard. 
12.3 The ADP shall ensure that staff maintain their professional status and qualification (ACCA/CIMA/IIA) for the lifetime of the contract 

12.4 The ADP shall ensure that staff understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  

12.5 The ADP will ensure ‘Key Roles’ are filled for the lifetime of this contract.  These include;

12.5.1 Contract Manager 
12.5.2 Operations Manager – manage the provision of services which includes but is not limited to; delivery of audits, delivery of quality outcomes, management of conflicts, resources
12.5.3 Technical Expert – will learn and maintain an expert knowledge of CCS audit process, will provide quality assurance of ADP audit outcomes, will provide internal training and be responsible for  knowledge share 
12.6 The ADP partner will ensure that their staff conduct themselves professionally at all times in the delivery of the Services.

12.7 The ADP will not subcontract any element of the delivery of the Services without prior approval of the CCS contract manager.

13. [bookmark: _heading=h.4i7ojhp]service levels and performance
13.1 The Authority will measure the quality of the ADP’s delivery by:

	KPI/SLA
	Service Area
	KPI/SLA Description
	Target

	1
	Audit Delivery
	ADP will execute between 20-40 audits across each financial year for the duration of this contract

	100%

	2
	Audit Report
	ADP will produce each draft audit report within 10 working days of fieldwork concluding

	90%

	3
	Audit Report
	ADP will react to CCS quality feedback and issue final reports within five working days of management/QA comments

	90%

	4
	Quality
	ADP will deliver audit engagements to the quality standard set by CCS and assure this provision through applying the CCS quality assurance process each time an audit is delivery 

	100%

	5
	Audit Tracking
	The ADP will update CCS with operational delivery progress, including planned work, work in progress and outcomes of each assigned audit.  This should be updated as each audit is planned, delivered and concluded and will be discussed at each contract review meeting

	100%





14. [bookmark: _heading=h.2xcytpi][bookmark: _heading=h.1ci93xb]Security and CONFIDENTIALITY requirements

14.1 The ADP *(and all persons who act in the delivery of CCS audit activity) will be required to agree to and sign a Non-Disclosure Agreement.

14.2 All staff working in the delivery of services under this contract are required to  meet His Majesty’s Government Baseline Personnel Security Standard (BPSS) prior to commencing any service delivery.  This must be managed by the audit delivery partner and evidence to CCS.

14.3 For situations in which the ADP and/or an employee of a said partner, who is in a position of trust, has competing professional or personal interests which could be deemed to compromise the impartiality of their duties, then a Conflict of Interest must be declared to the CCS contract manager.

14.4 It is the responsibility of the ADP to highlight any actual and/or perceived conflict of interest upon receipt of each list of suppliers selected for audit.  Each time this list is provided all persons engaged in the delivery of those audits should consider if they have actual or perceived Conflict of Interests and provide a declaration.

14.5 Where Conflicts of Interests occur, CCS must be informed immediately so CCS can determine and agree with the audit delivery partner any appropriate and proportionate safeguards, or re-allocate the audit activity.

14.6 CCS is the data controller and the audit delivery partner will act as a data processor.  Detailed working papers shall be prepared and maintained in an audit file by the ADP for each audit assignment.   These papers will include all evidence of audit tests and information obtained to support the basis for the findings and recommendations reported.  All audit files, documentation and other evidence remain the property of CCS as the data controller.  They must be prepared in accordance with the CCS Management System and relevant records management policy.

14.7 The ADP is responsible for ensuring all data and information used in the delivery of the services is handled and stored in line with the requirements of General Data Protection Regulation (GDPR) 2018 as required under the Data Protection Act 2018.

14.8 CCS audits methodologies, processes and procedural documentation is the intellectual property of CCS  

15. [bookmark: _heading=h.3whwml4]payment AND INVOICING 
15.1 The ADP will be held to account by the CCS Contract Manager throughout the contract in relation to their performance in meeting the agreed delivery dates for each audit schedule. This will enable payment for satisfactory services rendered to not be delayed.  
15.2 Payment can only be made following satisfactory delivery of pre-agreed deliverables. 
15.3 Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
15.4 CCS shall accept and process payment to invoices submitted by the audit delivery partner, where the invoice is undisputed.  Invoices should be submitted to: Finance, Crown Commercial Service, The Capital Building, Old Hall Street, Liverpool, L3 9PP and display a correct purchase order number.

16. [bookmark: _heading=h.2bn6wsx]CONTRACT MANAGEMENT 
16.1 [bookmark: _Hlk129609811]The ADP must attend Contract Review Meetings.  These dedicated meetings will be held monthly, towards the end of the financial year an increase in frequency may be required.  The purpose of these meetings will be to review performance, progress on assignments, invoicing and to develop a collaborative working relationship, including identifying areas of improvement.

16.2 Attendance at Contract Review meetings shall be at the ADP’s own expense.
17. [bookmark: _heading=h.qsh70q]Location 
17.1 As required, meetings may also be held face to face at a CCS office, the location of which will be mutually agreed at least two weeks in advance. CCS office locations are;
17.1.1 The Capital Building, Old Hall Street, Liverpool, L3 9PP
17.1.2 Roseberry Court, Norwich
17.1.3 10 South Collonade, Canary Wharf, London
17.1.4 Birmingham
17.1.5 Newport
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