[bookmark: _GoBack]Framework Schedule 4 (Framework Management)
Definitions
In this Schedule, the following words shall have the following meanings and they shall supplement Joint Schedule 1 (Definitions):
	"Supplier Framework Manager"
	has the meaning given to it in Paragraph 3.1 of this Schedule; and

	"Supplier Review Meetings"
	has the meaning given to it in Paragraph 3.9 of this Schedule.


How CCS and the Supplier will work together
The successful delivery of this Contract will rely on the ability of the Supplier and CCS to develop a strategic relationship immediately following the conclusion of this Contract and maintaining this relationship throughout the Framework Contract Period. 
To achieve this strategic relationship, there will be a requirement to adopt proactive framework management activities which will be informed by quality Management Information and other reporting as set out in this Schedule, and the sharing of information between the Supplier and CCS.
This Schedule outlines the general structures and management activities that the Parties shall follow during the Framework Period.
Framework Management
Framework Management Structure
[bookmark: _Ref365981152]The Supplier shall provide a suitably qualified nominated contact (the "Supplier Framework Manager") who will take overall responsibility for delivering the Goods and/or Services required within this Contract, as well as a suitably qualified deputy to act in their absence. 
The Supplier shall put in place a structure to manage this Contract in accordance with Framework Schedule 1 (Specification) and the Performance Indicators. 
A governance structure will be agreed between the Parties as soon as reasonably practicable following the Framework Start Date.
Following discussions between the Parties following the Framework Start Date, where requested by CCS the Supplier shall produce and issue to CCS a draft supplier action plan (the "Supplier Action Plan").  CCS shall not unreasonably withhold or delay its agreement to the draft Supplier Action Plan. The Supplier Action Plan shall be agreed between the Parties and come into effect within two weeks from receipt by the Supplier of the draft Supplier Action Plan. 



The Supplier Action Plan shall be maintained and updated on an ongoing basis by CCS. Any changes to the Supplier Action Plan shall be notified by CCS to the Supplier. The Supplier shall not unreasonably withhold its agreement to any changes to the Supplier Action Plan. Any such changes shall, unless CCS otherwise Approves, be agreed between the Parties and come into effect within two weeks from receipt by the Supplier of CCS’s notification.
The Supplier agrees to comply with its obligations in the Supplier Action Plan as updated from time to time.
The Supplier shall comply with all requests from CCS in regard to compliance requirements as required including:
Dun and Bradstreet risk failure score monitoring;
regular evidence that the Required Insurances and Additional Insurances have been renewed and maintained;
invoice payment performance; and
verification of required accreditations & certifications.
[bookmark: _Ref498429942]Suppliers should participate in further competitions when identified as part of the final bidder list. Failure to bid on further competitions without an acceptable reason may result in the Supplier being suspended from the Framework, in accordance with Clause 10.7 (Partially ending and suspending the contract), for a period as decided by CCS. 
[bookmark: _Ref365982216]Supplier Review Meetings
[bookmark: _Ref365981180][bookmark: _Ref492662758]Regular performance review meetings will take place throughout the Framework Contract Period ("Supplier Review Meetings") at such locations, times and frequencies as CCS determine from time to time (which are anticipated to be once every Month or less frequently).  The Parties shall be flexible about the timings of these meetings.
The Supplier Review Meetings will review the Supplier’s performance under this Contract and, where applicable, the Supplier’s adherence to the Supplier Action Plan. The agenda for each Supplier Review Meeting shall be set by CCS and sent to the Supplier in advance.
CCS may ask the Supplier to discuss any instances known to the Supplier where any Other Contracting Authority decided not to use this Framework Contract for their order.
The Supplier Review Meetings shall be attended, as a minimum, by CCS Representative(s) and the Supplier Framework Manager.

How the Supplier’s Performance will be measured
The Supplier’s performance will be measured by the following Performance Indicators (“PI”):
	Performance Indicator (PI)
	PI Target 
	Measured by

	1. Scored Information

	1.1 Error free "upload" of Management Information (MI) return by the date / time required each month.
	100%
	Confirmation of receipt and time of receipt by CCS (as evidenced within CCS’s data warehouse system).

	1.2 All undisputed invoices for the Management Charge to be paid within 30 calendar days of issue. 

	100%
	Confirmation of receipt and time of receipt by CCS (as evidenced within CCS’s management accounting system)

	1.3 Supplier Self-Audit Certificate to be issued to CCS in accordance with the Framework Agreement
	100%
	Confirmation of receipt and time of receipt by CCS

	1.4 Actions identified in an Audit Report to be delivered by the dates set out in the Audit Report
	100%
	Confirmation by CCS of completion of the actions by the dates identified in the Audit Report

	1.5 Supplier to notify CCS once each Volume Discount threshold (as specified in Framework Schedule 3 (Framework Prices)  has been reached within a Contract Year
	100%
	Confirmation of receipt and time of receipt by CCS

	1.6 Supplier to accurately apply the Volume Discount mechanism and provide appropriate evidence of compliance as requested by CCS  
	100%
	Confirmation of receipt and time of receipt by CCS

	1.7 Supplier to provide timely and accurate reporting as set out in Table 2 below
	100%
	Confirmation of receipt and time of receipt by CCS or its nominated representative.

	1.8 Supplier to accept Orders or respond to invitations to participate in Further Competition Procedures (in line with Specification Paragraph 8.4.1)
	85%
	Based on number of opportunities and responses to those opportunities in the Opportunity Log (see 2.1 below).



	2. Information for reporting purposes and Supplier Review Meetings

	
	Report name
	Purpose
	Frequency
	Format

	2.1
	Opportunities Log
	To monitor customer use of the panel and suppliers obligations to Bid (Specification paragraph 8.4 and 8.5)  ability to accept or bid for work through the panel
	Monthly by the 7th working day of the month until the end of the Panel Agreement
	


	2.2
	Supplier Value Add Report
	To provide information on the value added services and relationship development activity provided through the panel outside of any individual matters.  E.g 
· Support provided to Customers (e.g. senior discussions to inform their organisational development or innovation strategy)
· Customer contributions to Supplier internal meetings
· Hosting of meetings for Customer Teams 
· Client listening activity
· Thought Leadership
· Contribution to Government policies (e.g. membership of consultation board)
· EDI or other events open to Customers or contributed to by customers
· Feedback /narrative on training sessions provided
· Development / changes to the Prospectus
· Any key developments within the Supplier’s organisation

	Quarterly by the 7th working day of April, July, October and January until the end of the Panel Agreement
	Firms own format

	2.3
	Value Added Services Log
	To provide details of training, secondments, exchanges and meeting rooms provided
	Quarterly by the 7th working day of April, July, October and January until the end of the Framework Contract or any Call Off Contract.
	


	2.4
	Performance management
	To provide overview of competition and call off activity including:
· How many times have you exceeded either the estimate or the agreed cost price of a Call-Off Contract
· How many times have you had to amend a customer invoice in relation to any Call-Off Contract under this Framework Contract, in response to a customer query or challenge, in the last quarter 
· How many times have you quoted a reduction (saving) on Suppliers maximum prices under this Framework Contract on a further competition
· Have you amended / updated your Prospectus in the period (with details)
· How many times have you asked Customers to complete a quality monitoring survey if so by CCS in line with Paragraph 8.6 of Framework Schedule 1 (Specification)
	Quarterly by the 7th working day of April, July, October and January until the end of the Framework Contract or any Call Off Contract.
	In the form to be sent out to Suppliers by CCS 

	2.5
	Social Value report
	Performance against the measures set out in Framework Schedule 1 (Specification) Annex A and B and Framework Schedule 2 (Framework Tender). 	
	Annually on the anniversary of the Framework Contract Start Date.
	Firms own format

	2.6
	Continuous Improvement Report
	To provide an overview of continuous improvement measures that may be suitable for Buyers including:
· Those measures implemented or offered to Buyers over the previous period.
· Developments in practice that the supplier has implemented that could support improved efficiency for Buyers under the Panel.
	Annually on the anniversary of the Framework Contract Start Date.
	Firms own format



The Supplier shall comply with the PIs and establish processes to monitor its performance against them and the Supplier’s achievement of PIs shall be reviewed during the Supplier Review Meetings. 
CCS reserves the right to adjust, introduce new, or remove PIs throughout the Framework Contract Period, however any significant changes to PIs shall be agreed between CCS and the Supplier in accordance with the Variation Procedure.
CCS reserves the right to use and publish the performance of the Supplier against the PIs without restriction.
CCS reserves the right to use information provided in the reports set out in Section 2 above to monitor the performance of the Supplier and the performance of the Framework.
What the Supplier must do to measure their performance
[bookmark: _Ref366072792]The Supplier shall cooperate in good faith with CCS to develop efficiency tracking performance measures for this Contract. This shall include the following (but this list is not exhaustive and may be developed during the Framework Contract Period): 
tracking reductions in product volumes and product costs, in order to demonstrate that Buyers are consuming less and buying more smartly; 
developing additional PIs to ensure that this Contract supports the emerging target operating model across central government (particularly in line with centralised sourcing and category management, procurement delivery centres and payment processing systems and shared service centres); and
tracking the accurate and effective application of Volume Discounts in accordance with and as defined by Framework Schedule 3 (Framework Prices).
The metrics that are to be implemented to measure efficiency shall be developed and agreed between CCS and the Supplier. Such metrics shall be incorporated into the list of PIs set out in this Schedule.
The ongoing progress and development of the efficiency tracking performance measures shall be reported through framework management activities as outlined in this Schedule.
What to do if CCS and the Supplier can’t agree about the performance 
In the event that CCS and the Supplier are unable to agree the performance score for any PI during a Supplier Review Meeting, the disputed score shall be recorded and the matter shall be referred to CCS Authorised Representative and the Supplier Authorised Representative in order to determine the best course of action to resolve the matter (which may involve organising an ad-hoc meeting to discuss the performance issue specifically).
In cases where CCS Authorised Representative and the Supplier Authorised Representative fail to reach a solution within a reasonable period of time, the matter shall be referred to the Dispute Resolution Procedure.
[bookmark: _Ref489544081]Marketing
The Supplier shall ensure that a person is appointed as Supplier Marketing Contact who shall be responsible for the marketing obligations of the Supplier in relation to this Contract. 
How the Supplier must contribute to CCS publications
[bookmark: _Ref366091149][bookmark: _Ref489545976]The Supplier shall supply current information relating to the Goods and/or Services it offers for inclusion in CCS marketing materials when required by CCS from time to time.
[bookmark: _Ref366091159]Such information shall be provided in such form and at such time as CCS may request.
Failure to comply with the provisions of Paragraphs 7.2 and 7.3 may result in the Supplier's exclusion from the use of such marketing materials.
What Suppliers can say in its own publications
All marketing materials produced by the Supplier in relation to this Framework, including the Supplier Prospectus, shall at all times comply with the CCS branding guidance at	 https://www.gov.uk/government/publications/crown-commercial-service-supplier-logo-and-brand-guidelines.
The Supplier will periodically update and revise its marketing materials to ensure ongoing compliance.
The Supplier shall regularly review the content of any information which appears on its website and which relates to each Contract and ensure that such information is up to date at all times.
The Supplier shall obtain all appropriate approvals prior to publishing any content in relation to a Contract with that Party using any media, including on any electronic medium, and the Supplier will ensure that such content is regularly maintained and updated.  In the event that the Supplier fails to maintain or update the content, CCS or the relevant Buyer may give the Supplier notice to rectify the failure and if the failure is not rectified to its reasonable satisfaction within one (1) Month of receipt of such notice, shall have the right to remove such content itself or require that the Supplier immediately arranges the removal of such content.
Where CCS might oversee parts of the Call-Off Contracts
CCS shall have oversight of certain processes which are operated under Call-Off Contracts. Such oversight shall be provided, at CCS’s discretion, in relation to the operation of the following Schedules in each Call-Off  Contract:
Call-Off Schedule 3 (Continuous Improvement);
Call-Off Schedule 8 (Business Continuity and Disaster Recovery);
Call-Off Schedule 9 (Security); and
Call-Off Schedule 16 (Benchmarking).
 (the "Supported Schedules")
How the Supplier must support CCS involvement
The Supplier shall co-operate as reasonably required by CCS in relation to the Supported Schedules including:
provision of information;
allowing CCS to act as agent for the Buyers under the Supported Schedules for such matters as CCS may notify to the Supplier from time to time; and
such other matters as CCS may notify to the Supplier from time to time.
Where CCS might manage the process for Buyers collectively 
In addition to general oversight as referred to above the following specific oversight shall apply to the individual Supported Schedules:
Call-Off Schedule 3 (Continuous Improvement) - the Supplier shall:
adopt a policy of continuous improvement in relation to the Deliverables;
create, maintain and update a continuous improvement plan for improving the provision of the Deliverables and/or reducing the Charges and, where requested by CCS, incorporate any improvement identified in accordance with the Variation Procedure.
Call-Off Schedule 8 (Business Continuity and Disaster Recovery) - the Supplier shall:
create and hold a template BCDR plan that can be used by each Buyer and shall make it available to CCS so that it can be published to potential Buyers; and
notify CCS in the event of the invocation or potential invocation of any BCDR plan and the Supplier shall provide such support as CCS may reasonably require to coordinate the application of BCDR plans across all Call Off Contracts.
Call-Off Schedule 9 (Security) - the Supplier shall:
create and hold a template Security Plan that can be used by each Buyer and shall make it available to CCS so that it can be published to potential Buyers; and
notify CCS in the event of breach of any Security Plan and the Supplier shall provide such support as CCS may reasonably require to coordinate the application of Security Plans across all Call Off Contracts.
Call-Off Schedule 16 (Benchmarking) - the Supplier:
shall notify CCS in the event that any benchmarker is appoint in respect of any Call Off Contract and the Supplier recognises that CCS may want to co-ordinate how benchmarking is conducted across multiple Call Off Contracts;
shall where CCS is appointed as agent by Buyers in respect of benchmarking, co-operate with CCS in order to operate the benchmarking as efficiently as possible;
agrees that notwithstanding the remainder of Clause 15 (Confidentiality) in the Core Terms, CCS shall be entitled to publish the results of any benchmarking of the Framework Prices to Other Contracting Authorities (subject to the other party entering into reasonable confidentiality undertakings).
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Introduction











		Strategic Supplier Relationship Management (SSRM) Programme



		Value Added Services Log



		All panel law firms committed to a number of mandatory value adds; in particular the provision of bespoke training, secondments and exchanges, and meeting rooms for team meetings etc.  The exact requirements are set out in the Specification Paragraph 8.1.1 - 8.1.6

		Please complete both tabs and return the submission to [email address to be supplied]





Meeting Rooms

		Meeting Rooms

		Supplier Name

Jenny Trasler: Name of Panel Firm 		Lot No		Customer Name

Jenny Trasler: Name of Buyer or Contracting Authority.		Customer Contact name

Steve Elliott: Primary Gov Dept. contact that arranged the Meeting		Date of Request

Jenny Traslor: Date you were first asked		Date of Meeting

Jenny Trasler: Date of meeting 
		Location

Steve Elliott: City /town of supplier offices where meeting took place.  If multiple sites, please specify which locations
		Video conferencing / technology requested?		No of attendees

Steve Elliott: The  number of people from customer attending		Purpose of Meeting

Jenny Trasler: Provide information of the type of meeting (e.g. GLD Senior Leadership Group, Board Meeting		Duration of meeting		Opportunity for Supplier Engagement

Jenny Trasler: Please specify the interaction you were able to have with the Customer team (e.g. networking, providing training, discussion on common themes / challenges)		Comments





























































Secondments & Exchanges

		Secondment and Exchange Log

		Supplier Name

Jenny Trasler: Name of Panel Firm 		Lot No		Customer Name

Jenny Trasler: Name of Buyer or Contracting Authority.		Customer Contact name

Steve Elliott: Primary Gov Dept. contact that arranged the secondment		Customer Dept (if known)

Jenny Trasler: If GLD is requesting, please infi with name of the Govt department the secondment will support (e.g. DHSC)		Legal Specialism

Jenny Trasler: Expertise requied (e.g. commercial, employment)		Date of initial request		Request type		Response to request

Jenny Traslor: Please pick the most suitable option.  If further information would be useful, please use Comments		Reason for Declining

Jennifer Holroyd: If you were unable to offer a suitable secondee, please provide reason.  If any further information would be useful, please add this in the comments.		Outcome		Secondee Name

Jenny Trasler: Only include where a secondee/exchange was placed.  Please also include the name of any Custmer staff exchange on a separate line.		Secondee/Exchange person Grade

Steve Elliott: Grade of Secondee		Secondee /  Exchange Location

Steve Elliott: Location that the customer wants the supplier to work from. 		Period of Secondment/ Exchange

Steve Elliott: Free text to describe the duration and whether it is part time / flexible or not. etc		Financial arrangement

Jenny Trasler: Jenny Trasler:
		Start Date

Jenny Traslor: 
Actual start date - if it is in future, please state approx date, or TBA		End Date

Jenny Traslor: Jenny Traslor:
Put in proposed end date, or if it is extended the end of the extension date.		Secondment/Exchange Status

Steve Elliott: Status, completed, ongoing or due to start		Comments





























































Training

		Training Log

		Supplier Name

Jenny Trasler: Name of Panel Firm 		Lot No		Customer Name

Jenny Trasler: Name of Buyer or Contracting Authority.		Date of Training session

Jenny Traslor: Please give exact date of training.  If it is in the future, please put future date (if known), or TBA		Mode of training		Subject Matter

Steve Elliott: the primary subject matter i.e Employment Contracts, presentation skills		No of people trained

Steve Elliott: The total number of people trained.  This should only be filled in when the event has taken place.		Part of GLD Core Curriculum

Jenny Trasler: Indicate if the session is part of the GLD general training programme or a bespoke offer / request		Training materials passed to GLD Knowledge Management





























































Validation

		Secondments

		Supplier Name

Jenny Trasler: Name of Panel Firm 		Lot No		Customer Name

Jenny Trasler: Name of Buyer or Contracting Authority.		Customer Contact name /email address

Steve Elliott: Primary Gov Dept. contact that arranged the secondment		Customer Dept (if known)

Jenny Trasler: If GLD is requesting, please infi with name of the Govt department the secondment will support (e.g. DHSC)		Legal Specialism

Jenny Trasler: Expertise requied (e.g. commercial, employment)		Date of initial request

Jenny Traslor: Date that the Customer initially made contact		Request type

Jenny Trasler: Secondment or Exchange		Response to request

Jenny Traslor: Please pick the most suitable option.  If further information would be useful, please use Comments		Reason for Declining

Jennifer Holroyd: If you were unable to offer a suitable secondee, please provide reason.  If any further information would be useful, please add this in the comments.		Outcome		Secondee Name

Jenny Trasler: Please also include the name of any Custmer staff exchange on a separate line.		Secondee/Exchange person Grade

Steve Elliott: Grade of Secondee		Secondee /  Exchange Location

Steve Elliott: Location that the customer wants the supplier to work from. 		Period of Secondment/ Exchange

Steve Elliott: Free text to describe the duration and whether it is part time / flexible or not. etc		Financial arrangement

Jenny Trasler: Jenny Trasler:
		Start Date

Jenny Traslor: 
Actual start date - if it is in future, please state approx date, or TBA		End Date

Jenny Traslor: Jenny Traslor:
Put in proposed end date, or if it is extended the end of the extension date.		Secondment/Exchange Status

Steve Elliott: Status, completed, ongoing or due to start		Comments

		Free text		1		free text		free text		free text		Commercial 		Date		Secondment		Met requirement		Lack of capacity		Declined by customer		free text		Partner		Remote working		free text		Free of charge		date		date		To start		free text

				2								Public Procurement				Exchange (Outward)

Jenny Trasler: 
From supplier to Customer
		Offered Alternative		Legal specialism		Accepted				Legal Director		Customer site (London)				Cost price or less						In progress

												Employment				Exchange (Inward)		Declined		Location						Senior Solicitor		Customer site (other)				Less than rate card						Completed

												Finance								Duration 						Solicitor		Mix of sites				Rate card

												Data Protection								Hours required						Junior Solicitor

												Public Law								Other						Trainee

												Other														Paralegal

																										Project Manager

																										Other

		Supplier Name

Jenny Trasler: Name of Panel Firm 																						

Jenny Trasler: Please also include the name of any Custmer staff exchange on a separate line.		

Steve Elliott: Grade of Secondee		Lot No		Customer Name

Jenny Trasler: Name of Buyer or Contracting Authority.																						

Steve Elliott: Location that the customer wants the supplier to work from. 		Date of Training session

Jenny Traslor: Please give exact date of training.  If it is in the future, please put future date (if known), or TBA																						

Steve Elliott: Free text to describe the duration and whether it is part time / flexible or not. etc		

Jenny Trasler: Jenny Trasler:
		Mode of training		Subject Matter

Steve Elliott: the primary subject matter i.e Employment Contracts, presentation skills																						

Jenny Traslor: 
Actual start date - if it is in future, please state approx date, or TBA		No of people trained

Steve Elliott: The total number of people trained.  This should only be filled in when the event has taken place.																						

Jenny Traslor: Jenny Traslor:
Put in proposed end date, or if it is extended the end of the extension date.		Part of GLD Core Curriculum

Jenny Trasler: Indicate if the session is part of the GLD general training programme or a bespoke offer / request																						

Steve Elliott: Status, completed, ongoing or due to start		Training materials passed to GLD Knowledge Management/KM site

				1

		free text		1		free text		date		Webinar		free text		numeric		Y		Y

				2						Face to face (customer premises)						N 		N

										Face to face (supplier premises)						Unsure
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Template Ops Log - LSP.XLSX
Guidance (2)

		GUIDANCE

		General

		When should I record a matter		Please record any matter where you have had an email with details of a matter that you are asked to advise on, or notification through a customer portal notifying you of a matter which you are requested to respond to.  

		How should I record secondment requests.		Please record ALL secondment requests in the quarterly Secondment Log

		Field formats		Please keep to the field formats so that we can make better use of analytical formulas and pivot tables in the management of the panel.  If there is any reason that you want to provide further detail, please add this in the comments box.  



		Field		Details		Field Format		Purpose

		Project/Tender Name		Please use the name / title from the customer department.  Should the customer want / need to keep it private, please use a project name or general title.		Free text		If the matter name is more standard across the firms, it will be easier to track which firms received which matters, and make sure we don't count the same matter a number of times.

		Supplier Reference Number		Please use the matter reference number that you record this matter under.   Where you have a number of sub-matters, please record the master number only.  
If you have a protocol for how you record matters and sub-matters, please let Jenny Trasler know, so this can be considered when we do this cross referencing.		Free text		So that we can cross reference the Opportunities Log with the Data downloaded to CCS, and Opportunity logs over different months.  

		Further Competition (FC) / Direct Award (DA)		Please only use the drop down boxes.  Where you receive an EOI/RFI prior to a full competition, please enter "Further Competition".  Please do not change that, even where you know you have been given a Direct award after the EOI stage, without a full competition.		Drop down		To ensure we accurately review the different 

		Government Customer Name		Please use the same customer name format as the one that is recorded under the "CustomerName" column of the CCS data download. For eg, please use "Department for Work and Pensions" and not "DWP" or "Department for Work & Pensions".		Free text (based on CCS options)		So that we can cross reference the different opportunities logs more easity, and cross reference Opportunities Log with the Data downloaded to CCS, and Opportunity logs over different months.  

		Secondment		Please Answer "Yes" if the opportnitiy is a request for a secondee, "No" if it isn't.		Drop down		So we can easily see how many secondment requests are being made, an dhow these are managed.  Please note, there will be further information requested for actual secondments provided on the quarterly training and secondment log.

		Expression Of Interest		If the opportunity is notified as an Request for Information, or EOI, please select "Yes".  Otherwise, please select "No" (including for direct awards)		Drop down		To make sure we are using EOIs as much as possible

		Date EOI for opportunity Received 		Date that the portal notification or email was sent to you, not the date that the notice was opened.  
Please leave blank if it is not an EOI.  
Please only use one date - do not add a further date if there is a subsequent full tender request		Date		To measure the time provided to panel firms to respond to EOIs.
to distinguish them from the EOIs, so that both fields can be date formats.

		Deadline For Submission (EOI)		For Expressions of Interest (RFI) only: Date that the Panel firm is requested to respond by.
If there is no expression of interest, please leave this blank.		Date		To measure the time provided to panel firms to respond to EOIs.
To distinguish them from the EOIs, so that both fields can be date formats.

		Submission Date of EOI		For Expressions of Interest (RFI) only: Date that the Panel firm actually responded.  If there is no EOI, please leave blank.		Date		We want to track 

		Date Opportunity received (FC/DA)		For full further competitions and for any direct awards provide the date that these were received.  Please put one date in date format only.
If there was no EOI, please put down the first day you were given the details of the matter.  IF there was an EOI first, please provide the date of the notification that you had been selected (in the case of a subsequent DA), or date of the full tender to bid (in the case of a subsequent further competition).		Date		To measure the time provided to panel firms to respond to FCs / DAs, and to distinguish them from the EOIs, so that both fields can be date formats.

		Deadline For Submission (FC/DA)		This is the date that full bids need to be returned through the portal or as required by the department. 		Date		To measure the time provided to panel firms to respond to FCs / DAs, and to distinguish them from the EOIs, so that both fields can be date formats.

		Submission Date		This is the date that the supplier responded to the bid.		Date		To track average timescales for suppliers and Opportunies

		Estimated Value (Opportunity Stage)		At Bid stage: Where the documentation provided by the customer gives a range or maximum value of the engagement, please put the numeric amount of the maximum.  If there is a range, please put the maximum of the range.  If it is unclear or unstated, leave this blank.		Numeric (currency)		To track estimated value at each stage of the process: Opportunity, bid, and through the life of the matter.

		Result		Please select from the drop down boxes only.		Drop down		To track how each firm achieves through the panel, and to excalate pending items if required.

		Estimated Value (Call Off Stage)		If you are successful with this opportunity, please provide the amount that is the greater of either 
(a) the total amount of charges that you have bid, 
(b) the amount specified, or calculated in the order form, or
(c) the amount of the subsequent purchase order provided by the customer.		Numeric (currency)		To track estimated value at each stage of the process: Opportunity, bid, and through the life of the matter.

		Reason For Decline		Please pick from the drop down selection		Drop down		To track KPI, and also to ensure that we accurately understand the outcome of each opportunity

		Opportunity complete?		Please pick from the drop down selection - Yes / No		Drop down		So that we can filter out those Opportunities that are complete as far as your firm is concerned, but keep them on the log and so we can distinguish those fro the ones that may change in subsequent months.

		Comments		As a minimum, please provide details of why you have declined any opportunity for capacity / capability.  Provide any other information that you feel is relevant.		Free Text		To assist in overall management and effectiveness of the panel.
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Introduction











		Strategic Supplier Relationship Management (SSRM) Programme



		Opportunites Log





		The purpose of this document is to track all the panel firms individual opportunities.
The information submitted within this form will be used within GLD and CCS. 

		The information in the Opportunities Log will be cumulative, so you should continue to report ALL opportunities, even those which are complete

		Information on all Opportunities should be updated monthly, within the timetable set out in FW Schedule 4 - Framework Management, Table 2, 2.1

		Please complete and return the submission to [email address to be inserted]
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Guidance

		GUIDANCE

		General

		When should I record a matter		Please record any matter where you have had an email with details of a matter that you are asked to advise on, or notification through a customer portal notifying you of a matter which you are requested to respond to.  

		How should I record secondment requests.		Please record ALL secondment requests in the quarterly Secondment Log

		Field formats		Please keep to the field formats so that we can make better use of analytical formulas and pivot tables in the management of the panel.  If there is any reason that you want to provide further detail, please add this in the comments box.  



		Field		Details		Field Format		Purpose

		Opportunity Number

Jenny Trasler: To be completed by CCS / GLD		Please leave blank until this is supplied by CCS / GLD.  Typically, every 3-6 months, all Ops Logs will be collated, and Opportunities standardised amongst firms on the Panel.  At this point, the Opportunity numbers will be allocated, and the revised Log will be issued (with Opportunity Number) prior to the next month reporting.		Numeric		If the matter name is more standard across the firms, it will be easier to track which firms received which matters, and make sure we don't count the same matter a number of times.

		Supplier Name		Your firm's name (or lead organisation in the case of Consortia)		Free text		So that we can cross reference the Opportunities Log with the Data downloaded to CCS, and Opportunity logs over different months.  

		Customer Name		Please use the full name of the contracting organisation, as identified on the EOI / Competition request, Direct Award request.  If you are unsure, please refer to www.gov.uk/government/organisations		Free text		To facilitate standardisation between different firms reporting

		Lot No		Enter whether the Opportunity has been offered under Lot 1 or Lot 2 of the panel.  If there are matters which go to both panels, please record it twice.		1 or 2		To differentiate opportunities for the different panels

		Project/Tender Name

Jenny Trasler: New requests for Direct Award Orders, or EOIs or FCs only.  No need to include Value adds, or co-partnering sub-matters.		Please start with customer's reference if possible, followed by the title of the project (e.g. CCA1234 - Project Sunshine Legal Services).  Please try to summarise long project names and/or use words that identify the particular matter.		Free text		this is to help collation of the overall picture.

		Supplier Reference Number

Jenny Trasler: To be provided where a supplier has received an Order 		Your firm's matter reference number 		Free text		So that we can track Opportunities through to Contracts and Invoices

		Opportunity Start Date

Jenny Trasler: Date of first notifiation of the matter, either by offer of DA, EOI or Further Competition
		Date when you first were given the opportunity		Date		To track Perfrmance measures linked to time

		Expression of Interest (Y/N)

Jenny Trasler: If this was a FC or DA without an EOI, please put "N" or leave blank		If a customer has followed the EOI process set out in Framework Schedule 7 tick Y		Y/N		To monitor customer behaviour

		Declined at EOI Stage (Y/N)

Jenny Trasler: If you declined at EOI stage, out "Y"		If your firm have declined to bid at this stage, please enter Y.  It will also help if you give a brief reason in the comments box.		Y/N		To track the number of firms invited to an EOI and the number that move forward to Competition and provide customer insight.

		Order Channel (Further Comp, Direct Award)

Jenny Trasler: No need to include Secondment requests or co-partnering sub-matters
		Please chose Further Competition or Direct Award or Unsure.  At Collation stage, GLD may reclassify Opportunities, depending on the overall picture from the panel		Drop down		To monitor customer behaviour

		Date Competition started

Jenny Trasler: For FCs only, insert the date of the formal competition.  If this is a Direct Award, leave blank.
		The Date the competition was issued.  This will be the same date as the date the opportunity started if there was no EOI stage		Date		To track time given to respond to tenders

		Deadline for Competition submission

Jenny Trasler: For Further Competitions only		the date all bids are to be submitted		Date		To track time given to respond to tenders

		Declined (Y/N)		If you declined a Direct Award Order or a further competition.		Y/N		To track declinature rates

		Reason for declinature

Jenny Trasler: Use drop down options, and provide any further detail in comments box
		Please select the one that most suits and provide any detail in the comments box.		Drop down		To track declinature reasons and monitor customer and buyer action

		Discount offered (Y/N)

Jenny Trasler: If you offered a discount from panel rates at competition please insert Y.  Do not use for Direct Awards, or if you were asked for Fixed pricing or another fee arrangement not linked to T&M rates.		Please select from the drop down boxes only.		Y/N		To see how often discounts are applied at further competition stage

		Outcome

Jenny Trasler: Outcome can be updated as opportunity progresses.
		For all matters that you haven't declined, please enter "Pending" if the matter is still ongoing, or the result if it has completed.  		Drop down		To monitor "win" rates

		Opportunity complete?

Jenny Trasler: Input "Y" when either 1) the Call Off Order Form has been completed, or 2) your involvement in the matter has concluded.
				Y/N		To track KPI, and also to ensure that we accurately understand the outcome of each opportunity

		Comments		As a minimum, please provide details of why you have declined any EOI or Opportunity.    Provide any other information that you feel is relevant.		Free Text		To assist in overall management and effectiveness of the panel.
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Ops Log

		Opportunity Number

Jenny Trasler: To be completed by CCS / GLD		Supplier Name		Customer Name		Lot No		Project/Tender Name

Jenny Trasler: New requests for Direct Award Orders, or EOIs or FCs only.  No need to include Value adds, or co-partnering sub-matters.		Supplier Reference Number

Jenny Trasler: To be provided where a supplier has received an Order 		Opportunity Start Date

Jenny Trasler: Date of first notifiation of the matter, either by offer of DA, EOI or Further Competition
		Expression of Interest (Y/N)

Jenny Trasler: If this was a FC or DA without an EOI, please put "N" or leave blank		Declined at EOI Stage (Y/N)

Jenny Trasler: If you declined at EOI stage, out "Y". Please also give brief reasons in the comments box		Order Channel (Further Comp, Direct Award)

Jenny Trasler: No need to include Secondment requests or co-partnering sub-matters
		Date Competition started

Jenny Trasler: For FCs only, insert the date of the formal competition.  If this is a Direct Award, leave blank.
		Deadline for Competition submission

Jenny Trasler: For Further Competitions only		Declined (Y/N)		Reason for declinature

Jenny Trasler: Use drop down options, and provide any further detail in comments box
		Discount offered (Y/N)

Jenny Trasler: If you offered a discount from panel rates at competition please insert Y.  Do not use for Direct Awards, or if you were asked for Fixed pricing or another fee arrangement not linked to T&M rates.		Outcome

Jenny Trasler: Outcome can be updated as opportunity progresses.
		Opportuity complete?

Jenny Trasler: Input "Y" when either 1) the Call Off Order Form has been completed, or 2) your involvement in the matter has concluded.
		Comments

		Example		Aardvark LLP		Minstry of Goods and Services				Project Sunshine		123.AB124		2/1/22		Y		N		Further competition		3/1/22		15/03/2022		N				Y		Won		Y
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Data Validation

		Opportunity Number

Jenny Trasler: To be completed by CCS / GLD		Supplier Name		Customer Name		Lot No		Project/Tender Name

Jenny Trasler: New requests for Direct Award Orders, or EOIs or FCs only.  No need to include Value adds, or co-partnering sub-matters.		Supplier Reference Number

Jenny Trasler: To be provided where a supplier has received an Order 		Opportunity Start Date

Jenny Trasler: Date of first notifiation of the matter, either by offer of DA, EOI or Further Competition
		Expression of Interest (Y/N)

Jenny Trasler: If this was a FC or DA without an EOI, please put "N" or leave blank		Declined at EOI Stage (Y/N)

Jenny Trasler: If you declined at EOI stage, out "Y"		Order Channel (Further Comp, Direct Award)

Jenny Trasler: No need to include Secondment requests or co-partnering sub-matters
		Date Competition started

Jenny Trasler: For FCs only, insert the date of the formal competition.  If this is a Direct Award, leave blank.
		Deadline for Competition submission

Jenny Trasler: For Further Competitions only		Declined (Y/N)		Reason for declinature

Jenny Trasler: Use drop down options, and provide any further detail in comments box
		Discount offered (Y/N)

Jenny Trasler: If you offered a discount from panel rates at competition please insert Y.  Do not use for Direct Awards, or if you were asked for Fixed pricing or another fee arrangement not linked to T&M rates.		Outcome

Jenny Trasler: Outcome can be updated as opportunity progresses.
		Opportunity complete?

Jenny Trasler: Input "Y" when either 1) the Call Off Order Form has been completed, or 2) your involvement in the matter has concluded.
		Comments

		Numeric		Free text		Free text		1 or 2		Free text		Free text		Date		Y/N		Y/N		Drop down		Date		Date		Y/N		Drop down		Y/N		Drop down		Y/N		Free Text

								1								Y				Further Competition						Y		Conflict		Y 		Withdrawn by Buyer

								2								N				Direct Award						N		Security Clearance		N 		Won

																Unsure				Unsure								Insufficient time		N/A		Lost

																												Sanctions / AML / Regulatory				Declined

																												Optional Specialism (not covered)

																												Not E&W Jurisdiction

																												Lack of capacity 

																												Lack of specialist expertise

																												Other
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