Restricted - Commercial


	HM REVENUE & CUSTOMS SERVICE ORDER


	1.
	HMRC Information
Purchase Order to be issued under separate cover

	CD Reference:
	2201

	Purchase / Limit Order No:
	TBA

	HMRC Commercial Contact



	Name:
	James Power

	Contact Tel No:
	03000 587 827

	Email:
	James.power@hmrc.gsi.gov.uk

	HMRC Work Manager



	Name: 
	Hannah Jopling

	Contact Tel. No:
	03000 586250

	Contact Address:
	100 Parliament Street
Westminster

London


	Email:
	Hannah.jopling@csresourcing.gsi.gov.uk

	HMRC Authorised Officer:

(Sponsor/Budget Approver/Invoicing & timesheets)
	


	2.
	Contractor Information



	Vendor (Supplier):
	Gatenby Sanderson

	Contact:
	

	Contact Tel No:
	0207 426 3983

	Contact Address:
	12 Appold Street, London, EC2A 2AW

	Email:
	

	Consultant / Key Personnel:
	


	3.
	Contractual Detail



	Contract Ref:

Incl. Framework name e.g. Catalist, and relevant section. Also include URN for Catalist and Cipher call offs. 
	HMRC Executive Search, Selection and Assessment DPS

	Special Terms and Conditions:

e.g. overtime, expenses, travel & subsistence, notice period.
	All personnel being provided under the terms of this contract have been checked in accordance with the HMG Baseline Personnel Security Standards. 
(Delete if not appropriate.)



	4.
	Project Information



	Project Title:
	HMRC Director Estates & Support Services

	Primary Location:

(including full address)
	Supplier’s Premises


	Start Date:
	16/03/2015

	End Date:
	30/04/2015 (or completion of search)


	5.
	Commercial Detail



	
	Maximum No. 
of Days
	Day Rate

(£)
	Total charge

(£)

	The Fees are fixed, 
	
	
	17950

	
	
	
	

	Grand Total (£)
exclusive of VAT:
	17950


	Monthly Invoices (unless states otherwise) relating to this Service Order should be sent to the HMRC Work Manager (provided at 1. above) by email in pdf format, unless otherwise indicated.  If you are unable to email the invoice(s) then a hard copy by post will be acceptable.  The invoice should quote the Purchase Order Number (and CD Reference).
Invoices received without a Purchase Order number may be rejected.

Please note that Limit Orders should not span financial years and where necessary requisitioners should take the appropriate steps to ensure that separate Limit Orders are created. 




	For and on behalf of:
	
	For and on behalf of:
	

	Signature:


	
	Signature:
	

	Name:


	
	Name:
	

	Capacity:


	
	Capacity:
	

	Date:


	
	Date:
	


	Specification of Requirements / Role Description / Deliverables



	The section below should be used to provide clear details relating to the requirements for delivery of the project/assignment.  It should include, where appropriate, milestones / key deliverables with dates, and proposals for skills transfer.



	Job Specification 
The Chief Finance Officer (CFO) Group plays a crucial role in HMRC’s success, helping the department to bring in the money, serve customers and continue to reduce costs. 

The Group consists of: 

· Finance, Planning & Performance 

· Internal Audit 

· Commercial Directorate 

· Change Programme Assurance & Investment 

· Government Banking 

· Estates and Support Services (ESS). 

Together these Directorates enable HMRC to operate effectively and deliver against its transformational milestones in a well-planned and controlled, more cost effective way. 

‘Building Our Future’ is HMRC’s transformational programme and sets the critical direction for how the Department will transform over the coming years, along with beginning to set out what HMRC will be like for our staff and customers in 2020 and beyond. The programme forms an ongoing conversation whereby HMRC staff are involved in the decisions surrounding HMRC’s future transformation. Estates and Support Services (ESS) has a major part to play in this key programme as HMRC transforms the footprint of its estate, the way in which its estate is managed and the support services offered. 
The Director for ESS is responsible for the delivery and management of a cost effective and affordable estate that will support HMRC’s business needs both today and in the future. 

The Director for ESS will drive forward a new estates strategy, including both design and delivery. They will lead on identifying, scoping and delivering a cost-effective estate that anticipates and meets HMRC’s future needs in line with the ‘Building our Future’ transformational programme, as well as the range of related support services. 
Key responsibilities of the role
· Oversight of several major PFI contracts, including a £4.5 billion estate contract, leading personally on supplier relationships and major lease renegotiations.

· Design and management of the transformation of our longstanding legacy estate to regional centres (as per the Building our Future transformational programme), working closely with regional stakeholders and development groups both public and private. 

· Engagement with the lines of business within HMRC in transforming the future workplace, and working closely with the Workforce Management Programme to align this to the future needs of the department. 

· Control and management of ESS’s £430m budget and providing leadership and direction to c1,000 staff who cover a range of disciplines from high volume support functions (e.g. mail handling) to specialised services (e.g. contract management, facilities management and technical property specialists). 

· Responsibility for the Estates Strategy Implementation programme, with a budget of £35m for delivering £236m savings in SR14 along with the delivery of estate improvements. 

· Management of a complex estate, with over 1m sq ft in 420 buildings and other facilities, in PFIs, direct leases and MOTO occupation and provision of estate for a number of other government departments. 

· Continuing engagement with the HMRC lines of business to define and develop an estates strategy, ensuring HMRC complies with government property controls and delivery of major estates savings. 

· Delivering a 33% reduction in estates and service costs over SR10. 

· Accountability for the health, safety and security of people within the HMRC buildings, addressing the physical mitigation of risks for the built environment and service delivery. 

· Ensuring a customer and future focussed estates support services organisation.

· Design, delivery and stakeholder engagement for building projects and programmes, including vacations and moves.

· Oversight of the estate contribution to Government sustainability and carbon reduction targets. 

Deliverables

The Contractor will provide a team to carry out this assignment consisting of:
· Mark Turner (Joint Managing Partner)

· Simon Wing (Senior Consultant, Property & Estates Specialist)
· Michael Dobson (Senior Consultant) 

The project plan consists of the following activities 

· Initial Briefing with Client

· Phase 1

· Phase 2

· Phase 3

· Phase 4

· Candidate Handling

· Applications/Supporting Candidates

· Regular Updates for the Client

· Online Services

· Handling Candidate Enquiries

· Paper Shift

· Screening Through Preliminary Interview

· Final Panel Interviews

Full details of the activities to be carried out by the Contractor as part of the assignment are provided in the proposal document included as an attachment to this Service Order 




Expenses

The aim of HMRC is to make our travel practices more sustainable by:
· reducing our business travel footprint;
· choosing alternatives to travel (such as telephone or video conference);
· adopting more sustainable ways of travelling when it is necessary to do so (public transport over private vehicles).

To help HMRC meet it’s target of reducing carbon emissions from business travel by at least 10% please consider:

· Avoiding travel by using telephone and video conferencing as the default medium. 
· Only using private cars as the last option after public transport and hire cars. 

1.
Travel to and from the Primary Location will be met from the day rate. 

2.
Expenses are payable where travel to other locations is required as part of the assignment forming part of this agreement.  Where an overnight stay is required HMRC will pay for actual bed and breakfast costs within the current maximum limits detailed below.  Any other subsistence or incidental expenses are not payable.  Receipts must be provided.

	Short-term Night Subsistence Allowances

Bed & Breakfast Capped Rates

Effective from 01/05/08

	Location
	Maximum Nightly Rate

	London / within M25
	£120 per night

	Bristol
	£100 per night

	Gatwick, Oxford
	£90 per night

	Portsmouth, Fareham, Southampton, Leeds
	£85 per night

	Elsewhere
	£80 per night

	Effective from 01/06/10

	Location
	Maximum Nightly Rate

	London / within M25
	£120 (from 01/06/10)

	Bristol; Heathrow
	£90 (from 01/06/10)

	Oxford; Portsmouth
	£85 (from 01/06/10)

	Elsewhere in UK
	£80 (from 01/06/10)

	Travel

	
	

	Mileage Allowance
	25 pence per mile

	Rail Travel
	Standard Class

	Air Travel
	Economy Class


3.
Hotel Reservation and Tickets shall be booked via HMRC’s travel and hotel booking service.  Further information will be provided by the HMRC Work Manager.  Bookings should always be approved by the HMRC Work Manager.  
4.
All other expenses will be payable at the discretion of HMRC.  The Contractor shall not incur any such expenses without the prior approval of the HMRC Work Manager.  Any expense incurred by the Contractor without prior approval shall not be reimbursed.

	HMRC Professional Services Team
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