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RM6100 Technology Services 3 
Framework Schedule 4 Annex 1 

Lot 1 Order Form 

Order Form

This Order Form is issued in accordance with the provisions of the Technology Services 3 
Framework Agreement RM6100 dated 01/07/2024 between the Supplier (as defined below) and the 
Minister for the Cabinet Office (the "Framework Agreement") and should be used by Buyers after 
making a direct award or conducting a further competition under the Framework Agreement. 

The Contract, referred to throughout this Order Form, means the contract between the Supplier 
and the Buyer (as defined below) (entered into pursuant to the terms of the Framework 
Agreement) consisting of this Order Form and the Call-Off Terms. The Call-Off Terms are 
substantially the terms set out in Annex 2 to Schedule 4 to the Framework Agreement and copies 
of which are available from the Crown Commercial Service website 
https://www.crowncommercial.gov.uk/agreements/RM6100. The agreed Call-Off Terms for the 
Contract being set at the link above (RM6100 lot 1 call off terms v2.0). 

The Supplier shall provide the Services and Deliverables specified in this Order Form (including any 
attachments to this Order Form) to the Buyer on and subject to the terms of the Contract for the 
duration of the Contract Period. 

In this Order Form, capitalised expressions shall have the meanings set out in Schedule 1 
(Definitions) of the Call-Off Terms. 

This Order Form shall comprise: 

1. This document headed “Order Form”;
2. Attachment 1 – Services Specification;
3. Attachment 2 – Schedule of Processing, Personal Data and Data Subjects;
4. Attachment 3 – Transparency Reports; and
5. Annex 1 – Call-Off Terms.

The Order of Precedence shall be as set out in Clause 2.2 of the Call-Off Terms being: 

a) the Framework, except Framework Schedule 18 (Tender);

b) the Order Form and its Attachments;

c) the Call-Off Terms; and

d) Framework Schedule 18 (Tender).
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Attachment 1 – Services Specification  
 

1 SCOPE OF REQUIREMENT  

1.1 The Supplier will ensure business support services are provided to enable and 
support the delivery of the Cyclamen Service Re-procurement Programme. This 
includes leading on and developing the necessary artefacts and documentation sets, 
project management, stakeholder management, governance procedures, and fully 
understanding and supporting the technical requirements required to support the 
running of a complex procurement process. The re-procurement is for service and 
maintenance of fixed and mobile radiological and nuclear (RN) detection equipment, 
remote IT (including hardware support, central IT, and monitoring), site infrastructure 
and test site management. The new contract will also include the ability to buy 
specialist RN equipment (e.g., portals).  

1.2 The Supplier will need to have the capability and technical expertise to communicate 
with stakeholders, including Service Delivery, Product Managers, Technical 
Architects, and other Subject Matter Experts, such as Security, Finance, Legal and 
Commercial. The Supplier will also need to navigate and manage governance 
processes, both internally and externally, and have the right culture and skill sets to 
communicate at all levels.  

1.3 The Supplier will recognise that change may be required to the plan and will continue 
to adopt a flexible approach to adapt and reprioritise activities accordingly. Where the 
Supplier believes such change(s) will introduce risk to the delivery of any of the 
deliverables within an agreed contract and their corresponding due dates, the 
Supplier will mutually agree with the Authority the desired outcome and reflect any 
impact to deliverables and due dates defined in this statement of requirements 
through a change note (Clause 32 of the Call Off Terms (Variations)).  

2 THE REQUIREMENT 

The Supplier shall: 

2.1 Manage all internal and external programme governance and approvals processes 
and gateways supported by the correct documentation, including Business Cases 
(HMT Green Book). 

 
2.2 Review and update the requirements pertaining to the procurement exercise and de-

velop necessary artefacts. All governance procedures must be followed as agreed 
with the Authority. 
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2.3 Set up and manage a PMO function including stakeholder engagement and relevant 
communications. The supplier should also lead/support on presenting to the neces-
sary governance bodies. 
 

2.4 Produce artefacts for market engagement and supplier events in collaboration with 
Home Office (HO) Commercial. 
 

2.5 Produce specifications and other relevant artefacts that may be shared with potential 
suppliers during the procurement(s). HO Commercial will lead on all procurement and 
commercial activities, which the supplier will be required to support. 
 

2.6 Manage all project management activity necessary to complete the evaluation and 

moderation of the Invitation to Submit Initial Tender (ISIT) stage of the re-procure-
ment. 
 

2.7 Manage all project management activity necessary to complete the Negotiation 

phase of the re-procurement. 
 

2.8 Manage all project management activity necessary to complete the Invitation to Sub-

mit Final Tender (ISFT) phase of the re-procurement. 
 

2.9 Manage all project management activity necessary to complete the Evaluation and 

Moderation of Final Tender phase of the Cyclamen re-procurement. 
2.10 Provide documentation for the Full Business Case and evaluation governance post-

ISFT phase of the cyclamen re-procurement. 
 

2.11 Develop the necessary artefacts for Gateway reviews.  
 

2.12 Track and support HO Commercial in the creation of relevant documentation for Con-
tract Award and signature phase of the Cyclamen re-procurement. 
 

2.13 Manage the Exit and Transition phase of the Cyclamen re-procurement. 

 
2.14 Provide updates on performance management, via the weekly delivery report, to the 

Authority. 
 

2.15 Social Value: Ensure appropriate measures are taken to tackle inequality in em-
ployment, skills and pay in the contract workforce. 

 

 

3 KEY MILESTONES AND DELIVERABLES 

3.1 The Supplier shall achieve the milestones as per this statement of requirements. 
Changes to these milestones will be permitted at the discretion of the Authority 
through a change note (Clause 32 of the Call Off Terms (Variations)).  
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3.2 The following Contract milestones/deliverables shall apply (please note that the 

description is not exhaustive). 

 
Milestone/ 
Deliverable 

Description  Timeframe or 
Delivery Date 
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1 Support Pre-SQ work: 
 

• Support commercial with drafting of the 
following schedules 

o Schedule 2 
o Schedule 3 
o Schedule 4 
o Schedule 5 
o Schedule 8 
o Schedule 12 
o Schedule 13 
o Schedule 14 
o Schedule 21 
o Schedule 24 
o Schedule 25 
o Schedule 26 
o Schedule 31 

• Complete Requirements for SQ 

• Governance and oversight of final OBC 
Cost modelling  

 

By 31st July 2024 
 
 

2 Support the Selection Questionnaire (SQ) stage: 
 

• Compile moderation packs 

• Support commercial with the 
development of supplier letters. 

• PMO – Coordinate, report, and lead on 
programme management activity across 
the various workstreams 

• Lead on the briefing, attendance, and 
engagement with the appropriate boards 
and governance processes. 

 

 
By 31st October 
2024 
 
 

3 Support evaluation and moderation of Initial 
Tender’s: 

• Book – Evaluator training/briefing 
sessions. 

• PMO – Coordinate, report, and lead on 
programme management activity across 
the various workstreams 

• Compile and issue moderation packs 

• Collate bidder feedback from moderation 
notes. 

• Governance – Lead on the briefing, 
attendance, and engagement with the 
appropriate boards and governance 
processes. 

 
By 28th February 
2025 
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4 Support the negotiation preparation (A) and 
Internal and External Governance processes 
(B): 
 
A: 

• Support Commercial in developing bidder 
specific topics for negotiation. 

• Coordinate early engagement with His 
Majesties Treasury and Cabinet Office 
officials ahead of Full Business Case 
(FBC).  
 

B: 

• Support monthly engagement with 
CAB/IC ahead of FBC. 

• Support monthly engagement with 
HMT/Cabinet Office ahead of FBC. 

• Support early engagement with CAB/IC, 
HMT/CO ahead of FBC.  

• Support initial communications with 
bidders. 

• Support commercial with a Programme 
Board update/s on negotiation 

 

 
 
 
 
By 31st March 
2025 
 
 
 
 
 
 
By 30th June 2025 

5 Support the BAFO (Best And Final Offer)/ISFT 
(Invitation to Submit Final Tender) Stage: 

• Monthly engagement with CAB/IC, 
HMT/CO ahead of FBC 

• Coordinate documentation preparation.  

• Manage and coordinate clarification 
questions with internal stakeholders and 
Subject Matter Experts 

• PMO – Coordinate, report, and lead on 
programme management activity across 
the various workstreams 

• Governance – Lead on the briefing, 
attendance, and engagement with the 
appropriate boards and governance 
processes. 

• Develop the FBC in alignment with the 
procurement process (Management Case 
to be developed by Home Office) 

 

By 31st July 2025 
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6 Support the completion of final evaluation and 
moderation: 

• Work with commercial to confirm roles, 
responsibilities, authority for decision 
making for the final tender moderation 
stage. 

• Book dates for evaluation and moderation 
of final tender. 

• Coordinate monthly engagement with 
CAB/IC, HMT/CO. 

• Develop FBC (Management Case to be 
owned by Home Office) 

• PMO – Coordinate, report, and lead on 
programme management activity across 
the various workstreams 

• Governance – Lead on the briefing, 
attendance, and engagement with the 
appropriate boards and governance 
processes. 

 

By 31st October 
2025 

7  
FBC governance: 

• Develop and finalise the FBC as per the 
outcome of the final tender stage. 

• Collaborate with Home Office 
Management Case author to apply 
feedback and review comments across 
all sections of the FBC. 

• Support the FBC finalisation through 
review cycles with internal reviewers and 
SRO 

• Hold FBC working groups 

• Coordinate monthly engagement with 
CAB/IC, HMT/CO. 

• Develop artefacts relevant to 
Requirements, Business Case and 
Programme Management workstreams 
for gateway review  

• PMO – Coordinate, report, and lead on 
programme management activity across 
the various workstreams 

• Governance – Lead on the briefing, 
attendance, and engagement with the 
appropriate boards and governance 
processes e.g. InvestCo and gateway 
review. 

 
By 31st March 
2026 
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4 MANAGEMENT INFORMATION/REPORTING 

4.1 The Supplier will provide weekly delivery updates to the programme team, outlining 
1) what work has been completed that week 2) what work will be completed in the 
coming weeks, 3) actual monies spent in current financial year and 4) forecast 
monies to be sent in current financial year.  

 
4.2 The Supplier will have a monthly call with the Authority to review overall supplier 

performance, and to address issues & concerns from the Authority. 
 

 

5 CONTINUOUS IMPROVEMENT 

 
5.1 The Supplier shall practice continuous improvement in the delivery of the managed 

service provided to the Authority throughout the Contract duration. 
 
5.2 The Supplier should present new ways of working to the Authority during quarterly 

contract review meetings.  
 
5.3 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 (as 
per Clause 32 of the Call off Terms and Conditions (Variations)). 

 
 

6 QUALITY 

6.1 Quality will be ensured through the following means: 
 

• Regular performance reviews with Cyclamen programme team 

• Subject Matter Experts will review and sign off work produced by the Supplier to 
ensure that it is up to the required standard. 

• The production of a quality management plan, to be presented to the authority in 
the bid. 
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7 DELIVERY 

7.1 The Supplier shall provide the necessary capability throughout the duration of the 
Contract to consistently deliver a quality service. 

 
7.2 The Supplier shall have the relevant qualifications and experience to deliver the 

Contract to the required standard.  
 

7.3 The Supplier must ensure their programme team is mapped to the appropriate SFIA 
level. 

 
7.4 The Supplier 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.  
 

7.5 The Supplier shall ensure they comply with the Authority’s security and 
confidentiality requirements.  

 

8 SERVICE LEVELS AND PERFORMANCE 

8.1 The Supplier shall achieve the Milestones set out in this statement of requirements. 

Changes to these milestones will be permitted at the discretion of the Authority. 

 
8.2 The Supplier will be measured against the following Key Performance Indicators 

(KPIs): 

KPI/SLA Service Area KPI/SLA description Target 

1 Programme 
team 
Capacity 

Ensure that the team is sufficiently 
resourced for the duration of the 
contract period to fulfil all 
deliverables on time, and to the 
expected standard.  

Team must 
operate at 
no less 
than 80% 
occupancy 
at any time. 

2 Management 
reporting 

Weekly delivery report to be sent to 
programme team every Friday 
Morning. 

100% 

 
 

 

9 CONTRACT MANAGEMENT  

9.1 Attendance at quarterly Contract Review meetings shall be at the Supplier’s own 
expense. Quarterly Contract Review meetings will take place every second Friday 
of each quarter. 
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10 LOCATION  

10.1 The Supplier is not required at a particular location to deliver the Services. During 

the delivery of the Services, the Supplier may need to attend HO estate locations in 

Croydon or London, however this is not mandatory, providing the delivery of the 

Services are not impacted.  

 

11 Expenses 
11.1 The Authority shall reimburse the Supplier for pre-approved travel to sites, overnight 

stays and subsistence when visiting 019 and the journey is greater than 200 miles. 

The Hotel (and if possible, breakfast) will be booked by the authority. This will be in 

accordance with Home Office travel policy and allowed rates for Managed Services. 

If the Supplier staff visit a site less than 200 miles from their house, the authority will 

reimburse their travel costs, or buy their ticket on Corporate Travel Management.  

 

11.2 To qualify for reimbursement, the Supplier shall ensure any applicable 

travel/overnight stay is pre-approved by a Lead Technology or Senior Technology 

Delivery Manager by email.  

 

11.3 For avoidance of doubt, any travel to 2 Marsham Street or Croydon sites will not be 

reimbursable. The Authority will be provided by the travel evidence (scanned tickets 

etc) along with the expense submission. 
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Attachment 3 – Transparency Reports  
 

The Supplier will provide weekly delivery updates every Friday morning to the programme 
team, outlining: 
1) What work has been completed that week. 
2) What work will be completed in the coming weeks.  
3) Forecast monies to be spent in current financial year  
4) Actual monies spent in current financial year. 

 




