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1. [bookmark: _Toc368573027][bookmark: _Toc472937583]PURPOSE
[bookmark: _Toc296415791]This procurement is for the provision of consultancy support to aid The Crown Commercial Service (CCS) in identifying areas and sectors where departmental Small and Medium sized Enterprise (SME) spend can potentially be increased. This is in response to a Public Accounts Committee (PAC) recommendation and the outputs are to be delivered by 24th March 2017. This report is available online at:
http://www.publications.parliament.uk/pa/cm201516/cmselect/cmpubacc/882/882.pdf
CCS has conducted some market research into specific categories of spend (identified in section 4.2). The purpose of this requirement is to analyse this research, augment it through departmental interviews, provide advice and make recommendations to CCS.
[bookmark: _Toc368573028][bookmark: _Toc472937584][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING aUTHORITY
CCS brings together policy, advice and direct buying; providing commercial services to the public sector and saving money for the taxpayer. CCS’s strategic overall organisational goals are to:
· Make savings for customers in both central Government and the wider public sector; 
· Achieve maximum value from every commercial relationship;
· Improve the quality of service delivery for common goods and services across Government.
CCS works with over 17,000 customer organisations in the public sector and more than 5,000 suppliers provide its services.
CCS owns and has overall responsibility for Government’s target that 33% of Central Government procurement spend will go to SMEs by 2020. Each department, including CCS, has their own individual target as a contribution to the 33%.
[bookmark: _Toc368573029][bookmark: _Toc472937585]Background to requirement/OVERVIEW of requirement
[bookmark: _Toc297554774]Recommendation two of the 42nd Report of the PAC, session 2015/16 stated;
“The Cabinet Office and the CCS should help departments to identify the areas where SMEs can best add value and how it will structure contracts and procurement to enable them to compete accordingly.”
In response, CCS will use consultancy support to conduct a short-term project to identify sectors with high SME presence and low prevalence in both Government buying and the general marketplace. 
Some high level market research has already been conducted within CCS and this will be shared with the provider upon award.
The project will;
Identify where Government buying (and spend with SMEs) matches what we would expect given the make-up of the market.
Identify where Government buying with SMEs does not match what we would expect.
Identify areas where the majority of SMEs will continue to operate within a supply chain so Government can ensure prime contractors’ behaviour does not prevent subcontractors delivering benefits for the public sector. 
Make recommendations on which of the suggested categories departments should focus on and potential areas of SME growth within them.
This project will allow departments and CCS to take a more focused and sophisticated approach to developing policy initiatives, opening up contracts and increasing SME spend, ensuring fair treatment of suppliers working in the supply chain to deliver best value to Government.
[bookmark: _Toc472937586][bookmark: _Toc368573030]SCOPE OF REQUIREMENT 
Using market research provided by the Authority and information identified through interviews with departmental representatives, the Provider will advise on areas of potential SME spend growth and produce a plan of forthcoming Government procurements with actions and approaches for increasing SME spend in these areas.
The scope of this project is Central Government and will cover the following spend categories only;
Construction
Engineering
Logistics
Industrial Services
Office Solutions
Communications & Marketing
The Provider will work with key contacts across seven nominated departments, supported by CCS’ SME policy team.
The nominated departments are:
Ministry of Defence
Department for Work and Pensions
Department for Transport
Ministry of Justice
Her Majesty’s Revenue and Customs
Home Office
Nuclear Decommissioning Agency
They will interview key stakeholders including the Crown Representative for SMEs and Trade Federation representatives.
Using the market research and departmental data available, the provider will pull together evidence of where SMEs are already working directly and indirectly with Central Government. Additionally, they will make recommendations for areas where this number can be increased and potential actions to drive this growth.
Additionally the Crown Commercial Service’s Policy Delivery Team will provide some logistical support and business intelligence throughout the project lifecycle.
[bookmark: _Toc368573031][bookmark: _Toc472937587]The requirement
The Provider will be required to deliver consultancy to analyse and advice on where SMEs can add value, based on the high level market research and interviews described in section 4, to produce the required outputs. The project can be managed at the Provider’s discretion (working concurrently for example) to meet the requirements and deliver to the project deadline. 
The following outputs are to be delivered:
A category map against benchmarks showing;
where SMEs are most and least prevalent.
where Government buying (and spend with SMEs) matches what we would expect given the make-up of the market.
where Government buying with SMEs does not match what we would expect.
areas where the majority of SMEs will continue to operate within a supply chain so Government can ensure prime contractors’ behaviour does not prevent subcontractors delivering benefits for the public sector.
An 18 month plan of forthcoming projects and procurements within these categories (as identified in section 4) including anticipated spend. This plan will also identify actions and approaches for increasing SME spend in these areas as well as providing advice and recommendations for where SME spend does not match the general market make up.
[bookmark: _Toc368573032][bookmark: _Toc472937588]key milestones
Completion of the project and delivery of products, as identified in section 5, is required by no later than 24th March 2017.
[bookmark: _Toc302637211]The Potential Provider should note the following project milestones that the Authority will measure the quality of delivery against:


	Milestone
	Description
	Timeframe

	1
	Project Initiation Meeting
	Within week 1 of Contract Award

	2
	Activity Schedule
	Within 3 days of Project Initiation Meeting

	3
	Progress Review Meetings
	Weekly

	4
	Final Report and final sign-off
	24th March 2017



[bookmark: _Toc472937589][bookmark: _Toc368573033]authority’s responsibilities
The Authority will provide definitions of each spend category covered by the project and where possible, its own market research into the make-up of said category. Suppliers own solutions and research can be included.
The Authority will provide the high level market research conducted by CCS. 
The Authority will provide support in arranging meetings and interviews with departmental representatives.
[bookmark: _Toc472937590]reporting
The Provider will be required to attend weekly 1hr status meetings to discuss progress, plans and risks. The first and final meetings will take place in London or Norwich, depending on the Provider’s location. All other meetings can take place via video or teleconference.
Additional case studies, where identified, about successful procurements with SMEs or through good Prime Contractors, are to be passed to the Authority as part of the weekly reporting.
[bookmark: _Toc368573035][bookmark: _Toc472937591]continuous improvement
Opportunities for the authority and provider to identify areas for improvement during the project will be discussed and agreed via the weekly status meetings.
[bookmark: _Toc368573036][bookmark: _Toc472937592]quality
Helping smaller businesses in the UK bid for and win important Government contracts is an area of significant stakeholder interest and the Government’s manifesto commits to spending £1 in every £3 with SMEs by 2020.  In order to support CCS and successfully deliver this project, the successful bidder will need to demonstrate:
Extensive practical experience of evaluating market research and evidence, project and programme management, supply chain management, change management and stakeholder engagement.
Extensive practical experience of working across multiple categories;
Successful delivery of strategic advice in a challenging economic and environment;
An awareness of SME policy; and
Knowledge of wider public procurement issues.
[bookmark: _Toc368573037][bookmark: _Toc472937593]PRICE
The services will be delivered within a capped cost. 
Prices are to be submitted via the e-Sourcing Suite and detailed within Appendix E excluding VAT.
[bookmark: _Toc368573038][bookmark: _Toc472937594]STAFF AND CUSTOMER SERVICE
The Authority requires the Potential Provider to provide a sufficient level of resource throughout the duration of this Contract in order to consistently deliver a quality service to all Parties.
Potential Provider’s staff assigned to this Contract shall have the relevant qualifications and experience to deliver the Contract. 
The Potential Provider 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.  
[bookmark: _Toc368573039][bookmark: _Toc472937595]service levels and performance
The Authority will measure the quality of the Supplier’s delivery by: 
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Delivery Timescales
	Delivery of draft documentation for review and agreement by 17th March
	80%

	2
	Delivery Timescales
	Delivery of final Category map showing all outputs (as identified at Section 5) by 24th March 2017.
	100%

	3
	Delivery Timescales
	Delivery of final 18month plan of departmental projects and procurements by 24th March 2017.
	100%

	4
	Delivery Timescales
	Delivery of all raw data, including interview notes etc. by 24th March 2017.
	100%

	5
	Interviews
	Interviews conducted with all seven nominated departments in accordance with the activity schedule.
	100%



[bookmark: _Toc368573040][bookmark: _Toc472937596]Security requirements
Not applicable as the provider will be escorted where access to departmental buildings is required.
[bookmark: _Toc368573041][bookmark: _Toc472937597]intellectual property rights (ipr)
All intellectual property rights in any materials provided by the Provider to the CCS for the purposes of this Agreement shall remain the property of the provider, but the provider grants CCS a royalty-free, non-exclusive and non-transferable licence. As per Section 9.1 of the Appendix C Contract Document terms and conditions. 
[bookmark: _Toc472937598][bookmark: _Toc368573042]payment
Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 
Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
[bookmark: _Toc368573043][bookmark: _Toc472937599]Location 
The base location of the services will be the CCS offices in Aviation House, London due to the proximity to various Departmental buildings, though some travel to Norwich may be required. The addresses are provided below. Locations away from the base location can incur T&S, which should be charged in line with CCS policy, which is provided below: 


Aviation House, 125 Kingsway, London, WC2B 6NH
Rosebery Court, St Andrews Business Park, Norwich, NR7 OHS
[bookmark: _Toc472937600]Budget
[bookmark: _GoBack]The budget for this work is no more than £20,000 excluding VAT. 
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Staff Travel and Subsistence - Summary

(Please see the full policy for further details)



		Why do we need a Travel and Subsistence Policy?



		We have a corporate responsibility to ensure that we adopt best practice in travel and subsistence behaviour  across the Crown Commercial Service, encompassing cost, health and safety.







		Does the Travel and Subsistence policy apply to you?



		YES: The policy applies at all times to all Crown Commercial Service employees, agency staff and interims. All exceptions to the policy must be approved by the member of the Senior Management Team who represents your area of the business; this excludes air travel exceptions, which must be approved by the Chief Executive.







		Do you need to travel?



		You should only travel when absolutely necessary and with clearance from your line manager.

YES: if travelling enables you to add value to the business or it is for training and there is no viable alternative, but if you are unsure as to if there is a business need, please seek guidance from your Line Manager. You should ensure that all travel and accommodation arrangements are made at the earliest possible date, to ensure that you get access to the lowest prices available.

NO: if there is no real value for the business or if there is a viable alternative.

There are facilities for video and teleconferencing in most Crown Commercial Service offices and on the new COTT laptops, these should always be considered as an alternative to travelling.

If travel is necessary, this policy must be followed at all times, to ensure you:

· take a duty of care perspective;

· take the “lowest logical cost” route (see 6.1)

If you do need to travel, rail must be the first option for all journeys (with the exception of travel between Liverpool and Norwich, where flights from Manchester are considered to be the most effective mode of travel).







		Personal safety



		The Crown Commercial Service has a duty of care to its staff and to ensure they travel in the safest possible way. Driving, therefore, either in a personal or hire car, is discouraged and so rail travel should be the first option when considering how to travel.

You must document all travel and meeting places in your Google calendar, so that you can be located in the event of Health and Safety or business continuity issues that may arise. For example: 

· Time / method of outward / inward journeys.

· Each meeting for the day should be diarised to show location and room number (where applicable). 

· The location of any overnight stays should be shown.
















		How to travel and where to stay

(note: all must be booked through our providers – see intranet)



		Rail

		· Always use the rail booking tool, accessed through the Crown Commercial Service Intranet under ‘Travel Information’ and select ‘Rail, Air and Hotel’ from the drop-down list.

· You must always use standard class for all rail journeys unless specifically approved by a member of the Senior Management Team. An example of an exception may be where there are no standard class facilities to accommodate disabled travellers.    

· You must use advance purchase restricted tickets, wherever possible, to minimise cost. This means being reasonably flexible about departure and arrival times.   



		Air

		· Always use the air booking tool, accessed through the Crown Commercial Service Intranet under ‘Travel Information’ and select ‘Rail, Air and Hotel’ from the drop-down list.

· Norwich to Manchester and vice versa should always be standard class.

· Any flights outside England must be approved in advance by the Chief Executive. 



		Private Car

		· You must only use a private car if public transport is not practical and the total journey cost of hiring a car would be more expensive than using your own vehicle.

· You have to drive your own car because of a disability.

· You should only claim for the net journey: total miles, less normal home/work miles (e.g. if the normal home to work journey is 10 miles and home to airport is 20 miles, then the net claim for a return journey would be for 20 miles). 



		Taxi

		· The approved booking provider for Norwich is Goldstar Taxis.  Goldstar can be contacted on 01603700700.  You must quote your cost centre when making bookings. 

· You must only use a taxi where:

· there are no other reasonable public transport or pedestrian options currently available; 

· your initial journey has been delayed and a taxi may be required to ensure you reach your meeting on time;

· you have heavy luggage and/or equipment;

· it is the most cost effective way of undertaking the journey, for example if you are sharing the taxi with colleagues;

· you have a temporary or permanent disability and you have been advised that taking a taxi is a “reasonable adjustment”, and this is supported by medical evidence;

· there is a business need to travel before 7am or after 7pm (not personal preference).



		Car Rental (only available to staff over 21)

		· Approval for Hire cars will only be given in instances where rail travel is NOT possible or impractical, and consent must be obtained in advance from your Line Manager 

· You must always use small / compact vehicles (hybrid preferred, diesel up to 1.7L, petrol up to 1.4L), unless there are more than three travellers in the vehicle and/or there is considerable additional luggage.

· It is the responsibility of the driver of the hired vehicle to ensure that the vehicle has a full tank of fuel upon collection and return. 



		Hotel

		· Always use the approved booking tool accessed through the Crown Commercial Service Intranet under ‘Travel Information’ and select ‘Rail, Air and Hotel’ from the drop-down list.

· Book in advance to attract the lowest possible rates.

· You must always use one of the hotels identified by the booking tool in the location, within the rate cap.

· Only standard accommodation (bed and breakfast) may be booked.

· At all times, the total cost should be considered when booking a hotel (i.e. if it is cheaper to stay at a more expensive hotel and reduce other travel costs, you should do this, but stay within the hotel cap).





 




		What does “subsistence” cover?



		It covers the cost of lunch and an evening meal (where staying away overnight).

The overnight subsistence rate includes £5 for incidentals such as:

· newspapers;

· telephone calls;

Rates can be found in Appendix 1 and on the intranet under Corporate Services>Finance>Travel and Subsistence.   

Additional Notes

· None of the above can be claimed separately as additional expenses. 

· Staying overnight with family or friends does not attract any subsistence.







		How to book



		All travel must be booked through approved service providers, paid for in the prescribed manner and expensed through the prescribed process. 

You will find details on the Crown Commercial Service Intranet under ‘Travel Information’. Note: All Air, Rail and Hotel bookings will be settled by the travel provider.







		How to make your claim



		Where you incur additional out of pocket expenses (not covered by subsistence rates) when travelling, you must keep a detailed record of all expenses, including an explanation of the business reason. 

You must also keep and present receipts for all transactions, showing VAT details where applicable, (a valid VAT receipt). If a valid VAT receipt is not presented, the amount may be reclaimed from you. So, always ask for a receipt.

Submit your claim as soon as possible, but no later than three months after the expense is incurred.

To make a claim, you must use the travel and subsistence forms available on the Crown Commercial Service Intranet. They can be found under Corporate Services>Finance and Planning>Finance Forms.

You will need to enter start and finish dates / times for subsistence purposes and the amount will be calculated automatically.

All claims must be checked for completion and accuracy and the certification sheet read and complied with. The claim must then be submitted to your Line Manager, who must read and comply with the certification sheet and the Line Managers responsibilities sheet prior to indicating his/her approval in a forwarded e-mail sent to T&S e-mail box. (Employees must be cc’d on this e-mail approval).

Subsistence rates in use are published on the Intranet, under Corporate Services>Finance>Travel and Subsistence, or in Appendix 1.

Claims are required to be completed at least monthly (note: claims in excess of three months old will not be paid).















Staff Travel and Subsistence

Full Policy



1.	Introduction 

1.1      The Crown Commercial Service is committed to travel behaviours that promote personal safety and sustainability, and we know travel can play an important role in the delivery of our business objectives. 

This policy is owned by the Chief Finance Officer, who will ensure it is coordinated with                               other Crown Commercial Service policies and will be subject to regular review.

2.	Travel only when necessary

2.1	The purpose of travel is to carry out a business duty at a different location. Therefore you should always consider how else that objective can be met, considering alternatives such as video, audio or web conferencing. There is no expectation that staff must always travel.

2.2 	It is the responsibility of all staff and Line Managers to ensure that travel is only undertaken where   there is a genuine business need and no practical business alternative. All travel arrangements should be booked as early as possible to ensure that the lowest available prices are obtained.

3.	Consider the options

3.1	Where travel is necessary, you should assess different options and consider:

· your personal safety;

· cost, including direct costs (fares, accommodation, subsistence) and indirect costs (excess travel time or overtime);

· convenience, including journey time, comfort, productivity whilst travelling, conditions of service, and the impact on your own work/life balance.

4.	How to travel

4.1	You should follow this guidance when deciding how you should travel:

· For local journeys, use public transport. Taxis should only be used if it is allowed in the policy detailed in paragraph 13.  

· Only fly with appropriate Line Manager approval for flights within England, and Chief Executive approval for all other flights, always gained in advance. The exceptions are for journeys between Norwich and Manchester and in emergencies.

· Choose rail as the default option for all other journeys within the UK mainland.

· If you use a car, it must be authorised in advance by your Line Manager, (it may be appropriate, for example, if the journey starts or ends before 7am or after 7pm). If possible, share the vehicle with other staff travelling to the same or a closely-situated destination (assuming all travellers have a genuine business need to travel).

4.2	Where journeys could involve more than one mode of transport, it is the responsibility of the individual to achieve an appropriate balance between safety and cost.

5.	Summary of ‘class of travel’

		Rail

		Hotel

		Air

		Car rental



		You must always use standard class for all rail journeys unless specifically approved by a member of the Senior Management Team.

An example of an exception may be where there are no standard class facilities to accommodate disabled travellers. 

		Crown Hotel rate in the location should be the preferred option – if one is not available, an alternative hotel within the budget limit may be used.

You may stay with family or friends, but no additional allowance is payable for this.

		Cheapest Fare Available

Flights other than Norwich to Manchester & vice versa must be approved by your Line Manager.

Outside of England flights must be approved in advance by the CEO.

		Prior approval by your Line Manager is always required. 







6.1	Definition of ‘lowest logical cost’

You should use advance purchase restricted tickets to minimise cost.

You will not be expected to take unnecessary connections or travel unreasonable distances to leave from a less expensive departure point or stay in a less expensive hotel.

6.2 	Definition of business travel

In order to identify journeys that may be regarded as business journeys, travel patterns are categorised as follows:

A: You have a normal place of work (or ‘permanent workplace’), but sometimes travel elsewhere on business:

All journeys between home and the ‘permanent workplace’ (see below for definition) are regarded as private. All journeys between other places visited for reasons other than carrying out this employment (for example friends’ and relatives’ homes) and the ‘permanent workplace’ are to be regarded as private.

The costs of these journeys are regarded as ordinary commuting expenses and are not to be claimed, the exception is if the journey is in response to an emergency call out or is for weekend working. 

Where your duties require journeys between the ‘permanent workplace’ and other workplaces, those journeys may be regarded as business journeys.  

Similarly, where your duties require journeys between your permanent home and places other than your ‘permanent workplace’ they may also be regarded as business journeys, provided the journey is not, for all practical purposes, the same as a private journey or an ordinary commuting journey, as explained above.  

In most cases, it will be clear where your ‘permanent workplace’ is, although, it is possible for an employee to have more than one permanent workplace, though this is rare. In the following circumstances, a place is likely to be regarded as a ‘permanent workplace’, if:

· you attend the place regularly (i.e. following a pattern, for example, once a week, etc.); and your attendance there is not for a temporary purpose and the work you do does not involve a task of limited duration. 

This will always be the case if:

· your visits are normally to attend to tasks left unfinished after the preceding visit, or the work there is ongoing and not self-contained; or

· you expect to work there wholly or mainly for a continuous period of more than 24 months from the time you began to work there, or have already done so, or for all, or almost all, of the remainder of the period of your employment, if that is shorter than 24 months (and the total duration of the employment is less than five years).

If any doubt arises as to whether your place is a permanent workplace, you should discuss this with the Human Resources team, particularly if you think the 24 month test or the ‘remainder of employment’ test described above could apply.

Where public transport is disrupted by strikes or other industrial action and you incur extra costs for hotel or other accommodation, or in travelling between permanent home and permanent workplace, such journeys may be treated as business journeys.

B: You have a permanent workplace, but are sent to work at a different location, for up to 24 months (a ‘detached duty’ assignment):

Where you are sent on a detached duty assignment, travelling on a daily basis between your permanent home and the detached duty location, travel costs will be based on: 

· the actual cost of a weekly or monthly (or longer period, if more cost effective) season ticket, where public transport is used; 

· the appropriate car mileage rate (see Appendix 1), where you use your own motor vehicle; or

· where you cannot travel daily to the new work location and are obliged to stay in the area of the new location, travel to the new location at the beginning of the assignment and travel home at the end, plus reasonable return journeys home during the assignment.



If you are initially expected to be absent from the permanent workplace for up to 24 months, but circumstances change and it becomes known that the absence will exceed 24 months, journeys undertaken after the date of the change of circumstances may not be regarded as business journeys and you may not be able to claim the cost. 

In this circumstance, please contact the Finance department.

C: You have no normal place of work, but travel is an integral part of your work and you normally visit a number of locations each day:

Except as provided below, all journeys on business (including journeys which begin or end at home) will be regarded as business journeys. Therefore, travel and any additional costs by reason of being away from home on business, as well as subsistence costs incurred en route, will be reimbursed and no tax or NIC liability will arise. Subsistence cannot be claimed if you do not have a permanent home.

D:  When your travel pattern does not correspond with any of the above:

If your travel arrangements do not correspond with the categories above (for example, staff are based at home), you may be subject to different rules. In this case, discuss the matter with the Finance department and agree the tax treatment, before any payments for travel, accommodation or subsistence are claimed.

7.	Rail travel

Always use the rail booking tool on the Crown Commercial Service Intranet under ‘Travel Information’ and select ‘Rail, Air and Hotel’ from the drop-down list.

7.1	You must always use standard class (and not any standard class enhancements) for all rail journeys, using advance purchase restricted tickets.

7.2	Compare the cost of return tickets versus two, one way tickets.

7.3	As the default, you must use restricted/non-refundable tickets wherever possible.

7.4	Only use open/refundable tickets as an exception, where it is essential to achieve business needs 

7.5        Make bookings as far in advance as possible to take advantage of early booking discounts. 

7.6	If you are eligible to use railcards (currently those aged 16-25 and 60+) and are likely to travel more than once a year, consider buying one for use on business travel and reclaim the cost as a T&S expense. If you use it for personal travel, there may be a tax liability.

8.	Air travel

8.1	Use approved booking partners via the travel portal at all times to take advantage of negotiated savings.

8.2	Except for Norwich to Manchester and vice versa all flights within England must be approved in advance by your Line Manager. Out of England flights need to be approved in advance by the Chief Executive.       

8.3        Always use economy at the ‘lowest logical cost’. If, in exceptional circumstances (e.g. non-availability of economy seats or for business critical reasons), you require business class, then this must be authorised in writing by the Chief Executive (and a copy kept on file and submitted with the expense claim). 

8.4	As the default, you must use restricted/penalty fare/non-refundable tickets wherever possible. Only use open/refundable tickets as an exception and when essential to achieving business needs.

8.5	Make bookings as far in advance as possible to take advantage of early booking discounts. 

8.6	You must not use air miles accrued through business travel for personal use, these are to be used on official business or foregone.

8.7	First Class air travel is not allowed, with no exceptions.

8.8	For any approved overseas flights, notice must be given to HR who will arrange the correct insurance cover.

9.	Hire cars (only available to staff over 21)

Note: Approval for Hire cars will only be given in instances where rail travel is NOT possible or is impractical, and must be obtained in advance from your Line Manager 

9.1	Administrative (i.e. non-operational) road travel is a very significant contributor to government’s travel CO2. If travel by car is necessary, you must obtain approval from your Line Manager.

9.2	Below is a list of preferred car hire groups that are available to staff as standard:

· Category A Manual e.g. 3 door Ford Ka

· Category B Manual e.g. 3 door Ford Fiesta

· Category C Manual e.g. 5 door Vauxhall Corsa

· Category C Automatic e.g. 5 door Vauxhall Corsa

· Category D Manual e.g. Vauxhall Astra

· Category D Automatic e.g. Vauxhall Astra

	You must book the lowest priced car that is appropriate for your journey, and agree this with your Line Manager in advance.

9.3	Where approval is given you must use the Crown Commercial Service travel framework which is accessible from the Crown Commercial Service Intranet under ‘Travel Information’ and select ‘Vehicle Hire’ from the drop-down list.

9.4	If you need to use a hire car, you should hire the smallest manual transmission car (automatic if driver holds an automatic only licence) that will meet your needs (diesel up to a maximum of 1.7L for longer journeys, petrol up to a maximum 1.4L for urban journeys), unless there are more than three passengers in the vehicle and/or there is considerable additional luggage to be transported.  

9.5	Hire cars must be returned to the car rental company with a full tank of fuel.  The receipt must be kept and the costs reimbursed via a T&S claim.

10.	Using personal cars for business travel (Grey Fleet)

10.1	If you use your car or motorcycle for business travel purposes, you must scan the below documents and forward to your Line Manager.

MOT, insurance, amendments to driving licence, (Note: Managers will be required to delete expired documents).

The Line Manager will then store these documents in a non-shared area for future reference.

Updates will be required from an employee for all relevant document renewals.

Information required is as follows:

· Name of driver.

· Copy of driver’s licence (including any endorsements).

· Make, model, colour and registration of the vehicle.

· Date of registration and copy of MOT certificate, if appropriate.

· Copy of registration document.

· Copy of insurance certificate, with effective insurance cover for the relevant business use.

10.2	This information must be reviewed at least annually by the employee and Line Manager and you must inform the Crown Commercial Service promptly in the event of any change in the above circumstances.

10.3	You must monitor mileage undertaken in your own car.

10.4	An allowance for mileage can be claimed (see Appendix 1).

10.5	You should only claim for the net journey: total miles, less normal home/work miles (e.g. if the normal home to work journey is 10 miles and home to airport is 20 miles, then the net claim for a return journey would be for 20 miles).

10.6	Where necessary, car parking and tolls are reimbursable.

10.7	Fines or other penalties (including parking penalties/excess charges) cannot be claimed.

11.	Using personal motorcycles for business travel.

11.1	If you are properly trained and able to do so, consider motorcycles, mopeds and scooters as an alternative to car use.

11.2	This form of transport is only allowed when a suitable risk assessment has been completed and the control measures put in place are recorded (see section 10).





12.	Public transport

12.1	Bus, underground and tram fares incurred on official business for travel and additional to normal travel between home and office will be reimbursed. Unplanned journeys should be kept to a minimum and must be claimed through the travel claim process. Oyster cards may be used but a statement of journeys from the TFL website, must be provided for each top up.

13.	Taxis

13.1	Public transport should always be used in preference to taxis.

13.2	You must not use taxpayer’s money to travel by taxi unless: 

· there are no other reasonable public transport or pedestrian options currently available;

· your initial journey has been delayed and a taxi may be required to ensure you reach your meeting on time;

· you have heavy luggage and/or equipment;

· it is the most cost effective way of undertaking the journey, for example if you are sharing the taxi with colleagues;

· you have a temporary or permanent disability and you have been advised that taking a taxi is a “reasonable adjustment”, and this is supported by medical evidence;

· there is a business need to travel before 7 a.m. or after 7 p.m. (not personal preference).

13.3	Taxis should only be pre-ordered for a set time when the time is certain, as waiting time must be kept to an absolute minimum.

13.4	Taxi fares may not be claimed for travel to or from a restaurant other than when for a business   engagement.

13.5 The reason for the journey should be stated on the expense claim form.

13.6 Where an approved account is available, these must be used to book taxi requirements in line with this policy. If you are in an area not covered by a taxi contract, prior to commencing your journey you should ensure a receipt can be provided, and this must be retained to support your reimbursement claim.

13.7 The above principles apply to all journeys. In addition to these, specific policy details for Crown Commercial Service core offices are as follows:

Liverpool

Taxis should not be used unless one of the above exceptions applies.

Norwich

Due to a lack of public transport or pedestrian options available it is permissible to travel by taxi between the office and the airport or railway station.

Leeds

Due to a lack of public transport or pedestrian options available it is permissible to travel by taxi between the office and the airport or railway station only when the Leeds Shuttle Bus is unavailable.

Current shuttle bus timings are:



		Departs From

		Time

		Time

		Time

		Time

		



		Wellington Street near the Queens Hotel

		08:15

		08:45

		09:15

		

		Terminates at Quarry House East Entrance



		East Entrance of Quarry House

		16:30

		17:00

		17:30

		18:00

		Terminates at the front of Leeds Railway Station











Bristol

Due to a lack of public transport or pedestrian options available it is permissible to travel by taxi between the office and the railway station.

London

Taxis should not be used unless one of the above exceptions applies.

Newport

Due to a lack of public transport or pedestrian options available it is permissible to travel by taxi between the office and the railway station.

13.8	If the taxi has been booked through an approved account, your Line Manager is responsible for reviewing and approving these bookings.

13.9	If the taxi has not been booked through an approved account, claims for reimbursement of fares needs to be approved by your Line Manager via a T&S claim form.  This should detail why a taxi was necessary, and be accompanied by a receipt.

14.	Booking service providers

14.1	Make all bookings using the tool from the travel portal.

14.2	You should not make bookings through other sources, including (but not limited to), other booking service providers/travel agents, travel websites or direct with the vendor (such as airline or hotel websites).

14.3	This requirement enables the Crown Commercial Service to:

· track employees’ business travel and identify their location, in case of an emergency or security incident, so that appropriate support can be provided;

· track the spend pattern, to identify potential cost-saving opportunities in the future and maintain negotiated savings with preferred vendors; and

· obtain appropriate rebates and corporate discounts from travel booked.

14.4	Failure to book through the prescribed process and/or use preferred vendors may result in delayed or non-reimbursement.

15.	Hotels

15.1	To allow the Crown Commercial Service to claim negotiated savings and rebates, you should always use the lowest logical cost Crown Hotel rate option in the location (typically within a five mile radius of your destination).

If there is no Crown Hotel option, use a hotel within the approved budget limit. At all times, the total cost should be considered when booking a hotel (i.e. if it is cheaper to stay at a more expensive hotel and reduce other travel costs, you should do this (staying within the hotel cap). Hotel booking can be accessed through the Crown Commercial Service Intranet under ‘Travel Information’ and select ‘Rail, Air and Hotel’ from the drop-down list.

15.2	The standard of Crown Hotels to be booked has been pre-agreed with the booking agency and takes account of traveller comfort. However, the standard excludes leisure facilities and lack of leisure facilities must not be used as a reason to select a more expensive hotel.

[bookmark: _gjdgxs]15.3	For any bookings above the cap, approval in advance must be obtained from both the relevant SMT member and the Head of Finance, and will only be considered in exceptional circumstances.

16.	Expenses policy

16.1	You will be reimbursed for all reasonable expenses incurred whilst on Crown Commercial Service business. Such expenses must be incurred wholly, exclusively and necessarily in the performance of the duties of your employment and should adhere to this policy. 

16.2	You must minimise costs by exercising prudence and discretion in all expenditure and by considering the business need and reasonableness of the expense, without impairing the efficiency of the Crown Commercial Service.

16.3 	If you are required to attend an official black tie event on behalf of Crown Commercial Service, you must obtain prior written approval from your cost centre’s budget holder to allow the hire of a suit/dress. (If you are the cost centre's budget holder then from your line manager) You will not be refunded for any costs towards purchasing a suit or dress. You must submit your claim on a T&S claim form with a copy of your suit/dress hire agreement and a copy of the receipt. 

16.4	Expenses will be reimbursed where:

· an expense claim form has been completed, with the expenses incurred recorded in detail;

· the receipts relating to the expenses are attached; and

· the form is properly authorised by a member of staff’s manager/authorised signatory.

16.5	Valid VAT receipt(s) (with a VAT number) must be attached to all expense claims. This will enable recovery of the cost of the VAT element.

16.6	Where expenses are incurred in foreign currencies, the actual amounts should be shown, in both the source currency and the equivalent sterling rate on the expense claim form, with reimbursement being made in sterling. The rate of exchange used must be the rate of exchange actually applied on the relevant transaction, taking into account any commission, as evidenced by an exchange receipt attached to the claim.

16.7	All expense claims must be submitted for Line Manager authorisation as soon as possible after the expense is incurred, using the expense claim process. The appropriate claim form on the Crown Commercial Service Intranet must be used for each claim and not a saved version. This ensures only the most recent version is used and claims do not have to be returned for resubmission on the latest form. The expense form with attached receipts should then be sent to The Finance Team, Travel & Subsistence.

16.8	Reimbursement will be withheld where an expense form has not been submitted in the correct manner (e.g. without proper authorisation and/or appropriate receipts not attached). 

16.9	Expenses must be claimed within three months. 

16.10	For tax purposes, you are encouraged to keep a copy of your own records of expenses incurred and reimbursed. 

16.15	Important Note: This policy should always be read as subject to the terms of your contract of employment. In the case of any inconsistency, those terms will prevail over the terms of this policy.

17.	Meetings / conference facilities

17.1	You should only attend meetings off site if you have a genuine business need. You must first consider the use of internal meeting facilities, teleconferences and video conferences. Meetings should have pre-agreed agendas and all items should be covered, where possible, to reduce the need for further follow-up meetings. 

	Line Managers should ensure they have bid for sufficient budget to cover any off site events and have the authority within their delegated approval limits to arrange this.

17.2	Meetings should be held at “no cost” public sector locations, whenever possible. Venues must be booked using the prescribed booking tool. 

17.3	Where practical, meeting locations should be selected within close (walking) distance of public transport links (trains and/or buses). Meeting times should be selected on the basis of enabling staff to make full use of public transport.

17.4	If car journeys are necessary to attend meetings, you should car-share, whenever practical. If possible, the start and finish times of meetings should be set to avoid the need to drive in peak ‘rush hours’.

17.5	Where an overnight stay is required, you should try to book accommodation in close proximity to the meeting location, to avoid the need for additional travel.

17.6     Supplier meetings where possible should be held on a Crown Commercial Service’s site.



18.		Guest lunches / dinners / refreshments

18.1	Employees of the Crown Commercial Service may not claim subsistence for events where Crown Commercial Service or the hosts have provided hospitality.  

19.		Early start/Late back home working

19.1	Where the cost of travel / hotel accommodation does not include meals, the agreed Crown Commercial Service subsistence rates will become payable.

20.	Roles and responsibilities	

20.1	The following table details the roles and responsibilities of all parties involved when travelling on behalf of the Crown Commercial Service.



		Role

		Responsible for



		Business travellers:

		· Meeting their business needs, ensuring that they achieve a balance between cost and value for money.

· Complying with the Travel & Subsistence policy.

· Ensuring Line Manager approval in advance of travel, where appropriate (i.e. hotel bookings above the rate cap). 

· Submitting claims to Line Manager / designated substitute within one month of travel, ensuring they have read and comply with the details on the Certification sheet of the claim form.

· Ensuring all receipts are available to support any direct expense reimbursements – these must be submitted to Line Manager when the claim is made.



		SMT members / Line Managers / Budget holders:

		· Approving individual travel plans, monitoring and enforcing compliance with the travel policy when authorising/reviewing travel and expense claims, and approving car hire costs.

· Ensuring all receipts are included with the T&S return, matching the claim being made.

· Ensuring they have read and comply with the Certification sheet and Line Manager Responsibilities sheet on the employees claim form.

· The Line Manager has responsibility to note any discrepancies (i.e. missing receipts) and to provide instruction to T&S as to if these should be reimbursed.

· Ensuring that the modes of travel reflect the company need.

· Ensuring a substitute is nominated to make decisions/approve claims in periods of leave or prolonged absence from your normal place of work.

· Ensuring up to date private car details are held, where use of a private car has been authorised.

· Ensuring that all approvals for exceptions are retained for audit inspection.



		Travel Team:

		· Ensuring that all framework operators capture and electronically report, in a timely manner, all individual Crown Commercial Service spend.



		Finance:

		· Ensuring that any expenses reimbursed have been correctly authorised and receipts attached.

· Ensuring that the modes of travel recorded by the Crown Commercial Service reflect the business need.

· Monitor travel expenses and report on any non compliance with the policy.



		Appointed booking service providers:

		· Bookings and reservations.

· Providing advice on itineraries.

· Identifying a range of suitable itineraries, including the ‘lowest logical cost’ solution for the trip.

· Monitoring travel arrangements to ensure they comply with the travel policy.



		Important Notes:

		· Expenses will be reimbursed if they are properly authorised and comply with the travel policy, but there is no responsibility to reimburse expenses that do not.

· Expense claims that are not properly authorised or do not comply with the travel policy may be delayed, withheld or subject to a disciplinary procedure.







Appendix 1 - T&S Rates

Overnight subsistence allowance

The Crown Commercial Service overnight subsistence allowance is designed to cover the cost of lunch including "soft drink" (no alcohol) and the cost of evening meal/dinner. 

The current overnight subsistence allowance is set at £26.90, which is made up of a flat rate subsistence of £21.90 and an additional £5.00 personal incidental expense designed to cover telephone calls, newspapers etc. 

The £21.90 is broken down as £4.65 lunch and £17.25 evening meal. Lunch and/or evening meal cannot be claimed for if already provided; the relevant rate per meal should be deducted from the total subsistence due on the claim form. 

A personal incidental allowance of £5 per overnight visit may be claimed where accommodation and meals are met by others e.g. conferences, residential courses and award ceremonies. 



Day subsistence ceilings

The day subsistence ceilings currently in operation are as follows:



		5-10 hours

		£4.65



		10-12 hours

		£10.20



		12 hours plus

		£14.80





Mileage Rates (for all journeys on or after Mon 4th August 2014)

		Travel to Airport or Train Station in private car

		40p per mile* 



		Travel to Airport or Train Station in private car, official passengers

		5p per mile*



		Travel to Airport or Train Station on motorbike

		25p per mile*









*You should only claim for the net journey: total miles, less normal home/work miles (e.g. if the normal home to work journey is 10 miles and home to airport is 20 miles, then the net claim for a return journey would be for 20 miles).




Appendix 2 - Hotel Rate Caps

Hotel rate caps background information:



The hotel rate caps are based on the following room specification:

· Hot or cold breakfast available

· Lockable door and security solution (i.e. peep hole or security chain) 

· En-suite facilities including shower

· Intercom/emergency communication solution (the ability to communicate with reception without leaving the room)

· Tea/coffee making facilities

· Television and remote control

· Wardrobe/hanging space

· Work area and chair

· Non-smoking room

· Up to date fire and safety regulations/evacuation plan visible in room

· Good decorative order and clean room on arrival

· Light switch accessible from the bed

· Adjustable temperature control/solution (i.e. a fan or air conditioning)



London

From the centre out to the M25 motorway ring road.



Major Cities

Aberdeen, Birmingham, Belfast, Bristol, Cardiff, Coventry, Edinburgh, Glasgow, Harlow, Leeds, Liverpool, Manchester, Middlesbrough, Newcastle, Oxford, Portsmouth, Reading, Sheffield, York.



Elsewhere

All other locations not mentioned above.

All hotels within our current rate caps (see below) will be displayed on the Redfern Portal for you to book.  Rate caps (including VAT and breakfast) for these locations are:

London                                        	-        £125

Major Cities (including Liverpool)	-        £75

Norwich				-        £80

Elsewhere				-        £70

Please note if there is a need to exceed these rates, prior approval must be sought from both the relevant SMT member and the Chief Finance Officer.
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