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Order Form 


CALL-OFF REFERENCE:	PS/24/70 Provision of Furniture & Associated     Services

THE BUYER:			Driver Vehicle and Licensing Agency (DVLA)
 
BUYER ADDRESS			Longview Road, Morriston, Swansea, SA6 7JL

[bookmark: _Hlk191554403]THE SUPPLIER: 			Gresham Office Furniture Limited
SUPPLIER ADDRESS: 		Platinum Park, Lynstock Way, Bolton, BL6 4SA 
REGISTRATION NUMBER: 	01284733  
DUNS NUMBER:       		227547817
SID4GOV ID:                 		N/A

APPLICABLE FRAMEWORK CONTRACT

This Order Form is for the provision of the Call-Off Deliverables and dated 26th March 2025. 
It’s issued under the Framework Contract with the reference number RM6308 for the Provision of Furniture & Associated Services
[bookmark: _heading=h.30j0zll]
CALL-OFF LOT(S):
[bookmark: _heading=h.gjdgxs]Lot 1










CALL-OFF INCORPORATED TERMS
The following documents are incorporated into this Call-Off Contract. Where numbers are missing we are not using those schedules. If the documents conflict, the following order of precedence applies:
1. This Order Form including the Call-Off Special Terms and Call-Off Special Schedules.
2. Joint Schedule 1 (Definitions and Interpretation) RM6308 Furniture and Associated Services 2
Framework Special Terms 

3. The following Schedules in equal order of precedence:

· Joint Schedules for RM6308
· Joint Schedule 2 (Variation Form) 
· Joint Schedule 3 (Insurance Requirements)
· Joint Schedule 4 (Commercially Sensitive Information)
· Joint Schedule 6 (Key Subcontractors)				
· Joint Schedule 7 (Financial Difficulties) 
· Joint Schedule 8 (Guarantee) 					
· Joint Schedule 9 (Minimum Standards of Reliability)		
· Joint Schedule 10 (Rectification Plan) 			
· Joint Schedule 11 (Processing Data)	
· Joint Schedule 12 (Supply Chain Visibility)				

· Call-Off Schedules for RM6308	
· Call-Off Schedule 1 (Transparency Reports)
· Call-Off Schedule 2 (Staff Transfer)
· Call-Off Schedule 3 (Continuous Improvement)
· Call-Off Schedule 5 (Pricing Details)					 
· Call-Off Schedule 7 (Key Supplier Staff)		 		 
· Call-Off Schedule 8 (Business Continuity and Disaster Recovery)
· Call-Off Schedule 9 (Security) 
· Call-Off Schedule 11 (Installation Works) 				 
· Call-Off Schedule 15 (Call-Off Contract Management) 		 
· Call-Off Schedule 16 (Benchmarking) 				 
· Call-Off Schedule 18 (Background Checks) 			 
· Call-Off Schedule 20 (Call-Off Specification)			 
· Call-Off Schedule 24 (Corporate Resolution Planning                  
4. Core Terms (version 3.0.11)
5. Joint Schedule 5 (Corporate Social Responsibility) 
6. Call-Off Schedule 4 (Call-Off Tender) as long as any parts of the Call-Off Tender that offer a better commercial position for the Buyer (as decided by the Buyer) take precedence over the documents above.

No other Supplier terms are part of the Call-Off Contract. That includes any terms written on the back of, added to this Order Form, or presented at the time of delivery. 

CALL-OFF SPECIAL TERMS
							
None

CALL-OFF START DATE:			26/03/2025

CALL-OFF EXPIRY DATE: 		31/03/2029

CALL-OFF INITIAL PERIOD: The initial contract term will be for four years, with an option to extend by a further one year, to a total of five years.

START DATE / DATE THE ORDER CONTRACT INITIAL PERIOD COMMENCES / DATE CONTRACT YEAR 1 COMMENCES: 1st April 2025

DATE ORDER CONTRACT INITIAL PERIOD ENDS: 31st March 2029

Fixed Price & Contract Award Value (4 years) - £ 589,165.4
Total Contract Award Value including extension and DVLA Discretionary sum - £1,000,000

ORDER CONTRACT OPTIONAL EXTENSION PERIOD 1 (start and end dates): 
1st April 2029 to 31st March 2030


TOTAL MAXIMUM CONTRACT PERIOD 1st April 2025 to 31st March 2030


CALL-OFF DELIVERABLES 
See details in Call-Off Schedule 20 (Call-Off Specification)

MAXIMUM LIABILITY 
The limitation of liability for this Call-Off Contract is stated in Clause 11.2 of the Core Terms.

The Estimated Year 1 Charges used to calculate liability in the first Contract Year is £140,000

GUARANTEE PERIOD FOR DELIVERABLES
The Guarantee Period for Deliverables is as set out in Framework Schedule 1 (Specification) unless otherwise specified in this Order Form.

20 working Days delivery timescale on all furniture orders.

CALL-OFF CHARGES
See details in Call-Off Schedule 5 (Pricing Details)

REIMBURSABLE EXPENSES
None 

PAYMENT METHOD
i. Please refer to Annex 8 - DVLA invoicing procedures
ii. Purchase order numbers will need to be communicated from DVLA to the supplier on each work order. The purchase order number will need to be quoted on each invoice from the supplier.

BUYER’S INVOICE ADDRESS: 
Unity Business Services (UBS) 
Email: XXXXXX redacted under FOIA section 43
Postal Address: Unity Business Services (UBS) 5 Sandringham Park Swansea Vale 
SA7 0EA

INDEXATION
Pricing Schedule Completion – Application of CPI
The costs for Year 1 in the pricing schedule should be fixed and not subject to change.  Future years (Year 2 – Year 5, and extension periods.) should be costed using a CPI rate of 2%. 
Note:  This is for evaluation purposes only. The actual rate of CPI applied (when the contract is live) will be adjusted in accordance with and up to but not to exceed the actual CPI rate from the November prior to the contractual anniversary date.
BUYER’S AUTHORISED REPRESENTATIVE
[bookmark: _Hlk194506111]XXXXXX redacted under FOIA section 43
Head of Workplace and Accommodation
XXXXXX redacted under FOIA section 43

BUYER’S ENVIRONMENTAL POLICY




BUYER’S SECURITY POLICY




SUPPLIER’S AUTHORISED REPRESENTATIVE
XXXXXX redacted under FOIA section 43
Sales Director
XXXXXX redacted under FOIA section 43
Platinum Park, Lynstock Way, Bolton, Lancashire, BL6 4SA

SUPPLIER’S CONTRACT MANAGER
XXXXXX redacted under FOIA section 43
Contracts Manager
XXXXXX redacted under FOIA section 43
Platinum Park, Lynstock Way, Bolton, Lancashire, BL6 4SA

PROGRESS REPORT FREQUENCY
To be discussed at point of transition

PROGRESS MEETING FREQUENCY
To be discussed at point of transition

KEY STAFF
XXXXXX redacted under FOIA section 43
Account Manager
XXXXXX redacted under FOIA section 43
Platinum Park, Lynstock Way, Bolton, Lancashire, BL6 4SA
XXXXXX redacted under FOIA section 43

KEY SUBCONTRACTOR(S)
Ergochair Ltd  

COMMERCIALLY SENSITIVE INFORMATION
See Joint Schedule 4 Commercially Sensitive Information.

SERVICE CREDITS
Service Credits will accrue in accordance with Order Schedule 14 (Service Levels).

ADDITIONAL INSURANCES
The Supplier shall meet its insurance obligations under applicable Law in full, as 
included within the Framework’s Joint Schedule 3 (Insurance Requirements),

GUARANTEE
Not applicable






SOCIAL VALUE COMMITMENT
The Supplier agrees, in providing the Deliverables and performing its obligations under the Call-Off Contract, that it will comply with the social value commitments in Call-Off Schedule 4 (Call-Off Tender)

i.	Attachment 3 Specification – Section 6.39  Social Value Commitments
ii.	Alignment to Evaluation Questions  – Q4 & Q5- Social Value Outcomes

	For and on behalf of the Supplier:
	For and on behalf of the Buyer:

	Signature:
	XXXXXX redacted under FOIA section 43

	Signature:
	XXXXXX redacted under FOIA section 43


	Name:
	XXXXXX redacted under FOIA section 43

	Name:
	XXXXXX redacted under FOIA section 43


	Role:
	Sales Director
	Role:
	Head of FM Commercials

	Date:
	28th March 2025
	Date:
	1st April 2025
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Corporate environmental policy


Policy statement  
DVLA is committed to protecting the environment, preventing pollution 
and continually improving our environmental performance.


Description
DVLA’s operational activities and the individual activity of its staff affect 
the environment. The aim of this policy is to tell our interested parties 
including staff, contractors, suppliers and the public that DVLA is 
committed to reducing any negative environmental impacts produced  
by our activities, products, and services. 


Our policy is to continually improve our environmental performance by:  


• working towards Net Zero by 2050 by reducing greenhouse gas 
emissions from our estate and travel


• reducing waste whilst maximising our recycling and re-use 
opportunities 


• reducing how much paper we use 


• monitoring and reducing how much water we use 


• ensuring our procurement takes sustainability into account


• protecting and enhancing our estate’s biodiversity and ecosystems


• developing a climate change adaptation strategy to mitigate any 
risks identified 


• ensuring an overall more sustainable approach to our use of IT 
equipment and digital services
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Corporate environmental policy


Delivery and monitoring  
We will:


• fulfil our compliance obligations in relation to the environment 


• meet or exceed the terms of the government’s policy on the 
environment 


• continually improve our environmental management system  
to enhance our environmental performance 


• work towards achieving our greening government commitments  
to protect the local and wider environment 


• collate, monitor, and analyse data to measure performance against 
our targets and objectives 


• prepare for policy changes and tighter targets 


• encourage staff, contractors, and suppliers to reduce their impact 
on the environment when providing services and products to us 
and within their own organisations 


• produce regular reports for the executive team and senior managers 


• produce accurate interim reports on request which are easy  
to understand 


• make sure our emergency response plans for major incidents 
consider all significant environmental impacts 


Although, as Chief Executive, I am responsible for the environmental 
performance of DVLA, I expect all staff, contractors and suppliers 
involved in DVLA’s business to share this responsibility. 


Policy owner: Julie Lennard 


Name of originator: Andrew Lees 


Date of last review: November 2021 


Date of next review: April 2025
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		Purpose  



		This policy explains how we in DVLA should manage energy to help reduce costs and support the government’s strategies to transform into a low-carbon economy, as detailed in the 2050 low-carbon roadmap. 

		This policy sets out how we intend to fulfil this responsibility and provides the overarching guidelines for our supply chain. 

		Description



		Our aims as an agency in managing our energy are to make sure that we: 

		•	minimise greenhouse gas emissions 

		•	reduce energy costs

		•	become more energy efficient. 

		Reducing emissions





		To ensure the most efficient use of energy on site we will: 

		•	monitor and measure the estate’s energy consumption by collecting data from suitably placed sub-meters 

		•	look to continuously improve the energy efficiency of the agency’s use of equipment and estate 

		•	maximise opportunities for onsite generation 

		•	regularly consider investment in renewable energy sources  

		•	consider adopting new technologies as they become available.

		Purchasing 

		Utilities 







		When we need to purchase energy from the national grid, we will make sure that we:

		•	source all our utilities from the Government Procurement Services Framework

		•	are aligned with the most current government policy on purchasing energy. 

		Equipment 





		When we need to procure electrical equipment we comply with or exceed the Government Buying Standards (GBS). 

		If the item is outside the GBS we will: 

		•	choose the most energy efficient option at best value, that meets our needs 

		•	make sure we include whole-life costs including energy use and disposal costs in our decision-making. 

		Delivery 





		We will deliver this policy through:

		•	the Private Finance Initiative (PFI) contract 

		•	Commercial Directorate processes 

		•	managers across the agency who will understand the requirements to become more energy efficient. 



		Estates Management Group (EMG) will be responsible for making sure staff and contractors are aware of this policy and its purpose. 
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Physical Security Policy


Introduction
The physical protection of our staff along with our other 
physical assets such as documents and buildings is 
fundamental to the successful delivery of our business 
objectives. The provision of a secure environment makes 
a significant contribution to the speed, accuracy and 
planning of our work. We need, therefore, to make sure 
our assets are protected from a range of risks. Physical 
and technical measures will meet many of the risks – but 
good procedures and practices have an important role 
too. Effective physical security management is needed to 
protect our systems and to ensure staff are aware of their 
responsibilities.


This policy is based around the Physical Security Policies 
within the HMG Security Policy Framework (SPF); 
outlining the appropriate physical security measures and 
management arrangements to which all Departments 
and Agencies (defined as including all bodies directly 
responsible to them) must adhere.


Policy purpose
Physical security involves the appropriate layout and 
design of facilities, combined with suitable security 
measures, to prevent unauthorised access and 
protection of HMG assets – people, information, 
materials and infrastructure. This means putting in place, 
or building into design, measures that prevent, deter, 
delay and detect, attempted or actual unauthorised 
access, acts of damage and/or violence, and triggers  
an appropriate response. For example, effective 
perimeter fencing and heightened access control 
measures may deter an attack because of the difficulties 
of gaining access. CCTV, intruder alarms and manned 
guarding might detect an attack in progress and trigger 
interception. Whilst vehicle stand-off, blast proof glazing 
and postal screening can all minimise the consequences 
of an attack.


Policy aim 
It is the aim of the agency to physically protect all DVLA’s 
assets to an appropriate level using proportionate 
measures to maintain:


availability
• to provide reliable and safe access to authorised 


staff by ensuring that security systems are planned, 
installed, maintained and operated in line with agreed 
security procedures 


integrity 
• to prevent unauthorised alteration of information by 


limiting access to those who have authority, security 
clearance


confidentiality 
• to prevent unauthorised access to information 


through limiting access to the information based  
on a ‘need to know’ basis and ensuring staff adhere  
to security procedures


Policy objectives


Defence in depth
Physical security involves several distinct security 
measures which form part of a ‘layered’ or ‘defence in 
depth’ approach to security, which must take account 
of the balance between prevention, protection and 
response.  


The ‘layered’ approach to physical security starts with 
the protection of the asset at source then proceeds 
progressively outwards to include the building, estate and 
perimeter of the establishment. Approach routes, parking 
areas, adjacent buildings and utilities/services beyond 
the perimeter should also be considered. To ensure 
appropriate and proportionate physical security controls, 
the agency will consider the following factors: 


• the impact of loss of the site or asset 


• the level of threat 


• the vulnerability 


• the value, protective marking or amount  
of material held 
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Physical Security Policy


• the circumstances of the establishment, including 
considerations of environment, location and whether 
occupancy is sole or shared 


To achieve this aim it will be necessary to ensure that 
the specification, design, development, management, 
operation, and use of security systems and security 
procedures meet the following objectives: 


• meet all legislative requirements for the security of 
systems, services and data 


• meet appropriate physical security measures within 
the HMG SPF 


• be subject to risk assessment and review of security 
countermeasures throughout their lifetime


• be fully documented on all security aspects of 
specification, development, management, operation 
and use 


• provide clear and concise instructions on the security 
aspects of systems or procedures


• limit access to information and other system assets 
to those whose duties require it and who have the 
necessary authority and security clearance 


• have clearly identified officers responsible for 
the security of the service, equipment (where 
appropriate) and data 


• have established contingency plans to deal with 
events that may affect the security of the system  
or service 


• have established procedures for the monitoring  
of system or service security and the reporting  
of incidents


In seeking to achieve the aims of this policy, care shall 
be taken to ensure that the physical security measures 
adopted are proportionate, practical, and adaptable 
so as not to interfere unduly with existing business 
requirements and to enable developing business needs 
to be met in a secure manner. 


To meet these objectives, it will be necessary for 
the agency to provide, or ensure the availability of, 
adequate information, guidance, and support. Estates 
Management Group (EMG) will provide this information 
and advice.


Responsibilities
It is the responsibility of all agency staff, contractors  
and users of each security system and procedure to 
ensure that these objectives are met. Everyone has  
a responsibility for security at DVLA and therefore must 
understand and comply with this and other security –
related policies. 


In addition, particular roles within the agency that have 
specific responsibilities include:


• Senior management – Chief Executive and 
Executive Board have overall responsibility for 
ensuring the implementation of security policies 
across the agency


• Estates Management Group (EMG) – 
responsible for Physical Security Policy and 
implementing appropriate physical security measures 
under the SPF, and provision of the Physical Security 
Force  


• Chief Information Security Officer –  
who, at board level is responsible for security and 
the relationship between the Departmental Security 
Officer (DSO) – DfT and the agency


Other roles that have direct security responsibilities 
include: 


• line managers 


• project managers 


• purchasing units 


• contract managers


Policy management  
and review 
EMG will be responsible for carrying out internal reviews 
of physical security arrangements as they judge to be 
necessary. The Cabinet Office, in consultation with 
Departments and the Official Committee on Security 
(SO), will review compliance as appropriate based on  
the minimum mandatory requirements and annual 
security returns. 
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