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[bookmark: _Toc414891583][bookmark: _Toc415148389][bookmark: _Toc427243666]
[bookmark: _Toc871677]introduction
This document provides the Buyer with guidance and instructions on how to update the template, to accommodate their requirements – buildings and services etc, and allow bidders to input pricing.
Failure to adhere to the instructions may adversely affect the formatting and formulas, which in turn could return incorrect calculations within the workbook.
There are prompts and error messages throughout the Fixed Fee Price Matrix to highlight where the spreadsheet has not been correctly filled out. The Buyer should ensure as much as possible that these error messages are not deleted in error, when columns are extended, additional rows are added, or columns. 
Cells are coloured green to indicate a Buyer is required to complete them.
We suggest the Buyer protects each sheet before publishing the model to Bidders – this will ensure the Bidder doesn’t accidentally alter any formulas or sheet structure etc. Cells have already been formatted to only leave entry cells unlocked once the sheets have been protected. 
It is suggested that you should update the Fixed Fee Price Matrix in the order this guidance document is written.



[bookmark: _Toc871678]TItle sheet
Buyers are required to complete cells C8 to C12 as shown in the screenshot below. 
[image: ]



[bookmark: _Toc871679]Deliverables matrix
The Buyer should copy the data from their Deliverables Matrix and paste into the green cells into this sheet. 
The structure of the sheet should not be altered. If certain services are not required, just leave them in the sheet.
A warning message will appear in cell B3 if this sheet is structurally changed.
The sheet allows for up to 400 buildings (one per column). If more than 400 are required, please expand the number of columns by following the below instructions: 
The cells in column OO should be highlighted all the way to the bottom (row 34) (not shown below), and then dragged across to the right to autofill and copy the contents into as many extra columns as required. The first screenshot below on the left illustrates this.
The building information should then be pasted into the green cells from F1 to F4 across the sheet, and the service requirements in cells F7 to F34 across the sheet.


If properties/buildings need to be deleted, the Buyer should highlight the appropriate column(s) in their entirety and simply delete these.		
[image: ]		[image: ]
	


[bookmark: _Toc871680]Planned deliverables
This is the sheet in which bidders start to input pricing. The information is fed from the Deliverables Matrix sheet, so if extra columns where added in the Deliverables Matrix sheet the Buyer needs to also expand out the number of columns in this sheet. 
Each building has 4 columns in this sheet, so the last 4 populated columns should be highlighted then dragged (as a set of 4 columns) to the right to replicate, as shown in the screenshot below. In doing so, four additional columns are automatically highlighted to replicate the formatting and formulas to accommodate the data required.
[image: ]
The screenshot below shows the copied data. The details of the property/building in the top table (rows 1 to 5) has been pulled through from the additional property column which was previously created in the “Deliverables Matrix” tab. The data in the table under this (from row 8 onwards) has been copied from the rows to the left which were highlighted. This pulls over the appropriate formulas and formatting along with any sample data (the sample data will ultimately be deleted).
[image: ]
If properties/buildings need to be deleted, the Buyer should highlight the appropriate “Building Ref”, Property/Building columns in their entirety and simply delete these

[bookmark: _Toc871681]Pricing variables
The Pricing Variables sheet needs no Buyer input.

[bookmark: _Toc871682]year 1 deliverables 
This sheet requires the Buyer to expand out the number of columns if the estate is larger than the templates 400 buildings allowance. 
There is one column per building in this sheet. If expansion is needed, simply highlight the entire last populated column and drag to the right to autofill and copy the formatting/formulas etc into however many extra columns as needed.
[image: ]
The screenshot below shows the copied data. The details of the additional property/building has been pulled through from the additional property column which was previously created in the “Deliverables Matrix” tab.
[image: ]
If properties/buildings need to be deleted, the Buyer should highlight the appropriate columns in their entirety and simply delete these. 

[bookmark: _Toc871683]Mobilisation 
This sheet provides the opportunity for the Bidder to provide a breakdown of their Mobilisation costs. 
This sheet requires the Buyer to expand out the number of columns in Table 2 if the estate is larger than the templates 400 buildings allowance. 
There is one column per building in this sheet. If expansion is needed, simply highlight the last populated column (cells OM7 – OM55) and drag to the right to autofill and copy the formatting/formulas etc into however many extra columns as needed.
[image: ]

The screenshot below shows the copied data. The details of the additional property/building has been pulled through from the additional property column which was previously created in the “Deliverables Matrix” tab. 
[image: ]
If properties/buildings need to be deleted, the Buyer should highlight the appropriate columns in their entirety and simply delete these. 
Within Table 3 the Buyer should complete cells C59 – C62 to show how they plan to pay mobilisation. If ‘milestone payments’ is selected then Table 4 should also be completed.
If ‘milestone payments’ is selected in Table 3, please input in cell B67 the number of milestones you require, and then input the details of the milestones and the percentage of the mobilisation cost that you will pay upon completion of each milestone. NB. The percentages must total 100%.
[bookmark: _Toc871684] TUPE 
Within cell B5, the Buyer should input Yes/No regarding if TUPE is involved within this procurement.
If there is a TUPE element, within Table 1, the Buyer should complete cells B9 & B10 to show which TUPE Risk Premium method will be used. Please reference the TUPE schedule for details on these methods.
If using the ‘Further Competition TUPE Risk Premium’ calculation method, then the Buyer needs to populate column A of Table 3b with the Employee Identifiers that are also listed within the TUPE information.

[bookmark: _Toc871685] Total Charges
No Buyer input required on this sheet.

[bookmark: _Toc871686]Price List
No amends needed on this sheet by the buyer unless they wish to add the unit rates and percentages etc from the Billable Works sheet once that’s set up. These rates can be added into ‘section 3 contract rates’, so that all pricing is easily referenced in one place.

[bookmark: _Toc871687]Bidder Framework PricinG
No Buyer input required on this sheet.

[bookmark: _Toc871688]Compliance
No Buyer input required on this sheet.

[bookmark: _Toc871689] Billable Works
This sheet is completely adaptable dependent on the Buyers requirements, and should be used to capture as many prices as possible to ensure the Buyer has known capped rates for billable works within their contract, thereby allowing pricing security, budget planning etc. 
For any pricing requested the Buyer should ensure sufficient detail is included within their tender documentation to allow the Bidder to accurately calculate pricing, and ideally pricing should be evaluated following the application of volumes where known. NB. Volumes should be indicative to allow pricing evaluation and will not be contractual.
All pricing should exclude overhead and profit as per the rest of the spreadsheet, and should be added to the price list as required, so that all pricing is in one place for reference. The standard overhead and profit figures are applicable.
There are several example template tables already within this Billable Works sheet. Buyers can use them, adapt them, delete them or create their own tables. Any structural changes made on this sheet will not affect the rest of the spreadsheet.
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