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[bookmark: _Toc512529949]Purpose
[bookmark: _2et92p0][bookmark: _Toc512528743][bookmark: _Toc512529950]Attachment 3 – Annex A – Matrix of Deliverables is an integral part of your specification under framework agreement RM3830 – Facilities Management Marketplace, as it is the means by which the buyer presents the information suppliers require to bid for the opportunity. 

The template seeks to capture both contractual information (relating to the service you specify that you want to receive) and other details provided to support the bidding process that are non-contractual (including, for example, details of the assets on your estate, and previous volumes of historical reactive works).

The purpose of this document is to provide supplementary guidance on completion of Attachment 3 – Annex A – Matrix of Deliverables. The purpose of each tab, and guidance on completion of each field, will be provided over the following pages.


[bookmark: _Toc512529951]General principles

Getting started

You should start by completing the ‘Work Package Selector’ and ‘Property Information’ tabs. Once you have completed these tabs, the subsequent tabs will be populated with columns per Building for data capture. Additionally, fields that relate to Deliverables which you have indicated you do not require will be redacted, indicating that you do not need to gather this piece of information in order for bidders to price your requirement. 

Taking this approach will reduce the administrative burden of the data gathering exercise, since you will not be attempting to gather information that is not related to your in-scope Deliverables

Tab colours

Green tabs are considered to be part of your Deliverables, and therefore are intended to be contractual. These tabs should be included in your Order Form and Call Off Terms at the execution of your contract. 

These tabs include:

· Building Information
· Matrix of Deliverables
· Service Level Requirements

Blue tabs contain information that is only intended to inform the bidding process, but will not be contractual, and will not carry forward into your Order Form and Call Off Terms at the execution of your contract. 

These tabs include:

· Building Specifics
· Reactive Works
· Asset Collection



1. [bookmark: _tyjcwt][bookmark: _Toc512529952]The ‘Work Package Selector’ tab

This tab is the first you need to complete. It will allow you to quickly the refine the list of Deliverables in the ‘Deliverables Matrix’, ‘Service Level Requirements’, and ‘Building Specifics’ tabs, and streamline the data gathering process.

1.1. The Work Packages in scope of the RM3830 Framework Agreement are listed in the ‘Work Package’ column.

1.2. In the adjacent ‘Required?’ column, you should select ‘Yes’ of ‘No’ from the drop down list, for each Work Package, to indicate whether you need any single Deliverable from each (i.e. if you require even one Deliverable, in one Building, for your entire estate, then you should select ‘Yes’ for that Work Package).

1.3. Once you have completed all entries, click on the ‘Update Deliverables Matrix, SLR and Building Specifics’ button.  Deliverables from all Work Packages which you have indicated you do not need, will be removed from view in the ‘Deliverables Matrix’, ‘Service Level Requirements’, and ‘Building Specifics’ tabs.


2. [bookmark: _3dy6vkm][bookmark: _1t3h5sf][bookmark: _Toc512529953]The ‘Buildings Information’ tab

This tab serves the purpose of capturing information relating to the specific Buildings in your estate. Completing this tab will allow you to populate the columns of subsequent tabs with details of the Buildings in your estate.

This is a green tab, and will later form part of your Deliverables in your executed contract.

2.1. Building Information

2.1.1. Building Reference – This is the EPIMS Property Reference number.

2.1.2. Building Geographical Location – This refers to the Nomenclature of Territorial Limits for Statistics (NUTS) code, and defines whereabouts in the UK your Building is situated. Suppliers on the RM3830 framework agreement have defined which NUTS regions they are able to provide Deliverables in, and so this option may define which suppliers are able to bid for your opportunity.

2.1.3. Building Type – This refers to the Property Classifications in tables 1 and 2 of the Property Information tab. If your Building is a ‘Standard’ Building type, as defined in table 1, then framework agreement maximum prices may apply to this Building. If your Building is ‘Non-standard’ as defined in table 2, then framework agreement maximum prices will not apply to this Building. You should complete the row with relevant Building Category numbers from tables 1 and 2.

2.1.4. Standard/Non Standard Building? – Of the Building type above (paragraph 2.1.3) do you consider your Building to be a standard example of the Building type in question? You should consider matters such as building access, types and numbers of assets, and building layout.

2.1.5. Security Clearance Level – This is the level to which supplier staff must be accredited in order to gain access (i.e. CTC, SC, DV etc).

2.1.6. GIA (square meters) – This is short for Gross Internal Area and means the aggregate superficial area of a building including: external walls and projections, columns, piers, chimney breasts, stairwells and lift wells, tank and plant rooms, fuel stores whether or not above main roof level; and open-side covered areas and enclosed car parking areas.  This excludes open balconies; open fire escapes, open covered ways or minor canopies; open vehicle parking areas, terraces, etc.; domestic outside WCs and coalhouses; the thickness of external walls.

GIA is a Unit of Measure figure, and therefore bidder prices will be based on this information (i.e. priced per square meter). It is therefore important for buyers to ensure the accuracy of this information.

2.1.7. External areas (square meters) - This is the aggregate external area that you intend to be in scope of the contract.

2.1.8. Parent Department/Organisation – This means the department or organisation whose estate the Building is in. This is especially important to complete if you are in a cluster, and should make clear which cluster member the Building is held by.

2.1.9. Onsite Management Presence Required? – This indicates whether a supplier onsite management presence is required at this Building.

2.2. Address

2.2.1. These cells are used to populate the complete address, for each Building.

2.3. Overview

2.3.1. Year Built - this is intended to indicate to bidders, the age of the Building. Give an estimate where actual date is unknown and add a suffix "(E)" to indicate that it is an estimate.

2.3.2. Construction Type – Enter a number to indicate the correct construction type, in accordance with the below types:

· Type 1:  Buildings of concrete and steel structure construction as well as a concrete or steel roof.
· Type 2:  Buildings with steel or concrete walls, floors and structural framework with combustible roof covering.
· Type 3:  Masonry bearing walls with wood roofs or floors.
· Type 4:  Heavy timber construction.
· Type 5:  Construction with a wood frame.

2.3.3. Security – Enter a Restricted Access level, in accordance with the below types: 

· Restricted Access Level 1:  Open to the public
· Restricted Access Level 2:  Use of access cards for security cleared staff with visitors permitted access with a security cleared escort.
· Restricted Access Level 3:  Use of access only for security cleared staff

2.3.4. Building Opening Days – Enter the days of the week on which the Building is open.

2.3.5. Operational Working Hours – Enter the standard hours of business of the buyer at the Building (may not be the same as the number of hours the Building is open, as per 2.3.4)

2.3.6. Tenure: Freehold/Leasehold – Enter whether the tenureship of the Building is on a freehold or leasehold basis.

2.3.7. Tenure: Landlord (if applicable) – If the tenureship is leasehold, enter the name of the landlord here. Otherwise, enter N/A

2.3.8. Tenure: Length of Lease (if applicable) – If the tenureship is leasehold, enter the length of the lease here. Otherwise enter N/A.

2.3.9. Property Legal Entity – Additional information relating to the legal situation and ownership of the Building. You may enter information relating to ownership of the Building, whether your own staff inhabit the building of whether it is sub-let, or the nature of agreement in place between yourself and the Building occupier (as appropriate).

2.3.10. Number of FTE Building Users – Enter the number of staff or building users that use the building during a typical 24 hour period.

2.3.11. Site Status – Whether the Building is active, inactive, or closed.

2.4. Service Specifics

The below figures are Units of Measure, and therefore bidder prices will be based on this information (i.e. priced per lift/tonne of waste etc). It is therefore important for buyers to ensure the accuracy of this information.

2.4.1. Number of Lifts – Enter the number of lifts in the Building (how many lift shafts).

2.4.2. Number of Floors – Enter the number of floors in the Building.

2.4.3. Lift (lift number x floor number) – This number is auto-calculated from the values entered into the Number of Lifts and Number of Floors cells. This number will be used as the Unit of Measure for ‘Lifts, Hoists and Conveyance Systems Maintenance’ if in scope.

2.4.4. Portable Appliances (number of units) – Enter the number of Portable Appliances requiring PAT testing service per annum. This number will be used as the Unit of Measure for ‘Portable Appliance Testing’ if in scope.

2.4.5. General Waste – tonne – The General Waste tonnage per annum. This number will be used as the Unit of Measure for the ‘General Waste’ service if in scope.

2.4.6. Recycled Waste – tonne - The Recycled Waste tonnage per annum. This number will be used as the Unit of Measure for the ‘Recycled Waste’ service if in scope.

2.4.7. Classified Waste – tonne - The Classified Waste tonnage per annum. This number will be used as the Unit of Measure for the ‘Classified Waste’ service if in scope.

2.4.8. Feminine Hygiene Waste – tonne - The Feminine Hygiene Waste tonnage per annum. This number will be used as the Unit of Measure for the ‘Feminine Hygiene Waste’ service if in scope.

2.4.9. Hazardous Waste – tonne - The Hazardous Waste tonnage per annum. This number will be used as the Unit of Measure for the ‘Hazardous Waste’ service if in scope.

2.4.10. Medical Waste – tonne - The Medical Waste tonnage per annum. This number will be used as the Unit of Measure for the ‘Medical Waste’ service if in scope.

2.4.11. Number of Building Visitors per annum – The number of Building visitors, requiring passes, per annum. 

2.4.12. Number of utility invoices generated over the past year - Enter the number of invoices produced per annum. These may include, for example, energy water invoices. 

2.4.13. Value of invoices processed – Enter the total value of invoices processed per annum. These may include, for example, energy water invoices.
[bookmark: _2s8eyo1][bookmark: _17dp8vu][bookmark: _3rdcrjn][bookmark: _26in1rg]
3. [bookmark: _Toc512529954]Populating your ‘Deliverables Matrix’, ‘Service Level Requirements’ and ‘Building Specifics’ tabs

3.1. Appropriate Work Packages will be populated into the ‘Deliverables Matrix’, ‘Service Level Requirements’ and ‘Building Specifics’ tabs by following the instructions at paragraph 1.

3.2. Create your ‘Building Information’ tab as per paragraph 2.

3.3. Building information and Deliverables will be populated into the appropriate tabs automatically. 

3.4. If all of your Buildings do not show automatically in the tabs, this may be because your number of Buildings has exceeded the number of columns set by default. This can be easily remedied by copying the appropriate columns across. Simply highlight the entire end column, locate the small box in the top right of the highlighted area, and click and drag this across to the required number of columns.

4. [bookmark: _lnxbz9][bookmark: _35nkun2][bookmark: _Toc512529955]The ‘Deliverables Matrix’ tab

This tab is an integral part of your overall Matrix of Deliverables. It serves the purpose of defining which Deliverables are required to be provided at each of your Buildings. It also allows you to define whether the Deliverable required at each Building is ‘Standard’ (and so potentially subject to Framework Agreement maximum prices), or ‘Non-Standard’.

This is a green tab, and will later form part of your Deliverables in your executed contract.

4.1. Make that you have completed steps as detailed in paragraphs 1, 2 and 3, before starting to populate the ‘Deliverables Matrix’ tab. 

4.2. If you have completed paragraphs 1 to 3 correctly, you will find that Buildings will be listed across the sheet, and only those Deliverables in scope of your requirements, as entered into the ‘Work Package Selector’ tab will be shown down the sheet.

4.3. In order to define your scope, you simply need to enter for each Building, and for each Deliverable in the matrix, one of the following:

4.3.1. Yes – Std – This denotes that this Deliverable is required at the Building, and the Deliverable is ‘Standard’ as detailed in Column D of the ‘Service Level Requirements’ tab.

4.3.2. Yes – Non-Std – This denotes that this Deliverable is required at the Building, but is not ‘Standard’ as detailed in Column D of the ‘Service Level Requirements’ tab. 

4.3.3. No – This denotes that this Deliverables is not required at the Building, or will only required on an ad-hoc, rechargeable basis.

5. [bookmark: _Toc512529956]The ‘Service Level Requirements’ tab

This tab is an integral part of your overall Matrix of Deliverables. It serves the purpose of defining which elements of each Deliverable are in scope of your requirement. It also allows you to supplement the ‘Standard’ service levels as defined in the Framework Agreement specification, and in the ‘Work Package’ column of the tab, where your requirement is ‘Non-standard’.

This is a green tab, and will later form part of your Deliverables in your executed contract.

5.1. Make that you have completed steps as detailed in paragraphs 1, 2 and 3, before starting to populate the ‘Service Level Requirements’ tab. 

5.2. If you have completed paragraphs 1 to 3 correctly, you will find that only those Deliverables in scope of your requirements, as entered into the ‘Work Package Selector’ tab will be shown down the sheet.

5.3. ‘Service Required Within Estate?’ column

5.3.1. You should complete this column for each element of each Deliverable, and for each Work Package that is shown in the ‘Work Package’ column. 

5.3.2. Your entry in each row should be reflective of your entries to the ‘Deliverables Matrix’ tab. If any single Building in your estate requires the Deliverable in the adjacent row, your input to the ‘Service Required Within Estate?’ column should be ‘Yes’.

5.3.3. If no single Building in your estate requires the Deliverable in the adjacent row, your input to the ‘Service Required Within Estate?’ column should be ‘No’.

5.4. ‘Standard / Non-Standard / Mix’ column

5.4.1. You should complete this column for each line you have entered ‘Yes’ in the ‘Service Required Within Estate?’ tab.

5.4.2. Your entry in each row should be reflective of your entries to the ‘Deliverables Matrix’ tab, as below:

· If every Building requires a ‘Standard’ service, you should select ‘Yes – Std’ from the drop down list.
· If every Building requires a ‘Non-standard’ service, you should select ‘Yes – Non-Std’ from the drop down list.
· If some Buildings require a ‘Standard’ service, and others require a ‘Non-standard’ service, then you should select ‘Yes – Mixed’ from the drop down list.

5.5. ‘If non-standard service, please comment below’ column

5.5.1. If you select ‘Yes – Non-Std’ or ‘Yes – Mixed’ in the ‘Standard / Non-Standard / Mix’ column, then this column will cease to be greyed out. 

5.5.2. This is a free text box, in which you are required to enter details of how this element of the Deliverable may be ‘Non- Standard’, in the context of the information contained in the ‘Work Package’ column. 

5.5.3. You may supplement your text, by pointing to an Annex to your Attachment 3 – Specification.

6. [bookmark: _Toc512529957]The ‘Building Specifics’ tab

This tab is intended to provide more detailed information relating to specific requirements for delivery of each of the in-scope Deliverables, against each of the Buildings. 

This is a blue tab, and is provided as bidding information only. It will not be included in your Order Form at the point of Contract execution.
[bookmark: _1ksv4uv]
6.1. Make that you have completed steps as detailed in paragraphs 1, 2 and 3, before starting to populate the ‘Building Specifics’ tab. 


6.2. If you have completed paragraphs 1 to 3 correctly, you will find that Buildings will be listed across the sheet, and only detail that relates to those Deliverables in scope of your requirements, as entered into the ‘Work Package Selector’ tab, will be shown down the sheet.

6.3. You need to enter, for detail indicated in the ‘Specifics’ column, and for each Building across the sheet:

6.3.1. The number of items in the ‘Number’ column; and

6.3.2. Any additional detail relating to the items (e.g. for Fire Extinguishers, you may enter what type they are, such as CO2, or Foam, and the date of their last service) in the ‘Detail’ column.

6.4. If you do not need to enter a value into any cell, you should complete the cell with ‘0’ for a ‘Number’ cell, or with ‘N/A’ for a ‘Detail’ cell.

7. [bookmark: _Toc512529958]The ‘Reactive Works’ tab

This tab is intended to provide indicative volumes of Reactive tasks raised by the customer, based on previous activity. Suppliers will use this information to provide costs for the amount of activity required to manage Reactive tasks, and the amount of cost to be attributed to tasks covered by the Inclusive Repairs Threshold. 

This is a blue tab, and is provided as bidding information only. It will not be included in your Order Form at the point of Contract execution.

7.1. Initial cells

7.1.1. Number of reactive calls within the last year – This cell requires the number of reactive calls raised within the last year.

7.1.2. Inclusive Repair Threshold (or equivalent) or incumbent offering – This cells requires the customer to enter the value up to which Reactive tasks are covered by the inclusive contract price of their incumbent offering.

7.1.3. Number of reactive work calls billable in the last year – This cell requires the customer to enter the total number of reactive works call received in the last year which exceeded the Inclusive Repair Threshold (or equivalent) of the incumbent offering (see paragraph 7.1.2).

7.1.4. Cost of billable calls in the last year – This cell requires you to enter the total cost of all reactive calls received that exceeded the Inclusive Repair Threshold (or equivalent) of the incumbent offering (see paragraph 7.1.2 and 7.1.3)

7.2. Prioritisation of calls under current contract

7.2.1. Priority Coding – The priority code attributed to this call under your incumbent contract (for example this may be Priority, Urgent, Routine, etc.)

7.2.2. Site Type – The type of Building, such as Office, Workshop, Depot etc. 

7.2.3. Response Time – The time taken for an engineer to be present at the point of fault calculated from the time the call is raised, for this ‘Priority Coding’.

7.2.4. Rectification Time – The time taken to the point where the engineer is able to make a repair for this ‘Priority Coding’.  All repairs are to be of a permanent nature unless otherwise approved by the site FM.

7.3. Detailed list of Reactive Works

7.3.1. Building Name – The name of the Building that this reactive work type related to, as per the ‘Buildings Information’ tab.

7.3.2. Classification of Call – What was this call type for? For example, this could be spillage, broken ceiling tile, locksmith services etc.

7.3.3. Quantity of Call Type – The number of this type of call received in the last year.

7.3.4. Priority of Call – The ‘Priority Coding’ attributed to this type of call. Please refer to your own codings as in paragraph 7.2.1).

7.3.5. Number of calls relating to inclusive delivery – The number of this call type that were dealt with inclusively in the lump sum price of your incumbent contract.

7.3.6. Cost associated per call – The average value of a call raised for this call type.

7.3.7. Total Cost attributed to calls of this type – This cell is auto-populated based on your entries to the ‘Quantity of Call Type’ and ‘Cost associated per call’ cells.
[bookmark: _2jxsxqh]
8. [bookmark: _z337ya][bookmark: _Toc512529959]The ‘Asset Collection’ tab

This tab serves the purpose of providing Asset Data to suppliers bidding in this further competition exercise.

This is a blue tab, and is provided as bidding information only. It will not be included in your Order Form at the point of Contract execution.

8.1. [bookmark: _23ckvvd]IMPORTANT:- RE Use of this tab

8.1.1. The exact layout of this tab need not be used during requirements gathering before publication of the further competition.

8.1.2. As a buyer, you should seek to obtain a spreadsheet from your incumbent supplier, downloaded from their CAFM system, detailing all assets. As above, the download need not follow the above format, but should cover all requirements in the spreadsheet in order to provide suppliers with the most accurate information possible on which to bid.

8.1.3. You should endeavour to issue Asset Data in a consistent format to most clearly inform the bidding process.

8.2. Steps if you choose to populate the standard tab format

8.2.1. Building Name – Enter the Building Name as per the Building Information tab in your Service Information.  This is to allow the assets to be allocated to a specific building, rather than site.

8.2.2. Asset Description – Enter as complete a description of the asset as possible. 

8.2.3. SFG20 Maintenance Code – Enter the SFG20 maintenance specification code applicable to maintenance of the asset.

8.2.4. System Served – Enter a description sufficient to distinguish the asset from similar types (eg "Domestic Hot Water" or “Primary Heating” for a Pump under the Asset column).   When read in conjunction with the ‘Asset Description’ column, it provides a complete description of the asset.

8.2.5. Asset Specific Quantity - Specify quantity and whether this relates to unit number, system or building wide.  

For multiple items enter the total number of each identical type.

For systems, enter the total number e.g. by floor, alongside single line details including number of terminal units (eg: 60 radiators on 1st floor, 50 radiators on 2nd floor)

8.2.6. Floor/Roof - Indicate on which floor of the building the asset is located. E.g.: 
B=basement, 
G=Ground, 
1,2,3 etc,   

E=external if this applies

8.2.7. Location (Plant, Boiler, Switch room, etc.) - Indicate where on that floor the asset is located. E.g.: plant room, boiler room, switch room, North, East, etc. as required.

8.2.8. Manufacturer – The manufacturer of the asset.

8.2.9. Type/Model - Record sufficient information to enable replacement parts to be ordered or the asset to be grouped with others of identical type.

8.2.10. Rating/Capacity/Size (vol/dia/length/height) - This is the rated output in Kw, Litres/sec/min, etc.   For pumps quote pressure against flow rate.

8.2.11. Year of Installation - a date is required here, not the age. Give an estimate where the actual date is unknown and add a suffix "(E)" for estimate.

8.2.12. Present Condition - Enter code for applicable current condition of the asset.
[bookmark: _GoBack]
8.2.13. Asset Technical Details/Comments (Other than Rating, Capacity, Size, etc.) - Details other than rating/capacity which may assist with future maintenance
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