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[bookmark: _Toc414891583][bookmark: _Toc415148389][bookmark: _Toc427243666][bookmark: _Toc528656776]introduction
This document provides the Buyer with guidance and instructions on how to update the template named “Attachment 5 – Fixed Fee Price Matrix”, to accommodate the number of Properties/Buildings on their estate portfolio.
Please ensure you have fully read and understood the information contained in this document before updating “Attachment 5 – Fixed Fee Price Matrix” template.
Failure to adhere to the instructions and guidance within this Attachment 5 Guidance  may adversely affect the formatting and formulas contained therein, which in turn could return incorrect calculations within the workbook.
If any guidance in this document is unclear or further explanation is required, please ensure that all clarifications are submitted via the e-Sourcing Suite prior to the publication of “Attachment 5 – Fixed Fee Price Matrix”.
[bookmark: _Toc528656777]gENERAl
Each estate portfolio may comprise of several properties/buildings or areas. In order to ensure that these properties and buildings are pre-populated across the workbook correctly and that appropriate formatting and formulas are carried forward, this guidance must be followed when updating the template to meet the Buyer’s needs.
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 or additional rows are included. Conversely, the Buyer should be careful not to delete these in error when columns are removed or rows are taken out. 
The Buyer should populate the “Attachment 5 – Fixed Fee Price Matrix” template with sample data before any updates are undertaken. The inclusion of this data ensures that the Buyer is able to more easily check that all of the appropriate tabs are calculating correctly and that associated tabs within the workbook are still working together as they should, returning the correct calculation into each appropriate tab. The Fixed Fee Price Matrix the Buyer produces should be error free. If errors are found, the Buyer should revisit the Fixed Fee Price Matrix and fix any formatting or formula errors before publication can take place. “Attachment 5 – Fixed Fee Price Matrix” template, may need to be reissued to all Suppliers in the form of a new version for completion, if it is published with formatting or formula errors.
It is suggested that you should update the Fixed Fee Price Matrix in the order this guidance document is written.
Numerical entries entered into the Fixed Fee Price Matrix must be positive, though in some instances a 0 may be input.  The exceptions to this are Table 2, London Variance and Table 4, Efficiency Savings on the “Pricing Variables” tab for which the entry can be negative. Please ensure that any additional tables the Buyer wishes to include within the Fixed Fee Price Matrix considers this point so that appropriate cells may be formatted, protected and restricted accordingly.
All costs input in to the Fixed Fee Price Matrix will be entered in real terms.
There are drop down validation lists throughout the Fixed Fee Price Matrix. The Buyer should ensure that the reference listings are correct and that any updates to cells with drop down lists applied to them are still functioning once updates to the workbook have been made.

[bookmark: _Toc528656778]“TItle sheet” tab
This tab does not need to be updated. It should remain generic to all procurements in its formatting. Buyers are required to complete cells C8 to C12 as shown in the Table screenshot below.
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[bookmark: _Toc528656779]“Deliverables matrix” tab
This worksheet requires the information produced by the Buyer in the “Deliverables Matrix” of the supporting ITT documentation to be copied and pasted into the “”Deliverables Matrix” tab in the “Fixed Fee Price Matrix”. This tab is pre-populated and requires no adjustment or update by the Supplier, apart from the need to either add or remove property/building columns – in line with the Buyers estate portfolio.
The number of properties/buildings/areas, and associated details for each, should reconcile with the information provided within the “Deliverables Matrix” of the supporting ITT documentation. The first screenshot below on the left illustrates to the Buyer how additional properties/buildings should be added to the worksheet. The cells starting with the “Building Ref 400” cell at the top of column OP should be highlighted all the way to the bottom of the Table on row 177 (not shown below), and then dragged across to the additional number of columns corresponding with the additional number of properties/building required. Once completed the additional column, as illustrated in the second table below on the right, will display the newly introduced column. This needs to be formatted to the appropriate width and with the appropriate bordering.
Conversely, 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. Note – the Buyer should be careful not to delete any tables or data that sit above or below the area of the tab that is required to be removed. On this basis, the appropriate columns may not be deleted in their entirety, rather the appropriate area of a table that needs to be deleted should be highlighted and removed accordingly.
			[image: ]		[image: ]
5.3	Note that the top table above containing the first row of “Building Refs” should be updated by the Buyer to accommodate data relating to each property/building in the Buyers portfolio. This data will automatically pre- populate the rest of the “Attachment 5 – Fixed Fee Price Matrix” template in the appropriate tabs throughout the workbook.
	
[bookmark: _Toc528656780]“Planned deliverables” tab
The property/building data in this worksheet feeds from the “Deliverables Matrix” tab. Please refer to the screenshot below. Like the “Deliverables Matrix” tab, if properties/buildings need to be added, the appropriate column cells need to be highlighted and dragged to the right of the worksheet 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 8) 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 10 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: ]
Conversely, 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. Note – the Buyer should be careful not to delete any tables or data that sit above or below the area of the tab that is required to be removed. On this basis, the appropriate columns may not be deleted in their entirety, rather the appropriate area of a table that needs to be deleted should be highlighted and removed accordingly.

[bookmark: _Toc528656781]“Pricing variables” tab
The “Pricing Variables” tab consists of a number of tables that will not need to be updated if properties/buildings need to included or removed. The formulas and formatting within this tab will not be affected by any changes made.
[bookmark: _Toc528656782]“Reactive Maintenance” tab
This sheet provides the opportunity for an Inclusive Repair Threshold (IRT) level per property/building/area to be set by the Buyer and for the Supplier to provide a price for each given property/building/area to be broken down by “Labour Costs” and “Other Costs”. If no IRT is required, then this tab will be greyed out and there will be no requirement to complete this tab.
The property/building data in this worksheet feeds from the “Deliverables Matrix” tab. For the sake of completeness, if properties/buildings need to be included or removed, this tab should still be updated even if an IRT is not required and the cells are greyed out. The appropriate column cells need to be highlighted and dragged to the right of the worksheet as shown in the screenshot below. In doing so, the additional column is automatically copied and the formatting replicated to accommodate the data required. Note that there are two tables, one for Option 1, IRT (shown below) and the other for Option 2 IRT (not shown but below Option 1, IRT table within the tab). The Buyer should ensure that column cells are copied across and update both of these tables.
[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: ]
Conversely, 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. Note – the Buyer should be careful not to delete any tables or data that sit above or below the area of the tab that is required to be removed. On this basis, the appropriate columns may not be deleted in their entirety, rather the appropriate area of a table that needs to be deleted should be highlighted and removed accordingly.
[bookmark: _Toc528656783] “year 1 deliverables” tab
This tab provides a Year 1 Summary of fixed costs which in turn is fed by the information input by the Supplier across the rest of the “Fixed Fee Price Matrix”. No input is required by the Supplier.
The property/building data in this worksheet feeds from the “Deliverables Matrix” tab. Please refer to the screenshot below. If properties/buildings need to be added, the appropriate column cells need to be highlighted and dragged to the right of the worksheet as shown in the screenshot below. In doing so, an additional column is automatically highlighted to replicate the formatting and to accommodate the data required. Note that there are two tables, one for Option 1, IRT (shown below) and the other for Option 2 IRT (not shown but below Option 1, IRT table within the tab). The Buyer should ensure that column cells are copied across and update both of these tables.
[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: ]
Conversely, 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. Note – the Buyer should be careful not to delete any tables or data that sit above or below the area of the tab that is required to be removed. On this basis, the appropriate columns may not be deleted in their entirety, rather the appropriate area of a table that needs to be deleted should be highlighted and removed accordingly.

[bookmark: _Toc528656784]“Mobilisation” tab
This sheet provides the opportunity for the Supplier to provide a breakdown of their Mobilisation costs. There are four main tables to complete.
The property/building data in this worksheet feeds from the “Deliverables Matrix” tab. Please refer to the screenshot below which highlights the two sections of Table 2 in this tab. These are the only areas that need to be updated in this sheet. If properties/buildings need to be added, the appropriate column cells need to be highlighted and dragged to the right of the worksheet as shown in the screenshot below. In doing so, an additional column is automatically highlighted to replicate the formatting and to accommodate the data required.

[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: ]
10.4	Conversely, 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. Note – the Buyer should be careful not to delete any tables or data that sit above or below the area of the tab that is required to be removed. On this basis, the appropriate columns may not be deleted in their entirety, rather the appropriate area of a table that needs to be deleted should be highlighted and removed accordingly.

[bookmark: _Toc528656785] “TUPE” Tab
The “TUPE” tab consists of a number of tables that will not need to be updated if properties/buildings need to included or removed. The formulas and formatting within this tab will not be affected by any changes made.

[bookmark: _Toc528656786] “Total Charges” Tab
The “Total Charges” tab consists of a number of tables that will not need to be updated if properties/buildings need to included or removed. The formulas and formatting within this tab will not be affected by any changes made.

[bookmark: _Toc528656787]“Price List” Tab
The “Price List” tab consists of a number of tables that will not need to be updated if properties/buildings need to included or removed. The formulas and formatting within this tab will not be affected by any changes made. 

[bookmark: _Toc528656788]“Bidder Framework Pricing” tab
The “Bidder Framework Pricing” tab consists of a number of tables that will not need to be updated if properties/buildings need to included or removed. The formulas and formatting within this tab will not be affected by any changes made.

[bookmark: _Toc528656789]“Compliance” Tab
The “Compliance” tab consists of a number of tables that will not need to be updated if properties/buildings need to included or removed. The formulas and formatting within this tab will not be affected by any changes made.
[bookmark: _Toc528656790] “Billable Works” tab
The “Billable Works” tab consists of a number of tables that will not need to be updated if properties/buildings need to included or removed. The formulas and formatting within this tab will not be affected by any changes made”.
 
[bookmark: _Toc528656791]“Workings sheet” tab
The “Workings Sheet” tab consists of a number of tables that support the workings of the preceding sheets within the workbook. Ultimately, this will be hidden from view when “Attachment 5 – Fixed Fee Price Matrix”, is published.
The property/building data in this worksheet feeds from the “Deliverables Matrix” tab. Please refer to the screenshot below which highlights the “Section 1 – Standard Service rates” table. The property/building column cells in this table also need to be updated. These are the only areas that need to be updated in this sheet. If properties/buildings need to be added, the appropriate column cells need to be highlighted and dragged to the right of the worksheet as shown in the screenshot below. In doing so, an additional column is automatically highlighted to replicate the formatting and to accommodate the data required.
[image: ]
The screenshot below shows the copied data. The details of the property/building in the top table (rows 89 to 92) has been pulled through from the additional property column which was previously created in the “Deliverables Matrix” tab. The formulas in the table under this (from row 94 onwards) has been copied from the rows to the left which were highlighted. This pulls over the appropriate formulas and formatting.
[image: ]
17.4	Conversely, 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. Note – the Buyer should be careful not to delete any tables or data that sit above or below the area of the tab that is required to be removed. On this basis, the appropriate columns may not be deleted in their entirety, rather the appropriate area of a table that needs to be deleted should be highlighted and removed accordingly. 
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