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FRAMEWORK schedule 5
management CHARGES AND information
MANAGEMENT INFORMATION AND FORMAT
The Supplier shall, at no charge, provide timely, full, accurate and complete MI Reports to CCS which incorporate the data, in the correct format, required by the MI Reporting Template and such guidance that CCS may issue from time to time.  
The initial MI Reporting Template is set out in the Annex to this Schedule and CCS may change it from time to time (including the data required and/or format) and issue a replacement version.  CCS shall give at least thirty (30) days' notice in writing of any such change and shall specify the date from which it must be used. The Supplier may not make any amendment to the current MI Reporting Template without the prior Approval of CCS. The Supplier shall include in the MI Reports and the volume of expenditure undertaken with SMEs by the Supplier and its Subcontractors in the delivery of this Contract and each Call-Off Contract.
FREQUENCY AND COVERAGE
MI Reports must be completed (even where there are no transactions to report) and returned to CCS by the reporting date every Month during the Framework Period and thereafter, until all transactions relating to Call-Off Contracts have permanently ceased. 
The MI Report should report (among other things) on Orders received and transactions occurring during the Month to which it regardless of when the work was actually completed.  For example, if an invoice is raised for October but the work was actually completed in September, the Supplier must report the invoice in October's MI Report and not September's.  Each Order received by the Supplier must be reported only once when the Order is received.   
If the Supplier discovers any errors in any reported Management Information then it will inform CCS and provide corrections in the next MI Report.
SUBMISSION OF THE MONTHLY MI REPORT
[bookmark: _Ref365983722]MI Reports shall be completed electronically and uploaded to MISO in accordance with the instructions provided in MISO.
CCS may (acting reasonably) require that MI Reports be submitted by an alternative means (such as email).  
The Supplier shall, where requested by CCS, supply Management Information to a Buyer as specified by CCS.
USE of INFORMATION
[bookmark: _Ref384998407][bookmark: _Ref384208705]The Supplier grants CCS a non-exclusive, transferable, perpetual, irrevocable, royalty free licence to: 
use and to share with any Buyer, Other Contracting Authority and Relevant Person; and/or
publish (subject to any information that is exempt from disclosure in accordance with the provisions of FOIA being redacted),
[bookmark: _Ref365638295]any Management Information supplied to the CCS for the CCS’ normal operational activities including administering this Contract and/or all Call-Off Contracts, monitoring public sector expenditure, identifying savings or potential savings and planning future procurement activity.
[bookmark: _Ref489608191]CCS may consult with the Supplier to inform its decision to publish information however CCS shall retain absolute discretion regarding the extent, content and format of any disclosure.
PAYMENT OF THE MANAGEMENT CHARGE
Following receipt of the completed MI Report CCS shall invoice the Supplier for the Management Charge payable for the Month to which the MI report relates. 
The Management Charge excludes VAT which is payable on provision of a valid VAT invoice.
The Supplier shall pay CCS the Management Charges (and other charges payable in accordance with this Schedule) in cleared funds within 30 days of receipt by the Supplier of an undisputed invoice to such bank or building society account set out in the invoice.
DEFECTIVE MANAGEMENT INFORMATION
Following an MI Failure CCS may issue reminders to the Supplier or require the Supplier to rectify it.  The Supplier shall rectify any deficient or incomplete MI Report as soon as possible and not more than five (5) Working Days following receipt of any such reminder.
Meetings
The Supplier agrees to attend meetings between the Parties in person to discuss the circumstances of any MI Failure(s) at the request of CCS  If CCS requests such a meeting the Supplier shall propose and document measures to ensure that the MI Failures are rectified and do not occur in the future as a supplement to the Management Charge.
Admin Fees 
[bookmark: _Ref365984073]If, in any rolling three (3) Month period, two (2) or more MI Failures occur, the Supplier acknowledges and agrees that CCS shall have the right to invoice the Supplier Admin Fees in respect of any MI Failures as they arise in subsequent Months.
[bookmark: _Ref492658772]The Supplier acknowledges and agrees that the Admin Fees are a fair reflection of the additional costs incurred by CCS as a result of the Supplier failing to supply Management Information as required by this Contract.
[bookmark: _Ref366090287]DEFAULT MANAGEMENT CHARGE
[bookmark: _Ref366090436]If two (2) MI Failures occur in any rolling six (6) Month period then an "MI Default" shall be deemed to have occurred and CCS shall be entitled to:
charge and the Supplier shall pay an additional default management charge ("Default Management Charge") in respect of the Months in which the MI failure occurred and subsequent Months in which they continue, calculated in accordance with Paragraph 7.2; and/or 
terminate this Contract.  
[bookmark: _Ref365985535]The Default Management Charge shall be the higher of:
the average Management Charge paid or payable by the Supplier in the previous six (6) Month period or, if the MI Default occurred within less than six (6) Months from the commencement date of the first Call-Off Contract, in the whole period preceding the date on which the MI Default occurred; or
the sum of five hundred pounds (£500).
If the Supplier provides sufficient Management Information to rectify any MI Failures to the satisfaction of CCS and the Management Information demonstrates that:
the Supplier has overpaid the Management Charges as a result of the application of the Default Management Charge then the Supplier shall be entitled to a refund of the overpayment, net of any Admin Fees where applicable; or
the Supplier has underpaid the Management Charges during the period when a Default Management Charge was applied, then CCS shall be entitled to immediate payment of the balance as a debt together with interest.
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RM3830 FM MI Template v1.xls
OrdersReceived

		Customer User Agreement Reference		Customer URN		Customer Organisation Name		Lot Number		Contract Reference Number		Contract Name		Contract Start Date		Contract End Date		Expected Total Order Value



MANDATORY FIELD

Contract Reference Number

Suppliers should have their own reference for an order; it must be entered into this field.

MANDATORY FIELD

Customer URN

Unique Reference Number (URN) of the public sector customer who made this procurement.

URNs are a CCS reference code; please see the URN Guidance Notes tab in this template for further information.

THIS FIELD MUST ONLY CONTAIN A WHOLE NUMBER

MANDATORY FIELD

Customer Organisation Name

Name of the public sector customer who placed the order.

MAXIMUM FIELD LENGTH 255 CHARACTERS

MANDATORY FIELD

Contract Start Date

The date that the customer has confirmed the appointment will begin.

REQUIRED FORMAT: DD/MM/YYYY

MANDATORY FIELD

Contract End Date

The date that the customer has confirmed the appointment will cease.

REQUIRED FORMAT: DD/MM/YYYY

MANDATORY FIELD

Expected Total Order Value

The total value of the order/contract - excluding VAT.

This figure should represent he total expected value of the contract over its expected lifetime.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS

MANDATORY FIELD

Lot Number

Reference to identify the lot within the framework contract that the invoice is raised against.

Please choose the appropriate lot number from the dropdown list.

MANDATORY FIELD

Customer User Agreement Reference

Unique CCS project Reference Number - Customer to provide to Supplier through direct award/further competition process.

MAXIMUM FIELD LENGTH: 14 CHARACTERS

MANDATORY FIELD

Contract Name

Indicate the name or reference used to specify the work included in this line item for the Customer Organisation identified.

MAXIMUM FIELD LENGTH: 255 CHARACTERS



InvoicesRaised

		CCS Customer Access Reference		Customer URN		Customer Organisation Name		Customer Invoice Date		Customer Invoice Number		Lot Number		Contract Reference Number		Contract Name		Service Group		UNSPSC		Unit of Purchase		Price per Unit		Quantity		Total Cost (ex VAT)		VAT Amount Charged		Expenses/Disbursements		Subcontractor Name		Size of Sub-Contractor



MANDATORY FIELD

Customer URN

Unique Reference Number (URN) of the public sector customer who made this procurement.

URNs are a CCS reference code; please see the URN Guidance Notes tab in this template for further information.

THIS FIELD MUST ONLY CONTAIN A WHOLE NUMBER

MANDATORY FIELD

Customer Organisation Name

Name of the public sector customer who placed the order.

MAXIMUM FIELD LENGTH 255 CHARACTERS

MANDATORY FIELD

Customer Invoice Date

Date that the invoice to the customer was raised.

REQUIRED FORMAT: DD/MM/YYYY

MANDATORY FIELD

Customer Invoice Number

Reference to identify the invoice issued to the customer.

MAXIMUM FIELD LENGTH 50 CHARACTERS

MANDATORY FIELD

UNSPSC

The United Nations Standard Product and Service Code (UNSPSC) for the service provided.

Please select from the dropdown list.

MANDATORY FIELD

Unit of Purchase

The unit of measure for the service being invoiced.

Please select from the drop down list.

The Quantity and Price Per Unit fields should be expressed with respect to the selection in this field.

MANDATORY FIELD

Price Per Unit

The price paid per unit of purchase for the service being invoiced.

Quantity * Price Per Unit = Total Cost (ex VAT)

Where the line item is a credit note the price per unit should be expressed as a positive number.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS

MANDATORY FIELD

Quantity

The total quantity of units purchased for the service being invoiced.

Quantity * Price Per Unit = Total Cost (ex VAT)

Where the line item is a credit note the price per unit should be expressed as a negative number.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS

MANDATORY FIELD

Total Cost (ex VAT)

The total amount (£) being invoiced for this service line item, excluding VAT and any Expenses/Pass through costs not subject to the CCS Levy.

Quantity * Price Per Unit = Total Cost (ex VAT)

Where the line item is a credit note the price per unit should be expressed as a negative number.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS

MANDATORY FIELD

VAT Amount Charged

The VAT amount (£) being invoiced for his service line item.

If the line item is VAT exempt please enter 0.00 in this field.

Where the line item is a credit note the price per unit should be expressed as a negative number.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS

MANDATORY FIELD

Lot Number

Reference to identify the lot within the framework contract that the invoice is raised against.

Please choose the appropriate lot number from the dropdown list.

MANDATORY FIELD

Subcontractor Name

If the invoice line item was subcontracted to another organisation indicate the name of that organisation in this field.

Where the business was not subcontracted enter N/A in this field.

MAXIMUM FIELD LENGTH: 255 CHARACTERS

MANDATORY FIELD

Size of Sub-Contractor
Please confirm the SME status of the Subcontractor by selecting one of the following:
Micro
Small
Medium
Large

If no subcontractor was used please enter "N/A" in this field.

The definition of an SME can be found here:
http://ec.europa.eu/growth/smes/business-friendly-environment/sme-definition/

MANDATORY FIELD

CCS Customer Access Reference
Unique CCS project Reference Number - Customer to provide to Supplier through direct award/further competition process.

MAXIMUM FIELD LENGTH: 14 CHARACTERS

MANDATORY FIELD

Contract Name

Indicate the name or reference used to specify the work included in this line item for the Customer Organisation identified.

MAXIMUM FIELD LENGTH: 255 CHARACTERS

MANDATORY FIELD

Service Group
Suppliers must enter the appropriate Service Group for the invoice line item. Please select from the dropdown list.

MANDATORY FIELD

Expenses/Disbursements

Record additional expenses, disbursements, pass through costs with respect to the invoice line item that are not included in the total cost, and are not subject to CCS Commission.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS

MANDATORY FIELD

Contract Reference Number

Suppliers should have their own reference for an order; it must be entered into this field.



URN Guidance Notes

		

				URN Guidance Notes

				Finding a Customer URN Code (Unique Customer Reference Number)

				There is a URN search facility in MISO and a list of URNs can be downloaded from the system. Both options can be found by clicking on the 'Lookups' icon at the top of the screen. Alternatively, a downloadable list of all of the up to date URN numbers can be found on our website using the following link:

				http://ccs.cabinetoffice.gov.uk/i-am-supplier/management-information

				If you cannot find a particular URN contact the Customer Service Desk using the email address below :

				supplier@crowncommercial.gov.uk

				When requesting a URN to be set up:- Please supply the name,  full address including post code, also switchboard number of the organisation required.



supplier@crowncommercial.gov.uk

http://ccs.cabinetoffice.gov.uk/i-am-supplier/management-information



Service Table

		Lot Number		Service Group		UNSPSC		Unit of Purchase

		1a		Fixed Standard Monthly Billing		81141800		Fixed

		1a		Variable Costs		81141800		Fixed

		1a		Capital Expenditure		81141800		Fixed

		1a		Special Projects		81141800		Fixed

		1b		Fixed Standard Monthly Billing		81141800		Fixed

		1b		Variable Costs		81141800		Fixed

		1b		Capital Expenditure		81141800		Fixed

		1b		Special Projects		81141800		Fixed

		1c		Fixed Standard Monthly Billing		81141800		Fixed

		1c		Variable Costs		81141800		Fixed

		1c		Capital Expenditure		81141800		Fixed

		1c		Special Projects		81141800		Fixed





Lookups

		Lot Number		Lot Description				Service Group

		1a		£0-£7m				Fixed Standard Monthly Billing

		1b		£7-£50m				Variable Costs

		1c		£50m plus				Capital Expenditure

								Special Projects

				UNSPSC				Size of Sub-Contractor

				81141800				Micro

								Small

				Unit of Purchase				Medium

				Fixed				Large

								N/A
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