




[bookmark: _gjdgxs]Guidance: you need to customise the bid pack to suit your procurement. The only things you need to attend to are highlighted in yellow - as guidance or text which must be attended to. Delete or amend text as appropriate, prior to publishing. At publication there must be no yellow highlighting left.
Attachment 3 – Statement of Requirements
Please note: This document is in addition to the minimum contract terms already agreed to as part of joining the DPS and is for additional or expressly nominated items (not already met by the basic contract terms).
[bookmark: _30j0zll]Contract Reference: Insert  Procurement Reference and Procurement Title
[bookmark: _eyawj224a1r0]
[bookmark: _6avdlhsrdvwk]In developing your requirements ensure that the details are consistent with the  relevant DPS Order Schedules or DPS Joint Schedules. Refer to DPS Schedule 1
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1. [bookmark: _3znysh7]PURPOSE
1.1 [bookmark: _2et92p0]Please include a high level summary of the requirement indicating the purpose of the procurement.

2. [bookmark: _tyjcwt]BACKGROUND TO THE CONTRACTING AUTHORITY
2.1 Please provide brief, relevant, background information regarding your organisation/department. It is useful to provide detail on any Authority targets in place or proposed to be met with the implementation of this contract.
3. [bookmark: _3dy6vkm]BACKGROUND TO REQUIREMENT/OVERVIEW OF REQUIREMENT
3.1 [bookmark: _1t3h5sf]Please provide details relating to the requirement’s background and the events leading up to the goods/services being required.
3.2 Details can include relevant information about the organisation, why the requirement is needed, its importance to stakeholders (organisation, tax payer, public etc.) and any other relevant information that provides context to the requirement. 
3.3 It is useful for the contracting authority to include any details regarding work done to date in the field.
3.4 Please include any details relating to the ‘Public Services (Social Value) Act 2012’ which will be applied to secure wider social, economic and environmental benefits.

4. [bookmark: _4d34og8]DEFINITIONS
	Expression or Acronym
	Definition

	Insert acronym
	means Insert an unambiguous meaning, for the purposes of this procurement, to avoid disputes later on.

	Insert acronym
	means Insert an unambiguous meaning, for the purposes of this procurement, to avoid disputes later on.

	Insert acronym
	means Insert an unambiguous meaning, for the purposes of this procurement, to avoid disputes later on.


5. [bookmark: _2s8eyo1]SCOPE OF REQUIREMENTS 
5.1 [bookmark: _86plpoeu1r62]Please provide a detailed outline of the requirement stating what is in and out of scope:
5.1.1 be specific on what is to be included;
5.1.2 what is excluded (please also specify any responsibilities, impacting on the Supplier’s ability to delivery, that will be met by the Authority); and
5.1.3 what is optional and what is mandatory.

6. [bookmark: _3rdcrjn]THE REQUIREMENT
6.1 Please include a detailed description of the requirement and Contract deliverables.
6.2 Please include any training or skills transfer requirements to be delivered by the Supplier.
6.3 Please ensure any functionality, compatibility or acceptance testing requirements are included.
6.4 Please ensure the requirement is not written to favour a particular approach, brand, and/or Supplier.


7. [bookmark: _laqosjipxjpf]KEY MILESTONES AND DELIVERABLES
7.1 Please identify the key milestones and deliverables that are critical to the fulfilment of the Order Contract. Please see below example text relating to Key Milestones, please amend as appropriate to ensure that it is relevant to the requirement.
7.2 The following milestones/deliverables shall apply:
	[bookmark: _28lyotddlbmh]Milestone/
[bookmark: _a4mmtsc74o1m]Deliverable
	[bookmark: _x72aap6r1mbs]Description
	Timeframe or Delivery Date

	1
	Insert description of key milestone/deliverable
	Within week 1 of Contract Award or no later than --/--/----

	2
	Insert description of key milestone/deliverable
	Within week 1 of Contract Award or no later than --/--/----

	3
	Insert description of key milestone/deliverable
	Within week 1 of Contract Award or no later than --/--/----


[bookmark: _lnxbz9]

8. [bookmark: _35nkun2]MANAGEMENT INFORMATION/REPORTING
8.1 Please insert any specific details relating to the provision of management information or reporting by the Supplier including frequency.

9. [bookmark: _9fq3afmqh9wa]VOLUMES
9.1 Please insert details relating to volumes expected under the contract  (and any historic volume details from previous contracts if relevant). This is to assist the Bidder in assessing the requirement and their capability to meet it  throughout the Contract duration.
10. [bookmark: _tpqpv05s1mtt]SUSTAINABILITY
10.1 Please include details of any sustainability considerations Potential Bidder’s should include in their submissions.
11. [bookmark: _ui4u08l8mw6g]QUALITY
11.1 Please insert details of the quality required for contractual outputs including any required quality and or standard accreditation/s. 
12. [bookmark: _3j2qqm3]PRICE
12.1 [bookmark: _6eld84pd47pt]Please insert any specific information relating to price and how you would like the Bidder to price the goods/services. 
12.2 Prices are to be submitted via the e-Sourcing Portal using Attachment 5 – Price Schedule.  
12.3 [bookmark: _8daglabm240o]Prices are excluding VAT and including all other expenses relating to Contract delivery.
[bookmark: _w1kopwsx3guh]
13. SERVICE LEVELS AND PERFORMANCE 
13.1 [bookmark: _j7gks7dg33p1]Please insert any specific information relating to service levels and performance ensuring any information is also consistent within DPS Order Schedule 14 - Service levels.

14. [bookmark: _1ci93xb]SECURITY AND CONFIDENTIALITY REQUIREMENTS
14.1 [bookmark: _w3bi1iwxqpae]Please insert any specific information relating  to security and confidentiality ensuring any information is consistent within DPS Order Schedule 9 - Security.

15. [bookmark: _yh6lrw7gwyhy]PAYMENT AND INVOICING 
15.1 Insert details of required invoicing schedule and any specific requirements the Supplier must adhere to in relation to your organisation’s purchase to pay process
15.2 Invoices should be submitted to: Insert Invoicing address 
15.3 Ensure information is consistent with DPS Schedule 6 - Order Form template and Order Schedules.

16. [bookmark: _2bn6wsx]CONTRACT MANAGEMENT 
16.1 Please insert any specific requirements relating to how you intend to manage the order contract ensuring any information is consistent with DPS Order Schedule 15 - Order Contract Management.

17. [bookmark: _qsh70q]LOCATION 
17.1 The location of the services will be carried out at Insert location and addresses.


18.  APPENDICES
[bookmark: _mko5xbnzamkr]18.1     Please add any additional attachments here.
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