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Bid Pack 

[bookmark: _heading=h.30j0zll]Attachment 3 – Statement of Requirements

[bookmark: _heading=h.1fob9te]Contract Reference: CCS Triage Lead to insert Salesforce Procurement Reference

Procurement / Contract Title:  CCS Triage Lead to insert Salesforce Subject (Procurement/Contract Title)



Guidance (to be deleted before publication): 

The Statement of Requirements (Specification) has two purposes:

· it forms part of the Bid Pack (ITT) and is your opportunity to tell the suppliers what you need to buy

· it forms part of the contract and, along with their bid, will be used by both parties to deliver and manage the contract.  Please write the Statement of Requirements so that it can be inserted into the contract without the need to amend. 

This template can be used to write your Statement of Requirements.  Please note that this is a standard template and not all areas will be relevant to all requirements.  Likewise additional areas may be needed.  The template aims to identify key areas that the supplier may need to know and will help you manage the contract.  Please note that for more complex requirements you may need to include annexes or alternatively you may choose to use a different format. 

We suggest reading the Customer Guidance, which can be found on the Commercial Agreement website page, before writing your Statement of Requirements

[bookmark: _heading=h.49x2ik5]You can find more information on how to write a Statement of Requirements in our Procurement Essentials article.  We have included other useful links in this template.  
[bookmark: _heading=h.61d6cf6k7fc8]
[bookmark: _heading=h.rp36w8uylwe2]Our category experts have a wealth of knowledge and experience and can provide you with support, in particular, where requirements are more complex and/or where you may not have the internal category expertise you need to ensure you have a robust Statement of Requirements 

Please remember that if you want to evaluate a supplier’s understanding or potential to deliver the contract you need to include the information they need in this document.

Please do not change the formatting as this document.  It has been formatted in line with the Bid Pack documentation your Procurement Lead will complete.  For information this document has been formatted using:

· [bookmark: _heading=h.2et92p0]Arial Font
· Headings remain in 16pt
· Sub Headings in 14pt
· Body of document in 12pt


For more information about the Assisted Procurement Service please explore our website.  You can also find all our Procurement Essential articles, along with lots of other information, which may be of interest to you.

Please send your completed Statement of Requirements and Request for Procurement Action form to info@crowncommercial.gov.uk.  Please insert ‘Assisted Procurement Service – New Procurement’ in the subject of the email.  
[bookmark: _heading=h.1pxezwc]
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1. [bookmark: _heading=h.2p2csry]PURPOSE AND OVERVIEW OF THE REQUIREMENT

1.1 [bookmark: _heading=h.tyjcwt]Please write a high-level summary of the requirement which will help the supplier to quickly understand why you need this contract.

2. [bookmark: _heading=h.147n2zr]BACKGROUND TO THE BUYER

2.1 Please write a brief, and relevant, background to your department / organisation.  This will help the supplier understand who your department / organisation is and what your core purpose is.  You may want to include a link to your website, if this would help the supplier.  

3. [bookmark: _heading=h.3o7alnk]BACKGROUND TO THE REQUIREMENT

3.1 [bookmark: _heading=h.4d34og8]Please include any details relating to the requirement’s background and the events leading up to the goods/services being required.  It is helpful to say why the requirement is needed, it’s importance to key stakeholders (organisation, tax payer, public etc.) and any other relevant information that provides context to the requirement.

3.2 Please include details about the existing contract, if there is one, and any information the supplier needs to know about the current contract(s).  This may include who the incumbent supplier is, how long they have had the contract, when the contract is due to expire and whether TUPE may apply to this contract. This is helpful for suppliers and will reduce clarification questions. You may want to include a link to the Transparency publication on Contracts Finder.

3.3 Please include any other suppliers or key stakeholders the supplier will need to work with.  This is often relevant where the requirement is part of a bigger project.  You may want to include a link to the Transparency publication on Contracts Finder.

4. [bookmark: _heading=h.23ckvvd]DEFINITIONS (GUIDANCE – PLEASE ADD ADDITIONAL ROWS IF NEEDED)

	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: _heading=h.ihv636]SCOPE OF THE REQUIREMENT

5.1 The following areas are in scope:

5.2 Please provide a detailed outline of the requirement stating what is in scope: Please include references to any mandatory or non-mandatory (optional) requirements – you may want to link this to the section(s) below.

5.3 The following areas are not in scope and the buyer does not intend to pay for these goods / services:

5.4 Please insert any additional deliverables you think the supplier may include in their bid that you do not need / want.  This may be more relevant, but not exclusively, where the goods / services are different from a previous requirement, you only need part of a service that is often delivered as a bigger requirement, another supplier is delivering the work, it is being undertaken in house, the scope of work has changed following market engagement.  

6. [bookmark: _heading=h.32hioqz]MANDATORY DELIVERABLES (SUPPLIER RESPONSIBILITIES)

6.1 This is the most important part of the Statement of Requirements.  Please include a detailed description of all the requirements and contract deliverables. 
 
6.2 You should include everything that you need from the supplier.  Think about what the suppliers needs to know.  You should not assume the supplier knows what you need or what you expect.

6.3 Suppliers have an opportunity to ask clarification questions during the tender period.  However, you should aim to provide them with the information they need as this helps reduce potential delays or issues with the evaluation.  

6.4 Please ensure the requirement is not written in favour of a particular approach, brand, and/or Supplier.  

6.5 Requirements must be proportionate and do not intentionally (perceived or actually) reduce the number of suppliers who may want to bid.

6.6 Please include any training, skills or qualifications that individuals may need to deliver during the contract.

6.7 Please ensure any functionality, compatibility or acceptance testing requirements are included.

6.8 Please identify the quality required for contractual outputs including any required quality and or standard accreditation(s). 

6.9 Please ensure any relevant transition and / or implementation activity is detailed.  This should include, as minimum, any exit management requirements (including reference to the relevant schedule) and knowledge transfer where applicable.

6.10 [bookmark: _heading=h.mnx0xugqryu4]If TUPE may apply you will need to obtain TUPE information from the incumbent supplier and add as an annex to this document and password protected..

6.11 Please include any relevant acceptance criteria for good/services

7. [bookmark: _heading=h.1hmsyys]NON-MANDATORY AND OPTIONAL DELIVERABLES (SUPPLIER RESPONSIBILITIES)

7.1 Please follow the format / advice for mandatory deliverables above and ensure this is captured in Pricing Matrix in a separate tab and made clear this is for information only and will not be evaluated.

7.2 Non Mandatory or optional services must be within scope of the Commercial Agreement. 

7.3 Please note award questions should not be focused on Optional/Non-Mandatory Services.

8. [bookmark: _heading=h.41mghml]POTENTIAL, ACTUAL OR EXPECTED DELIVERY VOLUMES (IF APPLICABLE)

8.1 Please insert any information relating to expected volumes under the contract.  It is helpful to include any historic volume / spend details (from previous contracts if available / applicable) as this helps the supplier understand. This is to assist the suppliers in assessing the requirement and their capability to meet it throughout the contract duration.

8.2 If volumes cannot be guaranteed, this should be stated.
· 
9. [bookmark: _heading=h.2grqrue]LOCATION 

9.1 Please insert any location and address details for delivery of goods and services.  This may include suppliers working at their own premises with the exception of travel for contract management meetings.  This may include the delivery address(es) for goods.

10. [bookmark: _heading=h.vx1227]BUYER RESPONSIBILITIES

10.1 Please include any buyer responsibilities.  This may include any approvals to proceed during the contract, access to buildings; technology, equipment etc.

11. [bookmark: _heading=h.3fwokq0]KEY MILESTONES AND DELIVERABLES

11.1 You may want to include any key milestones and/or deliverables that are critical to delivery. Please amend as appropriate to ensure that it is relevant to the requirement.  Please insert additional rows if needed.

11.2 The following Contract milestones/deliverables shall apply:

	Milestone /
Deliverable
	Description
	Timeframe or Delivery Date

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

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

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

	4
	Insert description of key milestone/deliverable
	Within week x of Contract Award or no later than --/--/----


[bookmark: _heading=h.lnxbz9]
12. [bookmark: _heading=h.1v1yuxt]SUSTAINABILITY AND CARBON NET ZERO

12.1 Please include details of any sustainability considerations the supplier needs to be aware of and/or deliver.

12.2 You may want to read our Procurement Essentials article.

13. [bookmark: _heading=h.plhr2bchbfb2]SOCIAL VALUE

13.1 You must refer to the Commercial Agreement that you are buying from to see which social value themes apply to this requirement.

13.2 Please include any relevant and proportionate social value requirements that suppliers need to support under this contract.  Your Procurement Lead will help you write a social value question(s) that suppliers will need to include in their bid.

13.3 If you feel you need a better understanding of social value you may wish to:

13.3.1 Read the Procurement Policy Note (PPN) 6/20 – Taking Account of Social Value in the Award of Central Government Contracts.  The PPN states that social value should be explicitly evaluated in all central government procurement, where the requirements are related and proportionate to the subject-matter of the contract, rather than just ‘considered’.

13.3.2 Explore our social value website which has lots of useful information or read our Procurement Essentials article

13.3.3 Complete a Government Commercial College e-learning course - ‘Social Value for Commercial Success’.  It takes less than one hour to complete and will help you to better understand what social value is, why it is important and how to implement it.

14. [bookmark: _heading=h.2u6wntf]STAFF AND CUSTOMER SERVICE

14.1 Please see below some example text relating to Staff and Customer Service, please amend as appropriate including any specific qualifications, experience required by the Supplier to deliver the requirement.

14.2 The Supplier shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service.

14.3 The Supplier’s staff assigned to the Contract shall have the relevant qualifications and experience (as detailed in the Mandatory Requirements Section) to deliver the Contract to the required standard. 

14.4 The Supplier shall ensure that staff understand the Buyer’s vision and objectives and will provide excellent customer service to the Buyer throughout the duration of the Contract.  

15. [bookmark: _heading=h.19c6y18]CONTINUOUS IMPROVEMENT

15.1 Please see below example text relating to Continuous Improvement, please amend as appropriate to ensure that it is relevant to the requirement please refer to Call-off Schedule 3 - Continuous Improvement (or equivalent for non Public Sector Contracts) to ensure that they align and do not contradict one another.

15.2 The Supplier will be expected to continually improve the way in which the required services are to be delivered throughout the Contract duration.

15.3 The Supplier should present new ways of working to the Buyer during monthly/quarterly Contract review meetings. 

15.4 Changes to the way in which the Services are to be delivered must be brought to the Buyer’s attention and agreed prior to any changes being implemented.

16. [bookmark: _heading=h.3tbugp1]SECURITY AND CONFIDENTIALITY REQUIREMENTS

16.1 Please detail any specific security requirements, vetting and/or accreditation in relation to both the Supplier’s staff and their systems that are in addition to the Call-off Schedule 9 (Security) (or equivalent for non Public Sector Contracts). 

16.2 Please detail any confidentiality/security restrictions regarding the content of this Statement of Requirements and/or the results/deliverables of the Contract.

17. [bookmark: _heading=h.28h4qwu]PRICING MECHANISM

17.1 Please detail the pricing mechanism.  You should either include a reference to the Order Form (Call-off Charges paragraph) or if complex then Call-off  Schedule 5 (Pricing) (or equivalent for non Public Sector Contracts). Please do not include suppliers  instruction on how to complete the Price Schedule.  The Price Schedule in the contract must be an explanation of the pricing mechanism and costs once the winning bidder has been determined.

17.2 Please note that you will work with the Procurement Lead to create a Pricing Schedule that the supplier will complete enabling you to evaluate all bids.  This will include instructions for the supplier.

17.3 All prices are excluding VAT

17.4 All prices are inclusive of expenses, such as travel and subsistence.
 
18. [bookmark: _heading=h.nmf14n]PAYMENT AND INVOICING 

18.1 Please include any information required to enable invoicing and payment. This may include information about acceptance and/or milestone payments.

18.2 Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 

18.3 Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 

18.4 Invoices should be submitted to: please insert an invoicing address 

18.5 Please include any specific requirements the Supplier must adhere to in relation to your organisation’s purchase to pay process.

19. [bookmark: _heading=h.37m2jsg]CONTRACT MANAGEMENT AND KEY PERFORMANCE INDICATORS

19.1 Please detail how the contract will be managed.  This should include buyer and supplier responsibilities.  You may wish to reference Call-off Schedule 14 - Service Levels (or equivalent for non Public Sector Contracts)  of the draft contract.  

19.2 You should refer to your internal policies and processes.  For central government departments you will need to follow the Contract Management Standards.

19.3 The Buyer will measure the quality of the Supplier’s delivery by:

19.3.1 Please provide information of the required service levels and/or KPIs that the supplier will be expected to achieve and against which the supplier’s performance will be assessed. You must ensure that service levels are measurable, relevant, attainable, and drive contractual performance. Please insert in text and include SLAs/KPIs in table form.

	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Insert ‘service area’ detail e.g. – Delivery timescales
	[Insert description of KPI/SLA ensuring it is S.M.A.R.T e.g. – Deliveries to be received within 3 working days from order issue]
	[bookmark: _heading=h.3znysh7]Insert required target e.g. – 98%

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	



19.4 Attendance at contract review meetings shall be at the supplier’s own expense.  You may want to include when and how often meetings will take place.

19.5 You may need to include details of any mechanisms to incentivise delivery and/or compensate for poor Supplier performance such as service credits.

19.6 You may need to include details of any exit strategy to be applied where poor performance requires early termination of the Contract.

19.7 You may need to include details about any management information or reporting the supplier is expected to do.  You may wish to complete and reference the relevant Schedule in the draft contract.

19.8 You may want to read our Contract Management Procurement Essentials article.
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