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Framework Schedule 5 (Management Charges and Information)
1. How to provide management information to CCS
1.1 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.  
1.2 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. 

2	   Reporting period
2.1   MI Reports must be completed and returned to CCS by the tenth working day of every month during the framework period and thereafter until all transactions relating to call-off contracts have permanently ceased. If at any point there is a period of a month where no reportable transactions occur, then a declaration must be made confirming no business has been conducted, in place of data submission.
2.2	In an MI Report, the Supplier should report contract data that is one month in arrears. For example, if a payment or 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. For payments / invoices made quarterly or at other frequencies as determined by the Buyer, data should be reported in the following month. For data relating to profit share, data should be reported once the profit share statement has been reported to the Buyer. Each Order received by the Supplier must be reported only once, i.e. when the Order is received. 

3. Submitting the information
3.1 [bookmark: _heading=h.gjdgxs]MI Reports shall be completed electronically and uploaded to the CCS data submission service available at: https://www.reportmi.crowncommercial.gov.uk 
3.2 MI Reports must be completed in pounds sterling unless CCS has given prior written consent to the use of another currency. 
3.3 CCS may reasonably require that MI Reports be submitted by an alternative means such as email.  
3.4 Where requested by CCS, the Supplier shall provide Management Information to a Buyer as specified by CCS.
3.5 The Supplier shall:
promptly after the Framework Start Date provide an email and/or postal address to which CCS will send invoices for the Management Charge and monthly statements relating to the invoicing of the Management Charge;
 promptly after the Framework Start Date provide at least one contact name and contact details for the purposes of queries relating to either Management Information or invoicing; and
 immediately notify CCS of any changes to the details previously provided to CCS under this Paragraph 3.5.

4. How CCS can use the Management Information
4.1 [bookmark: _heading=h.30j0zll]The Supplier grants CCS a non-exclusive, transferable, perpetual, irrevocable, royalty free licence to: 
4.1.1 use and to share with any Buyer, Other Contracting Authority and Relevant Person; and/or
4.1.2 publish (subject to any information that is exempt from disclosure in accordance with the provisions of FOIA, being redacted),
[bookmark: _heading=h.1fob9te]any Management Information supplied to CCS for 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.
4.2 [bookmark: _heading=h.3znysh7]CCS may consult with the Supplier to inform its decision to publish information, including in relation to the Supplier's Confidential Information in Joint Schedule 4 (Commercial Sensitive Information). However, CCS shall retain absolute discretion regarding the extent, content and format of any disclosure.
4.3 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.

5. Paying the Management Charge
5.1 The Management Charge excludes VAT which is payable on provision of a valid VAT invoice.
5.2 The Supplier shall pay CCS the Management Charge (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.
6. What happens if the Management Charge is not paid? 
6.1    Payment of undisputed and valid CCS invoices should be completed within thirty (30) days. CCS may take action on outstanding invoices by:
6.1.1	issuing the supplier with reminders that an invoice payment is due and/or overdue;
6.1.2	charging statutory interest and charges on overdue invoices, as per the Late Payment of Commercial Debts (Interest) Act 1998;
6.1.3	suspending the supplier from the agreement until such time that overdue invoices are paid; and/or
6.1.4  terminating this contract.

7. What happens if the Management Information is wrong?
7.1 If the Supplier or CCS identify error(s) and/or omission(s) in historic MI Report(s), the Supplier must provide corrected MI report(s) to CCS on or before the date when the next MI Report is due. Corrections may be either in the form of an addendum to the next MI submission, or a resubmission of existing historic returns, at the discretion of CCS.
7.2 Following an MI Failure, CCS may issue reminders to the Supplier and require the Supplier to correctly complete the MI Report. 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
7.3 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 as part of a Rectification Plan to ensure that the MI Failure(s) are corrected and do not occur in the future.
Admin fees 
7.4 [bookmark: _heading=h.2et92p0]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 Fee(s) with respect to any MI Failures as they arise in subsequent Months.
7.5 [bookmark: _heading=h.tyjcwt]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 provide Management Information as required by this Contract.

8. What happens if Management Information Reports are not provided?
8.1 [bookmark: _heading=h.3dy6vkm]If two (2) MI Reports are not provided in any rolling six (6) month period then an MI Default shall be deemed to have occurred and CCS shall be entitled to:
8.1.1 charge and the Supplier shall pay a Default Management Charge in respect of the Months in which the MI Default occurred and subsequent Months in which they continue, calculated in accordance with Paragraph 8.2.1 and/or 
8.1.2 suspend the Supplier from the agreement until such time that deficient MI reports(s) are rectified; and/or
8.1.3 terminate this Contract.  

8.2 [bookmark: _heading=h.1t3h5sf]The Default Management Charge shall be the higher of:
8.2.1 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
8.2.2 the sum of five hundred pounds (£500).

8.3 If the Supplier provides sufficient Management Information to rectify any MI Default(s) to the satisfaction of CCS and the Management Information demonstrates that:
8.3.1 the Supplier has overpaid the Management Charge 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
8.3.2 the Supplier has underpaid the Management Charge 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.


Annex: MI Reporting Template
[Guidance Note: Framework-specific template must be inserted. 
The MI Collection team in Data Insights create MI Templates. A minimum standard template is embedded below. 
Contact: 
https://www.reportmi.crowncommercial.gov.uk/

[bookmark: _GoBack]
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Copy of Annex - MI Reporting Template.xlsx
Guidance Notes

		Crown Commercial Service (CCS) Management Information (MI) template file for:
RM6349 - Income Generation from Estates & Assets

		If you have any accessibility requirements and would like to request an accessible version of this MI template file to better suit your needs, please contact us for support: report-mi@crowncommercial.gov.uk



		What is CCS MI?

		MI in this context is a record of business suppliers have conducted on CCS commercial agreements.
CCS uses MI to manage and improve commercial agreements, collect management charges for sales and shape future commercial agreements. It must be reported monthly in arrears, as part of the contract between CCS and suppliers.

		If you have not conducted any business on this agreement in the past month then you do not need to populate this template file, but you still need to complete the monthly MI task, by "reporting no business", using our MI collection tool.

		If you have conducted business on this agreement in the past month then you need to populate this file with data and then submit the completed file to our MI collection tool.

		Report Management Information to CCS

		MI tasks are generated on the 1st calendar day of each month, and should be completed by the 5th working day of each month.



		Template navigation and completion

		This template is made up of a number of tabs. The orange coloured 'Tenders Received', 'Contracts' and 'Transactions' tabs are where data should be entered, and then the completed file should be loaded to the relevant task on our MI web portal, and submitted.

		In row 1 of each orange tab, the column names indicate what data should be submitted in each field. Line items of data should be completed beneath these headers, providing complete rows of information with a response for each field about the business conducted in the past month.

		Hovering over a field header will result in a popup comment box appearing. These tooltips provide further detail on how that field should be populated. Each details a description of the field, any formatting requirements/restrictions (such as character limit, decimal, date, etc.), and indicates if the content of that field is dependent on any preceding fields. Any automated data validation will cascade from left to right across a row as fields are populated.



		Tenders Received

		This tab is used to track supplier participation in new invitations to tender on the agreement. This allows CCS to track new business, and to assess and improve customer buying patterns and tender writing behaviours.

		The data submitted on the Tenders Received tab includes identifying the customer, the tender, the date of invitation, whether or not the supplier organisation has chosen to participate, and a desierable optional description of any reasons why your organisation has chosen not to participate, if applicable.

		Data should only be provided once for each new invitation to tender, following receipt and once a decision on whether or not your organisation is participating has been made. You should never repeat data in future MI submissions; reported data is stored in our database cumulatively over time.



		Contracts

		This tab is used to track awarded contracts.

		The data submitted on the Contracts tab includes identifying the customer, a product/service description, a contract start and end date, a contract model specific to this type of agreement for the specific lot, the total value of the full duration of the contract as awarded (excluding any optional variations), and to the far right the contracted supplier fee, either as a percentage profit share or as a discreet total value for the duration of the contract.

		A supplier reference (typically a contract or account reference of the suppliers own choosing) is also requested. This should be carried onto appropriate invoice line items as they are reported going forward.

		Data should only be provided once for each new contract, when it is awarded. You should never repeat data in future MI submissions; reported data is stored in our database cumulatively over time.

		If there is an amendment/variation to a contract at a later date, then a contract line item should be reported to show the variation. Such a line item should contain the same reference, customer, product/service description, contract model and start date information as the original line.

		However, where appropriate, a revised end date and contract value should be provided. It is important to note that where there is a revised contract value, this new line item should only contain the change in value, not the total value, because the original value is still stored in our historic records/total.
For example, if a £1m 2 year contract is later extended by 1 year and the contract value rises by £500k, the variation line item should contain the new end date and £500k, not £1.5m, because the original £1m value is still stored in the historic MI record.



		Transactions

		This tab is used to record the contract income retained by the supplier or the fees that the supplier has charged to public sector customers, depending on the type of agreement used.

		The data fields from left to right across a row identify: the customer and references to the contract, the transaction date and reference, the lot and associated contract model and description of the service provided to the customer; lastly to the far right the total value of any fees/invoices charged to the customer and/or the total monetary value of the profit share retained by the supplier.

		This information is used to capture the live evidenced spend through commercial agreements, monitor supplier and customer compliance and market trends, and to calculate and invoice the CCS management charge.

		The management charge applicable for this agreement will be detailed in your agreement terms and conditions.

		Transactions data should never be repeated, nor reported cumulatively.

		Where applicable, credit notes to the customers should also be reported; expressed with a negative total value.



		Additional tabs

		The black Lookups tab, to the far right, powers dropdown functionality or list validation within the orange data submission tabs.

		The content of product/service fields on the invoices raised tab is sometimes restricted to specific wording so that it is possible to compare like for like items across many different suppliers.

		If you are building a report to automate the conversion of your internal reporting to the standardised MI template terminology, a VLOOKUP or similar query can be employed to convert bespoke terms to those required in the template.

		You can use the black lookups tabs to the right of the template to assist you in automating this process.

		Ensure that, in the final file that you wish to upload, you have replaced any formulae with values only.





		Further help and support

		More comprehensive written guidance on the Report MI web portal, MI template navigation and general FAQs, as well as guidance and information on CCS Customer Unique Reference Numbers (URNs) is available online, both within the help page on the Report-MI web portal (link above) and on the

		CCS supplier guidance webpage

		The CCS MI Collection team is available during office hours to support suppliers in the completion of their MI submissions. We cover queries including but not limited to:

		Access permissions / technical inquiries for the Report MI system,

		Customer URN inquiries/requests,

		Template functionality/use requests and corrections/amendments to MI submissions,

		On or Off-boarding of suppliers for new and expired agreements.

		We can also share a pre-recorded MI training webinar with you on request, which provides a complete overview of the CCS MI process that you can view at your leisure.

		Contact us:

		report-mi@crowncommercial.gov.uk

		For queries relating to invoicing please contact our finance team:

		ccsfinance@crowncommercial.gov.uk

		For contractual or sales enquiries, or any other non-MI related matter, please contact your commercial agreement manager, or our helpdesk:

		info@crowncommercial.gov.uk

		Tel: 0345 410 2222

		If you are requesting information under the terms of the Freedom of Information Act 2000 please forward your email to:

		foi-team@cabinetoffice.gov.uk





https://www.reportmi.crowncommercial.gov.uk/https://www.gov.uk/guidance/current-crown-commercial-service-suppliers-what-you-need-to-knowmailto:ccsfinance@crowncommercial.gov.ukmailto:info@crowncommercial.gov.ukmailto:foi-team@cabinetoffice.gov.ukmailto:report-mi@crowncommercial.gov.uk

Tenders Received

		Tender Reference Number

Jason Thomas: MANDATORY FIELD

Tender Reference Number

Suppliers should enter the reference number for the invitation to tender.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Customer Organisation Name

Jason Thomas: MANDATORY FIELD

Customer Organisation Name

Name of the public sector customer who awarded this contract.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Customer Unique Reference Number (URN)

Jason Thomas: MANDATORY FIELD

Customer Unique Reference Number (URN)

The Unique Reference Number (URN) of the public sector customer who awarded this contract.

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

THIS FIELD MUST ONLY CONTAIN A WHOLE NUMBER		Lot Number

Jason Thomas: MANDATORY FIELD

Lot Number

Reference to identify the lot within the agreement that the contract is awarded under.

Select the appropriate lot number from the dropdown list.

A full list of lot numbers and their descriptions is given on the Lookups tab.		Name of Tender

Jason Thomas: MANDATORY FIELD

Name of Tender

Enter the name or short description of the service, as specified by the customer in the tender.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Date Tender Received

Jason Thomas: MANDATORY FIELD

Date Tender Received

Enter the date that the invitation to tender was received for consideration.

REQUIRED FORMAT: DD/MM/YYYY		Participating (Y/N)

Jason Thomas: MANDATORY FIELD

Participating (Y/N)

Confirm whether or not your organisation is participating in the tender exercise.

THIS FIELD MUST CONTAIN ONLY "Y" OR "N"		Reason for Non-Participation

Jason Thomas: DESIRED FIELD

Reason for Non-Participation

If you are not participating in the tender exercise, please provide a short note to indicate any reasons for this decision.

This information is used to help us in the continuous improvement of our service, and to inform us about any potential issues/patterns in customer buying behaviour.

MAXIMUM FIELD LENGTH 255 CHARACTERS





Contracts

		Supplier Reference Number

Jason Thomas: MANDATORY FIELD

Supplier Reference Number

Suppliers should enter their reference number for a contract. This is your own reference for the work being conducted, most commonly a contract reference or customer account number.

This reference should be carried forward, and appear against all reported invoices subsequently raised for this customer contract, as applicable.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Customer Organisation Name

Jason Thomas: MANDATORY FIELD

Customer Organisation Name

Name of the public sector customer who awarded this contract.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Customer Unique Reference Number (URN)

Jason Thomas: MANDATORY FIELD

Customer Unique Reference Number (URN)

The Unique Reference Number (URN) of the public sector customer who awarded this contract.

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

THIS FIELD MUST ONLY CONTAIN A WHOLE NUMBER		Lot Number

Jason Thomas: MANDATORY FIELD

Lot Number

Reference to identify the lot within the agreement that the contract is awarded under.

Select the appropriate lot number from the dropdown list.

A full list of lot numbers and their descriptions is given on the Lookups tab.		Contract Model

Darren Moore: MANDATORY FIELD

Contract Model

Reference to identify type of contract used to supply the service.

A full list is provided on the Lookups table.
Select the appropriate item from the dropdown list.

Note that in-built data validation works from left to right across each row. When populating the template manually, the drop down lists in each cell may only populate with options after dropdowns in any relevant preceeding fields have been selected.		Product/Service Description

Jason Thomas: MANDATORY FIELD

Product/Service Description

Reference to identify the name of the contract, or a short description of the product(s)/service(s) provided.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Contract Start Date

Jason Thomas: MANDATORY FIELD

Contract Start Date

The date that the customer has confirmed the contract will start.

REQUIRED FORMAT: DD/MM/YYYY		Contract End Date

Jason Thomas: MANDATORY FIELD

Contract End Date

The date that the customer has confirmed the contract will end.

See the guidance notes tab for further information on reporting a contract variation.

REQUIRED FORMAT: DD/MM/YYYY		Total Contract Value

Jason Thomas: MANDATORY FIELD

Total Contract Value

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

This figure should represent the total expected value of all income/revenue generated over the lifetime of the contract.

If a total contract value is not available (for example for a Fixed payment contract model) enter zero in this field.

See the guidance notes tab for further information on reporting a contract variation.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS		Supplier profit share percentage

Jason Thomas: MANDATORY FIELD

Supplier profit share percentage

For profit share contract models, where the supplier retains a percentage proportion of generated revenue, that percentage share should be provided.

Values in this field should be expressed either:
- formatted as a number and entered a decimal fraction of 1 (i.e. 0=0%, 0.5236=52.36%, 1=100%), or;
- value formatted as a percentage (default).
You should not hard-write in the percentage symbol as part of the string.

For line items where the supplier fee is a static monetary value with no percentage based profit share, i.e. Management fee and Fixed payment contract model line items, enter 0 in this field.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS		Total Supplier fee or management charge

Jason Thomas: MANDATORY FIELD

Total Supplier fee or management charge

Where the supplier charges a fixed monetary value for services (i.e. Management fee or Fixed payment line items) that value should be provided in this field.
This value should be the total fee (in GBP, excluding VAT) for the full duration of the contract.

For line items where the supplier fee is determined by a percentage profit share and is not a predetermined monetary value, i.e. Profit share line items, enter 0 in this field.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS





Transactions

		Supplier Reference Number

Jason Thomas: MANDATORY FIELD

Supplier Reference Number

Suppliers should enter their reference number for a contract. This is your own reference for the work being conducted, most commonly a contract reference or customer account number.

This reference should appear against all reported invoices raised for this customer contract, and be linked back to the corresponding contracts line item you originally submitted when the contract was awarded.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Customer Organisation Name

Jason Thomas: MANDATORY FIELD

Customer Organisation Name

Name of the public sector customer against which the invoice/credit was raised.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Customer Unique Reference Number (URN)

Jason Thomas: MANDATORY FIELD

Customer Unique Reference Number (URN)

The Unique Reference Number (URN) of the public sector customer being invoiced/credited.

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

THIS FIELD MUST ONLY CONTAIN A WHOLE NUMBER		Transaction Date

Jason Thomas: MANDATORY FIELD

Transaction Date

Where applicable, the date that the invoice/credit note to the customer was raised.

Where the line item relates to a value where the customer has not been directly invoiced/credited, provide the end date of the period for the declared transaction/value.

REQUIRED FORMAT: DD/MM/YYYY		Transaction Number

Jason Thomas: MANDATORY FIELD

Transaction Number

Where applicable, the reference to identify the invoice/credit note issued to the customer.

Where the line item relates to a value where the customer has not been directly invoiced/credited, provide a reference to identify the unique transaction/value. Where not applicable, enter N/A.

MAXIMUM FIELD LENGTH 50 CHARACTERS		Lot Number

Jason Thomas: MANDATORY FIELD

Lot Number

Reference to identify the lot of the supplied product/service being invoiced/credited.

Select the appropriate lot number from the dropdown list.

A full list of lot numbers and their descriptions is given on the Lookups tab.		Contract Model

Darren Moore: MANDATORY FIELD

Contract Model

Reference to identify type of contract used to supply the service.

A full list is provided on the Lookups table.
Select the appropriate item from the dropdown list.

Note that in-built data validation works from left to right across each row. When populating the template manually, the drop down lists in each cell may only populate with options after dropdowns in any relevant preceeding fields have been selected.		Product/Service Description

Jason Thomas: MANDATORY FIELD

Product/Service Description

Free text reference or short description of the supplied product/service being invoiced/credited.

MAXIMUM FIELD LENGTH 255 CHARACTERS		Total Cost (ex VAT)

Jason Thomas: MANDATORY FIELD

Total Cost (ex VAT)

The total amount (£) of the supplier share/fee being invoiced/credited/transacted for the service, excluding VAT.

For profit share line items, enter the total value of generated revenue retained by the supplier for the period reported.

For Supplier management fee line items, provide the total value of the management fee charged to the customer.

Where the line item is a credit note the Total Cost should be expressed as a negative number.

THIS FIELD MUST ONLY CONTAIN DECIMAL NUMBERS







Lookups

		Lot Number		Lot Description				Lot Number		Contract Model

		1		Commercial advertising - internal. Digital and static, large and small formats				1		Fixed payment

		2		Commercial advertising - external. Digital and static, large and small formats				1		Profit share

		3		Experiential advertising - exhibitions, sampling, promotions, events				1		Profit share with minimum guaranteed payment

		4		Commercial advertising - Combined lots 1, 2 and 3				1		Other

		5		End to end car park management				2		Fixed payment

								2		Profit share

								2		Profit share with minimum guaranteed payment

								2		Other

								3		Fixed payment

								3		Profit share

								3		Profit share with minimum guaranteed payment

								3		Other

								4		Fixed payment

								4		Profit share

								4		Profit share with minimum guaranteed payment

								4		Other

								5		Management fee

								5		Management fee plus incentive

								5		Fixed payment

								5		Profit share

								5		Profit share with minimum guaranteed payment

								5		Other






