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[bookmark: _30j0zll]Key information 
	Category
	Description

	Agreement ID
	RM6186

	Agreement name
	Fuel Cards and Associated Services VI

	Agreement duration
	4 years 

	Start date
	22 February 2022

	End date
	21 February 2026

	Maximum contract length
	Contracts must not exceed 2 years passed the expiry date (21/02/2026) of the framework 

	Scope of the agreement
	This framework provides a range of fuel cards and associated services to public sector organisations, with both UK and European coverage

	Buying options 
	Direct award and further competition

	Can be used by
	This agreement can be used by central government departments, their ALBs and agencies, non-departmental public bodies, NHS bodies and local authorities. Download the full list of authorised customers for more information

	Contract notice
	Contracts Finder contract notice

	Contact details
	info@crowncommercial.gov.uk 
0345 410 2222

	Glossary 
	Procurement terms glossary



[bookmark: _1fob9te]Agreement scope and suppliers 
[bookmark: _3znysh7]Goods and services 
The goods and services you can buy through this agreement are all contained in a singular lot: Fuel cards and associated services. 
Through this lot you can access fuel cards. You can use a fuel card to pay for the fuel and related services you use while driving for official business. To pay for the fuel and services, you will need to show your card after each transaction.
Every month you will receive consolidated management information which will show all the transactions made using the fuel card for that month.
This detailed management information report can help you to:
· control the amount of money you spend on fuel for your vehicle fleet
· reduce the time you spend dealing with administration
[bookmark: _2et92p0]You do not need to have a large fleet of vehicles to use this agreement and you can allocate fuel cards to vehicles and / or drivers. This means that employees will not need to make expense claims for fuel.
Suppliers
You can find a list of suppliers under ‘Products and Suppliers’ on the RM6186 homepage on the CCS Website. See list also below. 
	Supplier name
	Lot

	Allstar Business Solution Limited
	1

	Certas Energy Limited UK
	1

	Maxol Oil Limited
	1

	Shell UK Oil Products Limited
	1

	UK Fuels Limited
	1

	Wex Europe Services (UK) Limited
	1

	Worldline IT Services UK Limited
	1



[bookmark: _tyjcwt]Pricing
You can get pricing information by sending an email to info@crowncommercial.gov.uk and quoting RM6186 in the subject. The prices given do not include VAT. The prices for each good and service are the maximum price suppliers can ask for. 
[bookmark: _3dy6vkm]How to buy  
This list shows a step-by-step process of how to buy from this agreement. 
	Step 
	Instruction
	

	[image: Number One]
	[bookmark: _1t3h5sf]Access agreement
Check your sourcing tool
	

	[image: Number Two ]
	[bookmark: _4d34og8]Engage with suppliers
Conduct pre-market engagement 
	

	[image: Number Three]
	[bookmark: _2s8eyo1]Create specification and assessment criteria 
Define your requirements
Design an evaluation approach
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	[bookmark: _17dp8vu]Decide how to select your supplier
When to run further competition
When to use direct award 
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	[bookmark: _3rdcrjn]Option A: Further competition 
Invite suppliers to bid 
Review proposals and evaluate suppliers 
	

	[image: Number Six]
	[bookmark: _26in1rg]Option B: Direct award 
Select your supplier 
Get approval
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	[bookmark: _lnxbz9]Communicate outcomes 
Notify your suppliers 
	

	[image: Number Eight]
	Complete your call-off contract
Put together and sign your contract
Publish your decision
	


[bookmark: _35nkun2]1. Access the agreement  
Before using this agreement, you should ensure that you have applied for, and received the necessary budget approval and agreed your procurement strategy with your internal teams. 
Buyers from the Central Government (including arm’s length bodies) also need to follow the Cabinet Office Spending Controls when buying common goods and services. Please check spend controls guidance to check whether your tender requires pre-approval. You should also ensure that you follow the guidelines provided in The Sourcing Playbook published by the Cabinet Office.
You should also start thinking about what your requirements are, so you can obtain valuable insight from suppliers during market engagement. See section ‘Create specification and assessment criteria’ for more information on what you should be considering when drafting your requirements.  
[bookmark: _44sinio]Check your sourcing tool 
To communicate with suppliers and run the buying process, you will need to use email, or a sourcing tool. This can be your organisation’s sourcing tool, or CCS’s eSourcing tool. To use this tool, you need to complete the eSourcing registration form. You can find more information about this tool in the eSourcing buyer guide. 
You should also check whether the value of your purchase is over the threshold indicated on Public Contracts Regulations 2015 transparency requirements. If it does, you will need to publish the contract information on Find a Tender (FTS). You should also check whether you need to publish these notices on Contracts Finder, Public Contracts Scotland, Sell2Wales and eTendersNI. 
Some sourcing tools communicate directly to FTS. Check whether your current sourcing tool is on the list of eSenders. If it is not on the list, you are recommended to contact the provider of your tool for an update, and to register on FTS. 
[bookmark: _2jxsxqh]2. Engage with suppliers 
Pre-market engagement allows you to informally gather information to help shape your procurement process. You can also use pre-market engagement to gather ideas on new products and services and understand if there are market developments that influence your requirements.
[bookmark: _z337ya]Conduct pre-market engagement
The main way you can gather market information is by issuing a Request for Information (RFI) to your suppliers. You can do this through your own procurement tool or use the CCS eSourcing tool. You can also run a ‘Meet the Buyer’ event or ask for an Expression of Interest (EOI) to gauge supplier interest. Remember that you should keep a record of all pre-market engagement activities, and that these activities should be undertaken in a fair and transparent manner to provide each supplier with an equal opportunity.
[bookmark: _3j2qqm3]3. Create specification and assessment criteria
A specification is also known as a ‘statement of requirements’. This is a description of the goods and services the supplier will provide during the contract. To evaluate how different suppliers will deliver against your specification, you will need to develop assessment criteria. Assessment criteria are usually divided into quality and price. 
[bookmark: _1y810tw]Define your requirements
Your specification is essential for communicating to your suppliers what you need, ensuring a successful purchase. See CCS’s guide on ‘How to write a specification’ for advice on how to best face this task. 
As a minimum, your future requirements should include:
· number of cards currently in operation
· number of cards required in the future (estimation)
· restrictions to be placed on cards
· number of users
· type and level and frequency of management information required
· current spend/future spend
[bookmark: _GoBack]Framework Schedule 1 contains an appendix which can be used as a standard specification of deliverables for call offs when copied into Call Off Schedule 4. 

[bookmark: _4i7ojhp]Design an evaluation approach
Once you have defined your requirements, you have to decide how you will evaluate suppliers against these. To do this, you have to assess the quality and price of each of their offers. 
Below are some examples of potential criteria within ‘price’ and ‘quality’, and the weightings you can give to each of these categories. These weightings could vary depending on whether you are using a further competition or a direct award. 
[bookmark: _2xcytpi]Quality criteria
To evaluate quality, you can consider: 
· approach to delivery of the services/methodology
· implementation 
· use of supply chain and partners 
· added value and innovation
· social value (according to PPN 06/20 it should account for a minimum of 10% of award criteria in central government tenders)
[bookmark: _1ci93xb]Price criteria
To evaluate price, you can consider: 
· time and materials, including all costs over the duration of the contract including fixed capital costs, variable tender costs, and special adjustments during the contract period
[bookmark: _3whwml4]Weightings
	Evaluation criteria
	Further competition weighting
	Direct award weighting

	Quality 
	Between 50% and 70%
	60% 

	Price
	Between 30% and 50%
	40%



[bookmark: _2bn6wsx]4. Decide how to select your supplier
When buying through this agreement, you can conduct a further competition between available suppliers, or award the contract directly to a specific supplier. See below more information to guide your decision and make sure you use the agreement in a compliant way.  
[bookmark: _qsh70q]When to run further competition 
Further competition is usually the best route to market for high-value goods and services. If you require changes to be made to the call off terms, including any special terms, or you wish to seek more competitive pricing from suppliers, you should conduct a further competition. 
[bookmark: _3as4poj]When to use direct award 
Direct award is usually the best route to market for urgent requirements, and for low value goods and services. When a particular supplier can best meet your organisation's requirements, and value for money can be achieved, there is no need to conduct a further competition. 
Provided that you can evidence value for money, and there is no change in the terms set across the call off schedule, the PSC, or the supplier’s pricing, then you can enter a call off directly with the chosen supplier.
Remember that you can still engage with suppliers prior to using a direct award. Please note that CCS always encourages you to seek your own legal advice if required and cannot advise on specifics
[bookmark: _1pxezwc]5. Option A: Further competition 
Once you have engaged with suppliers, defined your requirements, and designed your evaluation approach you can conduct a further competition, see below more information on how to do this.    
[bookmark: _2p2csry]Invite suppliers to bid 
Before you invite your suppliers to bid, prepare all the documents you need, including:
· Invitation to Tender (ITT): a formal procurement document which invites suppliers to bid for the contract. This document should include a timetable, instructions for suppliers on how to ask questions and submit a bid, your specification, and your assessment criteria. 
· Draft contract: a draft version of the call-off order form. See section ‘Complete your call-off contract’ for more information on how to do this. 
Once you have prepared these documents, invite suppliers to bid. You can do this by sending them an email, or through your chosen sourcing tool. This can be the procurement tool used by your organisation, or CCS’s eSourcing tool. 
Once you have invited suppliers, you should make sure you allow time for them to respond to your further competition. Ten working days is generally considered to be the minimum timescale for a supplier to respond to an ITT. You should also indicate when and how they can ask for clarification questions. Remember that answers to these questions must be shared to all suppliers invited to tender. 
When using CCS agreements, you are not required to follow UK procurement policies regarding the publishing of contract opportunities. However, it is still good practice to do so. For more information on publication obligations depending on contract value, see the Public Contracts Regulations 2015 transparency requirements.
[bookmark: _147n2zr]Review proposals and evaluate suppliers
After the deadline for submissions has passed, you can begin to evaluate the supplier responses. To do this, you will have to score supplier responses against the assessment criteria you have defined and included on your ITT. 
CCS recommends that you use three people to evaluate the proposals. Make sure that you maintain a fully documented audit trail of the results and final award decision, which will be useful when providing feedback to the participating suppliers. 
Once you have selected your supplier, you need to communicate the outcome of your decision. See ‘Communicate outcomes’ for more information on how to do this.
[bookmark: _3o7alnk]6. Option B: Direct award 
Once you have engaged with suppliers, defined your requirements, and designed your evaluation approach you can use a direct award, see below more information on how to do this. 
[bookmark: _23ckvvd]Select your supplier 
To select your supplier, apply your direct award criteria to the supplier catalogues and pricing information. This will allow you to identify the supplier that provides the best value for money. You can 
Get approval  
Once you have decided which supplier you want to award the contract to, you should make sure you get approval to direct award in line with your organisation's governance process. 
​​To do this, we recommend that you prepare a short business case which outlines the reasons and justification for direct award. You should also ensure that your organisation understands the risk involved if you don’t give all suppliers on the agreement an opportunity to respond to your requirement. 
Once you have got approval to direct an award, you should share your requirements with the selected supplier. If they can meet the requirements, you are ready to award the contract and communicate your decision. 
[bookmark: _32hioqz]7. Communicate outcomes 
When you have decided which supplier you will award your contract to, you need to communicate your decision. 
[bookmark: _1hmsyys]Notify your suppliers 
If you have conducted a further competition you need to notify the successful supplier and all participating suppliers of your decision. These notifications should include constructive, written feedback to all participating suppliers and include a full breakdown of their scoring. 
You can allow a standstill period of 10 calendar days to give unsuccessful suppliers an opportunity to consider the feedback on their bid, request information, or call for a review of the award decision. This is mainly recommended for high value contracts. 
Once the standstill period has passed, you can begin your contract with the winning supplier. If you have used a direct award, you will only have to notify the awarded supplier. 
[bookmark: _2grqrue]8. Complete your call-off contract
When buying through CCS agreements, you have to put together and sign a contract with the supplier, this is called the ‘call-off contract’. CCS uses a specific contract structure called the Public Sector Contract. 
The call-off contract is a document that governs the purchase and delivery of the services. It is formed of the call-off order form (signed by both parties) plus any applicable schedules. See below instructions on how to put together and sign your contract.  
[bookmark: _vx1227]Put together and sign your contract
Follow the steps below to guide you through the process of putting together and signing your contract:
1. Download the call-off order form. This document is the basis of your contract. Note that this document changes from one agreement to another, so make sure you check you are using the correct one. 
2. Fill in the sections where input is required from the buyer. 
3. You should be aware that there are certain terms and conditions agreed on by CCS and the suppliers when the agreement was created. These are found in the core terms, and the framework schedules. These apply to every purchase made through the agreement and can only be changed through the introduction of ‘special terms’. See step 6 for information on doing this. 
4. As well as the core terms and framework schedules, there are other terms and conditions that might be relevant to your contract. These are the joint schedules and call-off schedules. Some of these schedules are mandatory and others are optional. Optional schedules will be highlighted in yellow and in square brackets on the call-off order form. You will have to delete those which you don’t want to include in your contract. 
5. Check whether you need to fill in any information on the schedules you have selected. This will be indicated in each of the schedules. 
6. When you have selected your schedules, you have to decide whether you want to add any ‘special terms’. These are terms and conditions you want to include but are not covered by available schedules. You can only do this if you choose to run a further competition. If you use direct award you have to accept all the given terms and conditions. 
7. Publish your draft contract together with your Invitation to Tender (ITT). 
[bookmark: _3fwokq0]Once you have chosen your supplier, you need to finish and sign the contract. Once you have made any changes, send the contract to your supplier. Your supplier should be the first to sign the contract. After this, you can sign the final contract. 
[bookmark: _41mghml]Publish your decision 
Once you have awarded and signed your contract you should follow transparency requirements. To do this, check the Public Contracts Regulations 2015 transparency requirements, and publish the award on Contracts Finder if required. According to these regulations, you are required to publish: 
· the full company name of the winning contractor
· the date on which the contract was entered into (award date)
· the total value of the contract in pounds sterling
· an indication of whether the contractor is an SME or a VCSE
If you had already published the opportunity on Contracts Finder, you should update it to include the award decision. For sub-central contracting authorities, information must be published on Contracts Finder within 90 calendar days after the contract award date. For Central Government authorities, within 30 calendar days. Please note that the contract award date is the date on which the contract is signed by the last contracting party. 
Note that you can also choose to group contract award notices on a quarterly basis. This means you can send a single notice containing documentation that sets out the volumes you have procured under each framework/ DPS. This notice should be sent to Contracts Finder within 30 days (after) the end of each quarter. 
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