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1. [bookmark: _30j0zll]Key information
	Category
	Description

	Agreement ID
	RM6308

	Agreement name
	Furniture & Associated Services 2

	Agreement duration
	3 years with the possibility of a 1 year extension

	Start date
	23 January 2024

	Go Live
	29 March 2024

	End date
	22 January 2027

	Maximum contract length
	There is no maximum contract length

	Lead times
	Six weeks for lots 1, 2 and 3 and eight weeks for lots 4 and 5 from order to delivery across agreement

	Scope of the agreement
	Through this framework, you can buy furniture (new and reused) as well as design support services and repair and renovation services

	Buying options
	Further competition or direct award

	Can be used by
	All public sector organisations, which includes the wider public sector, central government and third sector organisations including registered charities

	Award notice
	Notice reference: 2023/S 000-021829

	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 have been divided into 5 lots. See below for more information on each of these lots. 
	Lot
	Lot name
	Lot description

	1
	Office furniture (standard and corporate)
	Includes office furniture that meets the Government Hubs standards including office desks and workstations, office seating, office storage, general sundry items, conference room furniture, break out furniture

	2
	MOD office furniture
	Includes office desks and workstations, office seating, office storage, general sundry items, conference room furniture, break out furniture

	3
	Residential furniture
	Includes beds, bedroom furniture, living room furniture, dining room furniture, residential seating, additional sundry items

	4
	High density steel storage
	Includes steel storage solutions such as static and mobile storage and gondola library shelving

	5
	Sustainability (inc  Repair & renovation services)
	Includes repair / remanufacturing of existing furniture and provision of reused/sustainable furniture. This Lot also includes MOD repair and renovation services.


For the avoidance of doubt, while we have a dedicated MOD office furniture lot which will be set up on the organisation’s procurement portal, MOD customers are also able to make use of lot 1 office furniture (standard and corporate).
On lots 1, 2 and 3, the items that can be purchased are available as either core products or non-core products. Core products are those which are available in the supplier catalogues for which framework rates have been established and can be the basis of a direct award. Non-core products are those included as part of the supplier’s wide range of products and which you can access at a discounted price through a further competition. These discounts have been put forward by suppliers as part of the framework procurement.
Services provided will include but are not limited to: design and space planning, site survey, ergonomic workplace assessment, move management and re-configuration (as part of a furniture project or furniture term contract), sustainability and circular advice and guidance. 
There is an option for low-complexity/low volume furniture products to be purchased using the  CCS Tail Spend Solution (RM6202).
​ [bookmark: _2et92p0]Suppliers
There are 12 suppliers on this agreement, divided between the lots. 9 suppliers (75%) are Small and Medium-sized Enterprises (SMEs). You can find a list of these suppliers below, including their electronic catalogues. You can find further details of the suppliers under ‘Products and Suppliers’ on the CCS website.
	Supplier Name
	Lot/s
	Catalogue Link
	Access: Open / Password

	Banner
	Lot 1
	Banner Lot 1
	https://info.banneruk.com/ccs_rm6308

	Bates
	Lot 1
	Bates Lot 1
	

	
	Lot 2
	Bates Lot 2
	

	Cast
	Lot 3
	Cast Lot 3
	

	
	Lot 5
	No Catalogue

	Emergent Crown
	Lot 1
	Emergent Crown Lot 1 & 3
	https://www.emergent-crown.co.uk/RM6308

	Gresham
	Lot 1
	Gresham Lot 1
	

	Project FF&E
	Lot 2
	Project FF&E Lot 2 & 3
	https://www.project-furniture.co.uk/sectors/public-sector-and-commercial-framework

	
	Lot 5
	No Catalogue

	Rackline
	Lot 4
	Rackline Lot 4
	https://www.rackline.com/ccs/

	Senator
	Lot 1
	Senator Lot 1
	

	
	Lot 2
	Senator Lot 2
	

	
	Lot 5
	No Catalogue

	Showcase
	Lot 1
	Showcase Lot 1
	

	Southerns Broadstock
	Lot 1
	Southerns Broadstock Lot 1
	

	
	Lot 2
	Southerns Broadstock Lot 2
	

	
	Lot 5
	No Catalogue

	Wagstaff
	Lot 1
	Wagstaff Lot 1 2 & 3
	https://www.wagstaffgroup.co.uk/government/

	
	Lot 4
	No Catalogue

	
	Lot 5
	No Catalogue

	Whittan
	Lot 4
	No Catalogue



Note that suppliers have met a minimum set of criteria before being awarded a place on the agreement. This includes cyber essentials certification, employers liability insurance (£5 million), public and third party insurance (£10 million), professional indemnity insurance (£5 million) and product liability insurance (£5 million).
CCS actively monitors the provision of appropriate insurance and cyber essentials certification over the lifetime of the agreement.
​ [bookmark: _tyjcwt]Pricing and associated framework information
You can access pricing information by sending an email to info@crowncommercial.gov.uk. Quote RM6308 in the subject / title, and state which lots you want pricing for. The prices given do not include VAT. The prices for each good and service are the maximum price suppliers can ask for. These include all transportation costs and are priced as supply and delivery or as supply, delivery, and installation options. When reviewing pricing, please make sure you choose the correct price to reflect either supply and delivery or supply, delivery and installation (a dropdown can be found in the furniture variable costs tab)
Note that framework prices for core furniture items are fixed for the first year and can be updated annually, subject to the request of the suppliers.
You can also access discounted rates on non-core furniture items through the agreement. All non-core items can be priced through further competition. If the lead time is reduced as part of a further competition, suppliers will not be tied to the framework maximum rates on core items.
The direct award process has been updated in RM6308, as this now includes other information that can be used. Buyers can request this by following the route detailed above. This is explained further in the buyer guide.
​ [bookmark: _3dy6vkm]How to buy  
This list shows a step-by-step process of how to buy from this agreement.
	Step
	Instruction
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	[bookmark: _1t3h5sf]Access agreement
Check your sourcing tool
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	[bookmark: _4d34og8]Engage with suppliers
Conduct pre-market engagement 
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	[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 
	

	[image: ]
	[bookmark: _3rdcrjn]Option A: Further competition
Creating the bid pack
Invite suppliers to bid 
Review proposals and evaluate suppliers 
	

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

	[image: ]
	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 process when buying common goods and services. Please check the spend controls guidance to check whether your procurement requires pre-approval. You should also ensure that you follow the guidelines provided in The Sourcing Playbook published by the Cabinet Office.
Your first step in accessing this framework is that you need to complete the Customer User Agreement and send it to info@crowncommercial.go.uk. Once this form has been processed, you will be sent a unique reference number that gives access to the framework. This reference number should be used on all communications between you, the supplier and CCS.
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: _1ksv4uv]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. 
[bookmark: _44sinio]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 Find a Tender Service (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. The level of market engagement will vary depending on the size of the requirement, for example if you are buying a relatively small basket of goods via a direct award, the level of engagement may be minimal.
​ [bookmark: _z337ya]Conduct your 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. Meet the Buyer events at the site or facility where the furniture will be used, are extremely valuable to help the suppliers better understand your needs.
CCS encourages all buyers to consider furniture purchases in the most sustainable and circular approach possible, in line with the Government Buying Standards for Furniture, and this can be assessed through conducting market engagement such as this, and inviting suppliers to review your current furniture assets and getting recommendations on assets that can be used for further lives.
See Annex 1 of this guidance document for further information on how to buy furniture more sustainably. Central Government Departments are also encouraged to engage with the Office for Government Property to consider surplus furniture available across the Government estate, also referenced on Annex 1.
​ [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. You need to be as specific as possible as this is what the supplier will price against, and what they can be held accountable for.
To help define your requirement with the help of expert input, the framework also allows buyers to access design support services from suppliers on a day rate which can be accessed via a direct award process.
Buyers of course still have the option to do this internally and conduct a market engagement process as mentioned above to help define requirements themselves before undertaking call off activity.
​ [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:
1. approach to delivery of the services/methodology, including the strategies, expertise, methods, materials, and procedures in the proposal
· technical merit, including the competence, skills, and experience of the management, professional, and technical personnel proposed for the project, and product aesthetic and functional characteristics.
· ways of working, including the proposed management systems and methods, project management tools, touchpoints, working with your other suppliers and subcontractors, etc. 
· social value (according to PPN 06/20 it should account for a minimum of 10% of award criteria in central government tenders)
To support the evaluation of product aesthetic and functional characteristics, we hold some example scoring templates to assist buyers. These are available on request.
​ [bookmark: _1ci93xb]Price criteria
To evaluate price you can consider:
1. Pricing in relation to the suppliers submitted item prices at framework for core products and services to ensure these are within these framework maximums.
· Or for non-core items, that the suppliers are pricing in line with the commitments made at framework level such as discounts.
​ [bookmark: _3whwml4]Weightings (Further Competition)
	Quality 
	0% - 90%  

	Social Value
	10% - 100%

	Price
	10% - 100%


​ [bookmark: _2bn6wsx]
​ [bookmark: _qsh70q]Weightings (direct award)
	Price
	0 - 100%

	Carbon Miles
	0 - 100%

	Fighting Climate Change
	0 - 100%

	Tackling Economic Inequality and Modern Slavery Risks
	0 - 100%

	Account Management
	0 - 100%

	Supply Chain Management  
	0 - 100%

	Sustainability, Repair and Renovation (Lot 5 only)
	0 - 100%


As part of an updated Direct Award process in RM6308, buyers can choose from additional criteria in their decision making when compared to the previous framework (which was price only). As shown above, as well as price and carbon miles (distance), buyers can take forward the supplier’s scores achieved during framework evaluation for consideration as part of a direct award. The award questions used include themes of fighting climate change, tackling economic inequality and modern slavery risks, account management, supply chain management and sustainability, repair and renovation. CCS hold these scores and these can be shared with buyers on request to support a direct award desk exercise. Further information on the direct award process can be found at sections 4 and 6 below, and also Framework Schedule 7 - Call-Off Award procedure.
To access information to support a direct award decision, please email info@crowncommercial.gov.uk with RM6308 in the subject / title.
​ [bookmark: _3as4poj]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.  Please also refer to Framework Schedule 7 - Call-Off Award Procedure.
​ [bookmark: _1pxezwc]When to run further competition 
Further competition is usually the best route to market for high value goods and services. It is a thorough, open, and fair method to find the best price for your requirements. Further competition is also required when procuring non-core items.  
​ [bookmark: _49x2ik5]When to use direct award 
Direct award is usually the best route to market for low value goods and services, or urgent requirements. Note there is no value cap on direct awards, however customers will need to consider their own departmental thresholds and approvals requirements.
On this framework, you can choose to direct award if:
1. you accept the maximum framework prices
· your requirement only includes the core products on supplier catalogues
· you do not need to amend the standard call-off terms to be acceptable
You are also not restricted to the core items
· if buying top up orders for continuity purposes
· the required non core item/s can only be provided by one supplier

You can make a direct award or conduct a further competition using the criteria defined in Framework Schedule 7 - Call-Off Award Procedure. Buyers are also permitted to consider which supplier meets the exact specification of the products you require such as aesthetic and functional characteristics, particularly in situations to ensure continuity.
Buyers can also access design support services or sustainability advice and guidance from suppliers on a day rate via a direct award. You should consider using at least one other evaluation criteria in addition to the day rate, to determine your chosen supplier.
Customers are reminded of the need to keep a record of their decision making process which shows how the relevant conditions were applied, making it clear that all capable suppliers were considered each time an award was made. Customers will be expected to disclose this documentation to the court in the event of a challenge. It is for each contracting authority to ensure they adhere to their own procurement / commercial governance.
Please note, CCS is unable to share framework tender documentation submitted by suppliers at framework stage.  Framework tender responses were submitted solely for the purpose of framework award and must not be used to determine an award under any call off procedure.
​ [bookmark: _2p2csry]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 or use a direct award. If you chose to conduct a further competition, see below more information on how to do this. 
​ [bookmark: _147n2zr]Shortlist suppliers
When running a further competition, you must invite all suppliers under the lot you have chosen to use.
​ [bookmark: _3o7alnk]Creating the bid pack 
Before you invite your suppliers to bid, prepare all the documents you need, including:
· Invitation to Tender (ITT) bid pack: a formal suite of procurement documents which invites suppliers to bid for the contract. This 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. 
The bid pack consists of the following:
1. Attachment 1 - About the Procurement
· Attachment 2 - How to Bid
· Attachment 3 - Statement of Requirements
· Attachment 4 - Pricing Schedule
· Attachment 5 - Terms and Conditions/Order Form
This provides all of the information for suppliers to bid and contains the order form which is the contractual document both parties sign when you are about to award a contract. Completing the documents involves amending and updating any of the yellow highlighted or square bracketed areas. Once completed, there should be no yellow highlight, guidance notes or square brackets. Buyers should also seek their own legal advice when they are completing these documents.
CCS has developed a template bid pack with templates for all the bid pack documents.
Please see Annex 2 for detailed guidance to help with developing the Bid Pack.
​ [bookmark: _23ckvvd]Invite suppliers to bid 
​ [bookmark: _ihv636]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. 4 weeks is generally considered to be the advisable timescale for a supplier to respond to an ITT. Ten working days would be the minimum. 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: _32hioqz]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: _1hmsyys]6. Option B: Direct award 
If you chose to use a direct award, see below more information on how to do this. 
​ [bookmark: _41mghml]Select your supplier 
To select your supplier you need to identify which lot you want to procure from, request the pricing matrix for that lot, and/or the supplier framework award question scores if you are considering additional criteria beyond price, by emailing info@crowncommercial.gov.uk, and access the suppliers’ catalogues for that lot. You can find supplier catalogues linked in the section ‘Agreement scope and suppliers’ of this Buyer Guide.
In addition to the direct award criteria under RM6308, there are factors that Buyers can consider as part of a direct award decision, such as;
1. Aesthetic and functional characteristics
· Lead times
· Capacity
· Continuity (if you have used a supplier previously and require additional products)
CCS recommends looking at a framework supplier’s catalogue to make a selection of the type of products you require. Then, you can compare the prices for these products across different suppliers using the pricing matrix,and apply any additional criteria as required. Select the supplier that offers the best solution for your requirements.
To support the evaluation of product aesthetic and functional characteristics, we hold some example scoring templates to assist buyers. These are available on request.
​ [bookmark: _2grqrue]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: _vx1227]7. Communicate outcomes 
When you have decided which supplier you will award your contract to, you need to communicate your decision. 
​ [bookmark: _3fwokq0]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. 
Although this is not mandatory, 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: _1v1yuxt]Notify CCS 
​ Once you have concluded the call off award you must complete part 2 of the CUA form and return this to CCS via info@crowncommercial.gov.uk
​ [bookmark: _4f1mdlm]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. This gives an overview of the PSC, however, Buyers should use the Terms and Schedules specific to RM6308 that the suppliers have signed up to. This is linked in the section below.
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: _2u6wntf]Put together and sign your contract
Follow the steps below to guide you through the process of putting together and signing your contract. You can find more information in ‘Annex 3: Public Sector Contract Guidance’.
1. Download the call-off order form (framework schedule 6). 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.
1. Fill in the sections where input is required from the buyer.
2. 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.
3. 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.
4. Check whether you need to fill in any information on the schedules you have selected. This will be indicated in each of the schedules.
5. 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.
6. Publish your draft contract together with your Invitation to Tender (ITT).
[bookmark: _19c6y18]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: _3tbugp1]Publish your decision 
If you have conducted a further competition, please inform CCS of the outcome of the procurement by completing page 2 of the CUA form and returning it to info@crowncommercial.gov.uk.
You should also 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. 
If a further competition is used, please inform CCS of the outcome of the
procurement by completing page 2 of the CUA form and returning to
info@crowncommercial.gov.uk.
​ [bookmark: _28h4qwu]Annex 1: Buying Furniture More Sustainably
​ CCS encourages all Buyers to consider furniture purchases in the most sustainable approach possible. A challenge is that many buyers do not know how to buy it in a way that minimises carbon emissions and costs. This is something that can be considered on all furniture projects across all of our framework Lots - however, with the new Sustainability Lot 5, we have a number of suppliers that specialise in Circular Economy furniture.
​ The ‘circular economy’ refers to an approach to production, supply and disposal that maximises the reuse and conservation of resources and energy - prioritising the diversion of products at the end of their original use away from waste streams and into new uses.
​ We recommend reviewing your existing furniture and future procurements, to ensure your assets can be used for further lives.
​ The following provides guidance on how to approach this.
​ Supplier engagement. Some buyers may not have the right level of understanding of what is possible regarding the remanufacture of furniture, and this can mean that tender documents can be vague and requirements ill-defined. This can require substantial scope revision post-appointment of supplier, which can increase the price. Supplier engagement ahead of decision-making enables buyers to learn what is possible and build it into their thinking.
​ You can engage with suppliers across all Lots, however you can only tender your requirements through your chosen Lot.
​ Through RM6308, buyers have the option to access design services and sustainability advice and guidance from suppliers who can define all the necessary requirements to inform a specification, should this be the preference.
​ Review of existing furniture. Suppliers may take different views of what can be remanufactured, so a high level review can be conducted by inviting all potential suppliers to review your existing furniture. Each supplier should carry out their own audit so they are responsible for any errors should this be taken forward.
​ Supplier proposal freedom. Suppliers should be able to propose the most sustainable/lowest cost furniture that they can, mixing the client’s existing furniture (remanufactured), externally sourced and remanufactured used furniture, furniture made from waste materials, and new furniture that can be remanufactured for multiple lives.
​ By empowering suppliers to suggest the design and the furniture suitable to meet the broad design requirements, rather than the ‘linear economy’ approach of specifying exact makes and models of furniture (some of which could be difficult to source for remanufacturing), buyers can maximise the future use potential of purchases.
​ For information, a list of current ‘Eco-labels’ used in industry and retail can be found at the here at the Ecolabel Index NGO website (Note: CCS is not responsible for the content of external websites)
​ Carbon budget. During the tendering process and throughout the design development and implementation a carbon budget could be maintained for the furniture. This enables decisions to be made informed by both cost as well as carbon emissions impacts. Advice on carbon budgeting and other carbon reduction planning can be found on the CCS website Carbon Net Zero and Sustainability pages.
​ Existing furniture assets on the Government Estate
​ The Office for Government Property hold a register of surplus items which can be reallocated to your site. Please contact nick.philpott@cabinetoffice.gov.uk to discuss this further. These items can be renovated by our Lot 5 suppliers.







​ [bookmark: _nmf14n]Annex 2: Bid Pack Guidance
​ [bookmark: _37m2jsg]Attachment 1 - About the Procurement
This document sets out the basic top level information about your procurement. It includes information such as contract length & extensions, timelines, information on the clarification question process and where/how suppliers submit their bid.
​ [bookmark: _1mrcu09]Attachment 2 - How to Bid
​ In this document you will find the placeholders for your evaluation criteria. It includes:
​ qualification questions: pass/fail compliance questions to allow bidders to progress onto the technical award questions. These ensure bidders have read and understood the requirements of the bid pack, that they will sign up to the terms and conditions and that they declare any conflicts of interest.
​ technical questions: Also known as the award questions, use this section to test how each bidder will meet the requirements of your statement of requirement or specification (as per section 3 above).
commercial (pricing): Buyers can use the CCS template or create their own pricing matrix and instructions for bidders to complete it. Any specific pricing instructions should be included in this document or as a separate attachment to give bidders full visibility of the requirement.
Attachment 2 also describes how you will evaluate and sum all of the scores together throughout to arrive at a final score for each bidder, and ultimately award your contract.
To support the evaluation of product aesthetic and functional characteristics, we have included some example templates at Annex 2 and 3 of this Buyer guidance document.
​ [bookmark: _46r0co2]Attachment 3 - Statement of Requirements
​ As defined in section 3, this is the document where you insert your required goods and services, detailing exactly what you would like to be delivered by the winning bidder. You can also include annexes at the end of the document, or as a separate attachment in your bid pack for any wider items you would like to be included i.e. an existing policy or procedure, site maps etc. If you add any additional elements to the bid pack, just update section 1.1 of Attachment 1 - About the Procurement.
​ [bookmark: _2lwamvv]Attachment 4 - Pricing Schedule
​ Buyers can use the CCS excel template or create their own pricing matrix and instructions for bidders to price your requirement. Any specific pricing instructions should be included in this document or as a separate attachment to give bidders full visibility of the requirement. A price matrix should be accompanied by pricing instructions which you can insert as an additional tab. If there are specific instructions on the pricing or what you would like to see, list them in this schedule or include as an additional one to ensure bidders have all the information they need to price accurately. Accompanying information can be included in section 7 of Attachment 2 - How to Bid.
​ If buyers are using the CCS template, please remember to remove or delete any sections that are not required, such as removing the price entry column for Supply and Delivery Only if you are asking the bidders to price for Supply, Delivery and Installation, and updating any associated evaluation cells/tabs.
​ [bookmark: _111kx3o]Attachment 5 - Terms and Conditions / Order Form
​ This document is called ‘Framework Schedule 6: order form template and call-off schedules v3.10’.
​ The order form is the main contract and is what both parties sign during contract award. It is a good starting point to work on your procurement as you can work through section by section, completing the accompanying documents. This document is also where you are able to insert any special clauses or schedules, but you should seek your own legal advice before doing so.
​ It should be obvious which sections you do not need to complete until the contract award stage i.e. supplier name.
​ When completing the Order Form, don’t forget to think about any of the items listed in the ‘Things to Consider’ section below (where applicable). You can also include items as special clauses or special schedules, or can even add it into your statement of requirement.
​ [bookmark: _3l18frh]Terms and Conditions (T&Cs)
​ Terms and conditions sit behind the contract and provide added layers of protection to Buyers when they enter into a contract with a Supplier. These are based on the Public Sector Contract (PSC) which is the default CCS terms and condition package and consists of a suite of Framework, Joint, and Call Off Schedules as well as a set of underpinning Core Terms. These schedules are built specifically to provide added protections for public sector Buyers.
​ You will find within the order form the complete list of these schedules. Any schedules highlighted in yellow are optional, meaning once you have read and understood them in conjunction with your own legal advice, it is your choice whether to include them or not. Any schedules not highlighted are mandatory and need to be included. The Core Terms is a set of underlying terms and conditions that bind together all of the schedules and should not be amended.
​ Annex 3 of this guidance document contains a list of schedules and describes whether they will require input from the Buyer. This varies depending on the schedule, with some not needing any changes at all, with others requiring more in depth work. This will all be dependent on your procurement.
​ It is vital that you read and understand every schedule you include, even if it does not require any amendments, to ensure it meets your requirements.
​ [bookmark: _206ipza]Things to Consider
​ Whether these items are placed in your Order Form, Statement of Requirement, individual Schedules or a combination of them, the below areas need to be considered as part of your procurement. Given the complexity of some of these items, they will need to be communicated to potential bidders at the tender stage so it’s best to start thinking about these areas as early as possible in the process:
​ Price changes - how and when it will be applied
​ Warranties, Performance Bonds or Guarantees required
​ KPIs / Service Levels
​ During the creation of your procurement, you should ensure you build in effective measures to help you manage the performance of your contract once awarded. Creating clear and robust KPIs at the tender stage can drastically reduce the resource needed to manage the contract and ensures you achieve a high quality service delivery. Remember to factor in the time and resources available for contract management when creating your procurement strategy.
​ [bookmark: _4k668n3]General Housekeeping
​ Make sure you update all of the headers, footers and title pages of the documents to match your procurement. Include your CUA reference, which is given when you first contacted CCS and will usually begin with ‘FURN-XXXXX’.
​ You are able to insert your own title page at the start of each document if you prefer, and can include items such as your own procurement reference and organisation logo.
​ Document names should remain consistent as they are referred to throughout the bid pack, so please ensure any references are updated if you change these.
​ [bookmark: _2zbgiuw]Annex 3: Public Sector Contract guidance
This annex includes a list of all joint schedules and call-off schedules. For each schedule, the table provides detail on the information it contains, whether it is optional or mandatory, and whether any changes should be made to the document before signing the contract.
CCS advises that the customer seek legal advice if unsure of what to include in the Call Off Contract documents.
​ [bookmark: _1egqt2p]Joint schedules
	Document title
	What is this document for
	When it is used
	Editing required

	Joint schedule 1 (Definitions)
	This schedule contains all of the shared legal definitions in the contract and explains what they mean and how to interpret the contract.
Remember that definitions unique to one schedule only will be defined within the schedule it appears. 
	Mandatory
	No

	Joint schedule 2 (Variation Form)
	This schedule is a template that is used to change the contract in accordance with clause 24 of the core terms. Any changes should be signed by both buyer and supplier before call-off
	Mandatory
	Yes

	Joint Schedule 3 (Insurance Requirements)
	The insurance a supplier needs in case it breaches a contract or is negligent. You should edit this schedule if you require supplier to present certifications above the ones mentioned on page 4
	Mandatory
	Yes, if changes are needed

	Joint Schedule 4 (Commercially Sensitive Information)
	This schedule should be completed at contract award, using information that the supplier has declared to be commercially sensitive within their bid or tender, that can’t be disclosed or reported to the public, subject to Clause 16.
	Mandatory
	Yes

	Joint Schedule 5 (Corporate Social Responsibility)
	Agreement that the supplier behaves as a good corporate citizen
	Mandatory
	No

	Joint Schedule 6 (Key Subcontractors)
	Restrictions on a supplier switching the subcontractors working on the contract
	Optional
	No

	Joint Schedule 7 (Financial Difficulties)
	What suppliers must do if they are in financial trouble
	Optional
	Yes, if changes are needed

	Joint Schedule 8 (Guarantee)
	The document is signed by a third party to provide additional assurance that the supplier will meet their obligations under the contract
	Optional
	Yes, if changes are needed

	Joint Schedule 9 (Minimum Standards of Reliability)
	Restriction on the buyer entering into call-off contracts if it does not meet the standards required in the FTS contract notice
	Optional
	No

	Joint Schedule 10 (Rectification Plan)
	The process to follow if a supplier defaults on a contract
	Mandatory
	No

	Joint Schedule 11 (Processing Data)
	Details about the data processing the supplier is allowed to do. This schedule is part of our work to address GDPR requirements
	Mandatory
	Yes

	Joint Schedule 12 (Supply Chain Visibility)
	Allows in scope organisations with procurements valued above £5 million per annum the means to include clauses that require suppliers to: a. advertise subcontract opportunities of £25k+ on Contracts Finder that arise after contract award; b. report on how much they spend on subcontracting; and, c. report on how much they spend directly with SME or VCSE organisations in the delivery of a contract.
	Optional
	No



​ [bookmark: _3ygebqi]Call-off schedules
	Document title
	What is this document for
	When it is used
	Editing required

	Call-Off Schedule 1 (Transparency Reports)
	This schedule describes the information about the contract that the buyer needs from the supplier, so that it can meet its public accountability and transparency requirements.
	Mandatory
	Yes

	Call-Off Schedule 2 (Staff Transfer)
	How CCS, the buyer or the supplier protect employees' rights when the organisation or service they work for transfers to a new employer
	Mandatory
	Yes

	Call-Off Schedule 3 (Continuous Improvement)
	The requirement that the supplier always improves how it delivers the call-off contract.
	Mandatory
	Yes

	Call-Off Schedule 4 (Call-Off Tender)
	How the supplier proposes to meet the requirements of a call-off contract. You should include this schedule if after further competition you need to capture extra requirements or specific methods of delivery
	Optional
	Yes

	Call-Off Schedule 5 (Pricing Details)
	Placeholder for pricing information additional to that contained in the order form. You should include this schedule if you need to capture pricing details after a further competition.
	Optional
	Yes

	Call-Off Schedule 7 (Key Supplier Staff)
	Restrictions on a supplier changing staff that are crucial to deliver the contract. You should include this schedule if you believe the services can only be delivered in full with named staff
	Optional
	Yes

	Call-Off Schedule 8 (Business Continuity and Disaster Recovery)
	This schedule explains what the supplier must do to make sure the contract can still be delivered even if there’s an unexpected event. You should include this schedule if the contract will be critical for the buyer's organisation, and it would be difficult to replace the supplier if things go wrong
	Optional
	No

	Call-Off Schedule 9 (Security)
	This schedule explains what the supplier must do to ensure that buyer data and deliverables are kept secure. You should include this schedule if the supplier will handle any personal information, such as home addresses, bank details, etc., or provide ICT systems or services that will store or process ‘Official’ data
	Optional
	Yes

	Call-Off Schedule 11 (Installation Works)
	This schedule is designed to provide additional provisions necessary to facilitate the provision of deliverables requiring installation by the supplier, including an acceptance process.
	Optional
	No

	Call-Off Schedule 12 (Clustering)
	This schedule enables multiple buyers to join to procure deliverables more efficiently.
	Optional
	Yes

	Call-Off Schedule 13 (Implementation Plan and Testing)
	This schedule contains the agreed plan for when the deliverables will be delivered and tested to ensure they meet the requirements. You should include this schedule if you need to monitor implementation progress, or define a testing process
	Optional
	Yes

	Call-Off Schedule 14 (Service Levels)
	The standards of service required by the buyer and what happens when these are not met. You should use this schedule if you are likely to manage using service levels/credits and or performance monitoring provisions
	Optional
	Yes

	Call-Off Schedule 15 (Call-Off Contract Management)
	This schedule describes how the supplier and the buyer will work together on the call-off contract
	Optional
	Yes

	Call-Off Schedule 16 (Benchmarking)
	This schedule is used when buyers want to benchmark and compare the value of the supplier against other providers in the market. This is one of the schedules where the buyer may give CCS the right to enforce the buyer's rights
	Optional
	No

	Call-Off Schedule 17 (MOD Terms)
	This schedule contains additional terms required by MOD buyers, DEFCONS and DEFORMS
	Optional
	Yes

	Call-Off Schedule 18 (Background Checks)
	This schedule is used when supplier staff must be vetted before working on a contract
	Optional
	Yes

	Call-Off Schedule 19 (Scottish Law)
	This schedule switches the interpretation of the contract from the laws of England and Wales to Scottish law
	Optional
	Yes

	Call-Off Schedule 20 (Call-Off Specification)
	This schedule provides further details about what has been ordered under a call-off contract. Used by Buyers to provide further details that cannot be simply held in the call-off order form.
	Optional
	Yes

	Call-Off Schedule 21
(Northern Ireland Law)
	This schedule switches the interpretation of the contract from the laws of England and Wales to Northern Ireland Law
	Optional
	No

	Call-Off Schedule 22 (Lease Terms)
	This schedule is for buyers who want to lease equipment via our agreements.
	Optional
	Yes

	Call-Off Schedule 23 (HMRC Terms)
	This schedule is for HMRC buyers and covers common requirements.
	Optional
	Yes

	Call-Off Schedule 24 (Corporate Resolution Planning)
	Buyers must review the Sourcing Playbook and its related guidance to
understand whether they might need to include provisions relating to Corporate
Resolution Planning (CRP) for their call-off contract. These provisions have
been housed within a standalone schedule to mirror the approach taken in the Mid-Tier and make it easier for Buyers to add or remove as needed.
	Optional
	Yes, if changes are needed
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