[bookmark: _GoBack]FRAMEWORK AGREEMENT SCHEDULE 2:  GOODS AND SERVICES AND KEY
PERFORMANCE INDICATORS    PART A:  GOODS AND SERVICES
Managed print AND DIGITAL SOLUTIONS
LOT 1 – FULLY MANAGED END TO END PRINT AND DIGITAL SOLUTIONS
lOT 2 – TAILORED MANAGED PRINT SOLUTIONS

1 INTRODUCTION
1.1 Crown Commercial Service (CCS) (the “Authority”) is seeking to establish a Framework Agreement for the provision of Managed Print and Digital Solutions for all UK Central Government (CG) Departments and their Arm’s length Authorities and Agencies, Non-Ministerial Departments and Executive Agencies; and the Wider Public Sector (“Contracting Authorities”). 

1.2 The Official Journal of the European Union (OJEU) Notice provides details of those organisations that can access this Managed Print and Digital Solutions Framework Agreement in Section VI.3.

1.3 The Authority will manage the Framework Agreement and Contracting Authorities shall manage Call Off Contracts.

1.4 The duration of the RM3785 Framework Agreement shall be for an initial period of two (2) years; with an option to extend for one (1) year following the expiry of the initial period, and a further option to extend for one (1) year.  A maximum total Framework Agreement duration of four (4) years. 

1.5 The Supplier shall fully provide all the requirements for the lot(s) they bid for; in accordance with this Framework Agreement, Attachment 4a: Specification (Framework Agreement Schedule 2).

1.6 The Authority shall manage this Framework Agreement centrally and Contracting Authorities shall manage the individual Call Off Contracts.

1.7 The Authority published a Prior Information Notice (PIN) 2016/S 025-040335 on 05.02.2016 in the Official Journal of the European Union (OJEU).

1.8 This procurement has been advertised by publishing a Contract Notice in the OJEU under the open procedure in accordance with the Public Contracts Regulations 2015 (the “Regulations”).

1.9 It is intended that this Framework Agreement shall be viewed as the CG default position for sourcing Managed Print and Digital Solutions, and forms part of the Government’s agenda on the transition of departmental spend on common Goods and Services.

1.10 Details of Contracting Authorities who may wish to source their Managed Print and Digital Solutions requirement using this Framework Agreement, and the potential dates when they expect to establish their Call Off Contracts can be found in Annex A: Transition List and Annex B: Current Public Sector Print Customers.



2 [bookmark: _Toc297554774][bookmark: _Toc296415793]SCOPE OF THE REQUIREMENT
2.1 All Goods and Services under the lot structure of this Framework Agreement are reflective of the requirements relating to the two lots. In utilising a two-lot approach, Contracting Authorities requirements shall be relevant to the broad heading of the lot description as outlined within the OJEU Contract Notice.

2.2 The Supplier shall continuously and proactively propose to the Authority options for consideration of alternative solutions, which seek to provide sustainable savings from alternative solutions or sources of supply, whilst maintaining the required quality standards, at the same or lower cost. Where there are alternatives available the Supplier shall highlight these options clearly to the Authority, including cost and efficiency benefits, which will be attracted by utilising a proposed solution, so that a full options appraisal can be considered.

2.3 Lot 1 - Fully Managed End to End Print and Digital Solutions

2.3.1 The Supplier shall provide a service, which will fully deliver all elements of the Contracting Authority’s Print and Digital Solutions and associated requirements.  

2.3.2 The Supplier shall provide a full range of Print and Digital Solutions and associated services, as defined in: paragraph 3 (Mandatory Requirements – All Lots); paragraph 4 (Mandatory Print Service Requirements – All Lots); and, paragraph 5 (Lot 1 - Fully Managed End to End Print and Digital Solutions – Mandatory for Lot 1). Associated services such as storage, fulfilment and distribution, postage, scanning and stock management may only be provided alongside a request for a core print requirement, and not as standalone services. This lot does not include multi-functional devices.

2.3.3 The Supplier shall transition existing CG Contracting Authority’s end-to-end contractual arrangements for a fully managed service. Annex A: Transition List is provided to enable the Supplier to understand the scope and breadth of scalability required for this requirement. It sets out the number of potential Contracting Authorities and the associated historical value GBP£ for the period 2015/16, who may wish to transition from the current PVP Contract to Lot 1 of this new Framework Agreement.  Paragraph 5.1.5 (LOT 1: TRANSITION) of this document, outlines further mandatory details for the Supplier with regards to transition.

2.3.4 Contracting Authorities will access Lot 1 through direct award.
	
2.4 Lot 2  - Tailored Managed Print Solutions

2.4.1 The Supplier shall provide a full range of Tailored Managed Print Solutions, as either a Fully Managed End to End Print and Digital Solution or as discrete elements, as defined by the Contracting Authority at Call Off Contract stage.

2.4.2 The Supplier shall provide a solution which fully delivers the Contacting Authority’s requirements and which may contain any number of the discrete service elements available within paragraph 3 (Mandatory Requirements – All Lots), paragraph 4 (Mandatory Print Service Requirements – All Lots) and paragraph 6 (Lot 2 - Tailored Managed Print Solutions – Mandatory For Lot 2).  

2.4.3 The Supplier shall provide a full range of Print and Digital Solutions and associated services such as storage, fulfilment and distribution, postage, scanning and stock management, as defined in paragraph 3 (Mandatory Requirements – All Lots), paragraph 4 (Mandatory Print Service Requirements – All Lots) and paragraph 6 (Lot 2 - Tailored Managed Print Solutions – Mandatory For Lot 2). Associated services are only available as part of a core print requirement and not as standalone services.  This Lot 2 does not include multi-functional devices.

2.4.4 A broad range of Contracting Authorities who have a wide and varied range of requirements, volumes and print knowledge will access Lot 2. Their requirements will be further competed at Call Off Contract stage with suppliers who are successful on the Framework, and this may include an e-Auction. For further information please refer to Attachment 4: Framework Agreement Terms and Conditions, Schedule 6 (Award Criteria). 

2.4.5 Annex A: Transition List and Annex B:  Current Public Sector Print Customers list provides details of the scale of the public sector print requirements.




3 Mandatory Requirments – all lots
This paragraph 3 provides details of the Mandatory Requirements that Suppliers shall fulfil in their entirety, in order to fully meet the requirements of this Framework Agreement, Attachment 4a: Specification (Framework Agreement Schedule 2). 

3.1 QUALITY ASSURANCE

3.1.1 This section describes the assurance management systems the Supplier shall have in place throughout the duration of the Framework Agreement, and the term of any Contracting Authority’s Call Off Contract.  Please also refer to Attachment 4:  Framework Agreement Terms and Conditions, clause 13 (Standards). 

3.1.2 The Supplier shall comply with the relevant standards or the successors of these standards, for the scope of the Services offered, throughout the duration of this Framework Agreement and any Contracting Authorities Call Off Contract including, but not limited to, the following: 

(a) Service Management Standards:
(i) A Quality Management System supported by the International Organisation for Standardisation ISO 9001 Quality Management System, or the current European Foundation for Quality Management (EFQM) Excellence Model criteria or equivalent. BS EN ISO 9001 “Quality Management System” standard or equivalent;

(ii) BS25999-1: 2006 Code of Practice for 

(iii) Business Continuity Management and, ISO/IEC 27031:2011, ISO 22301 and ISO/IEC 24762:2008 in the provision ITSC/DR plans or equivalent.

(b) Environmental Standards:

(i) An Environmental Management System supported by the International Organisation for Standardisation ISO 14001 Environmental Management System or equivalent. BS EN ISO 14001 Environmental Management System standard or equivalent.

(c) Cyber Standards – see paragraph 3.12 (Data Security) below

(d) Occupational Health and Safety Management System Standards:

(i) OHSAS 18001 Occupational Health and Safety Management System or equivalent.

(e) A UKAS certified Information Security Management System supported by the International Organisation for Standardisation ISO 27001 Security Management standard, or equivalent. ISO 27001 Information Security Management standard or equivalent.


3.2 MINIMUM QUALITY STANDARDS

3.2.1 The Supplier shall ensure that all Goods and Services provided under this Managed Print and Digital Solutions Framework Agreement, as a minimum, comply with the relevant standards set out in this Section 3.2 (Minimum Quality Standards) as follows:

3.2.2 All Goods and Services supplied shall be fit for purpose and of a quality acceptable to the Authority and the Contracting Authorities. If at any time during the agreement the quality of supply for any products or services are found not to be to the appropriate standard, the Supplier shall provide a substitute item or service acceptable to the Contracting Authority at no additional cost.

3.2.3 Any Minimum Standard Requirements unless otherwise stated by Contracting Authorities shall include (but not be limited to):

3.2.3.1 The supplier shall ensure Paper and envelope products supplied under this Framework Agreement shall meet the mandatory minimum standards set out in the Government Buying Standards in the following link:

www.gov.uk/government/publications/sustainable-procurement-the-gbs-for-paper-and-paper-products

3.2.3.2 The Supplier shall ensure paper and all paper products must comply with https://www.gov.uk/guidance/timber-procurement-policy-tpp-prove-legality-and-sustainablity where appropriate. 

3.2.3.3 The Supplier shall ensure any virgin pulp used in manufacture comes from sustainably managed woodlands and that both the virgin pulp and the recycling process is chlorine free

3.2.3.4 The Supplier shall ensure All Inks used in printing shall be free from volatile organic compounds (VOCs) and toxic materials where available;

3.2.3.5 The Supplier shall ensure all timber and wood-derived Goods for supply or use under this Framework Agreement shall comply with the UK government Timber Procurement Policy (TPP) which requires only timber and wood-derived products originating from an independently verifiable legal and sustainable source are to be provided in association with this opportunity and appropriate documentation shall be required to prove it via the standards set out in the following link; and any successor standards which may supersede TPP during the life time of this Framework Agreement and Call Off Contracts.

https://www.gov.uk/guidance/timber-procurement-policy-tpp-prove-legality-and-sustainablity

3.2.3.6 The Supplier shall ensure that the packaging and disposal of packaging of all products supplied under this Framework Agreement is in accordance with the latest Government packaging standards which can be found at the following link:

https://www.gov.uk/government/publications/packaging-essential-requirements-regulations-guidance-notes

3.2.3.7 The Supplier shall minimise the amount of packaging required for safe delivery of the goods and also prove how they are doing this by stating upon request what each piece of packaging is needed for and whether it comes from recycled / sustainable sources. 

3.2.3.8 Energy Efficiency Directive - Article 6 – Where Suppliers are procuring energy using products covered by Article 6 of the Energy Efficiency Directive (2012/27/EU) (EED) to deliver a contract (either wholly or partially) products must be the most energy efficient as set out in part Annex D of the EDD:

https://ec.europa.eu/energy/en/topics/energy-efficiency/energy-efficiency-directive

3.3 SUSTAINABILITY

3.3.1 The UK Government is committed to environmental improvement through integrating environmental protection and sustainable development into its decision making processes, in respect of both the execution of its core functions and responsibilities and the management of day-to-day operations.

3.3.2 The Authority requires the Supplier to consider the relevance of sustainability at all stages of the lifecycle in the provision of the Goods and Services provided under this framework. This shall include not only the consideration of commercial needs and minimisation of negative impacts but also the maximisation of positive impacts on society and the environment. The Supplier shall seek to mitigate the sustainability impacts in all lifecycle stages, such as the reduction of waste (paper and equipment), including print on demand and digital by default.  

3.3.3 The Supplier shall work with the Authority and Contracting Authorities to identify opportunities to introduce innovation, reduce cost and waste and ensure sustainable development is at the heart of their operations. This shall include, but is not limited to, product rationalisation and standardisation; leverage opportunities within the Supplier’s supply chain and reviewing order placement methods, frequency and quantity. The Supplier shall work with the Authority during the framework period in meeting this strategy.

3.3.4 The Supplier shall provide information on new or improved environmentally preferable products when they become commercially available and promote their use under the Framework Agreement. 

3.4 ETHICAL SOURCING

3.4.1 The Supplier shall ensure that, where the manufacture or supply of the Goods is from outside of the United Kingdom (UK), the product suppliers operations shall be carried out in accordance with the health and safety legislation/regulations in that country.

3.4.2 Suppliers shall ensure that where they manufacture or supply Goods and Services, within the UK, or used in the UK that the product suppliers operations shall be carried out in a way that complies in accordance with the health and safety legislation regulations of the UK, and the minimum ethical sourcing standards, in order to support CG’s adoption and ratification of the International Labour Organisation (ILO) “Declaration on Fundamental Principles and Rights at Work” and its eight “Key Conventions”. The numbered conventions and their aims are:

 (i) Freedom of Association and Collective Bargaining (C87, C98)
(ii) Equal Remuneration and Discrimination (C100, C111)
(iii) Forced Labour (C29, C105)
(iv) Child Labour (C182, C138)

3.4.3 The Authority reserves the right to request any information from the Supplier relating to ethical sourcing as it may require, to satisfy itself that it has a transparent view of the whole supply chain and full assurance within this area at any time throughout the duration of the Framework Agreement, and the term of any Contracting Authority’s Call Off Contract.  

3.5 HEALTH AND SAFETY

3.5.1 The Supplier shall meet all of the relevant health and safety legislation in discharging their duties under this Managed Print and Digital Solutions Framework Agreement including, but not limited to, size of parcels, making deliveries, keeping records, controlling hazardous substances, conducting risk assessments, checking procedures and test certificates.

3.5.2 The Supplier shall conduct suitable and timely health and safety training programmes for all of the staff concerned with the Authority and Contracting Authority’s requirements.

3.6 ACCOUNT MANAGEMENT

3.6.1 The Supplier shall provide the Authority with a named account manager, and their contact details by email, within five (5) working days of signing the Framework Agreement. The nominated account manager shall have a minimum of two years relevant industry experience.

3.6.2 The Supplier account manager shall work closely with Contracting Authorities to implement their respective Call Off Contracts.  Details of Contracting Authority’s historical spend are detailed in Annex A: Transition List, Annex B: Current Public Sector Print Customers, and Annex C: Command and House Papers Service Requirements, which provides details about this requirement.

3.6.3 The Supplier shall acknowledge all correspondence within two (2) Working Days Monday to Friday, excluding public holidays.

3.6.4 The Supplier shall provide a deputy account manager to cover periods of unavailability and absence.

3.6.5 The account manager shall deliver and communicate transparency of pricing and savings, and shall provide the Authority, as a minimum, with the following:
(i) A written recommendations report every quarter, outlining how Contracting Authorities may purchase more effectively and make incremental savings; further details of specific requirements will be outlined to the Supplier(s) post award.
(ii) An agreed summarised Continuous Improvement Plan, to be submitted three (3) months after the Framework Commencement Date, and to be reviewed quarterly with a mutually suitable communication mode which provides all parties with progress on actions throughout the duration of the Framework Agreement, and the term of any Contracting Authority’s Call Off Contract.  
(iii) The Supplier shall update the entire Continuous Improvement Plan annually throughout the duration of the Framework Agreement, and the term of any Contracting Authority’s Call Off Contract, in line with Attachment 4: Framework Agreement Terms and Conditions, clause 15 (Continuous Improvement).  Further details of requirements will be outlined to the Supplier(s) post award.

3.6.6 The account manager shall attend supplier review meetings with the Authority, in accordance with the requirements of Attachment 4: Framework Agreement Terms and Conditions, Schedule 8 (Framework Management).  The frequency of these meetings shall be agreed with the Authority.

3.6.7 The Contracting Authority account manager shall hold operational service review meetings with the Contracting Authorities as detailed by the Contracting Authority at Call Off Contract stage.

3.6.8 Where service or performance by the Supplier falls below the required level the account manager shall ensure appropriate extra resources are committed promptly, at no extra cost to any Contracting Authority.

3.6.9 The Suppliers shall support Contracting Authorities with their existing strategies and develop new strategies for Contracting Authorities to enable standardisation, rationalisation and aggregation of print requirements to drive cost reductions (or savings) and deliver process efficiencies.

3.6.10 The Supplier shall provide support to Contracting Authorities as defined at Call Off Contract stage, which may include, but are not limited to:
 
(i) Current Contracting Authority buying behaviours and how they may be improved;
(ii) Development of a holistic print strategy;
(iii) Value engineering advice to drive cost savings;
(iv) Problem identification and resolution within the scope of the Goods and Services;
(v) Alternative service delivery options (for example, digital rather than print); and
(vi) Advice on quality issues.

3.7 IMPLEMENTATION OF CONTRACTING AUTHORITIES CALL OFF CONTRACT

This section describes the implementation requirements that the Supplier shall fulfil as part of the delivery of the Goods and Services.

3.7.1 The Supplier shall appoint an Implementation Team with a named Implementation Manager, with a minimum of two years’ experience, in a relevant Print Management environment. Resources must be maintained during the transition period regardless of your other commitments. The Supplier shall provide details of the named Implementation Manager(s) to the Contracting Authorities within 5 working days of the Framework Commencement Date. 

3.7.2 The Supplier shall work co-operatively with the Contracting Authority to ensure a systematic, planned and robust transition. 

3.7.3 The Supplier shall ensure that adequate and appropriate resources are available at all times to ensure that service levels for Contracting Authorities are not compromised during periods of peak demand.

3.7.4 The Supplier shall note that all web-based solutions are subject to Contracting Authorities’ restrictions. The Supplier shall liaise with Contracting Authorities to determine network boundaries, governed by individual departmental security guidance. For example, the Ministry of Defence (MoD) requires a service provision to comply with JSP 604, which encourages early engagement with the Network Technical Authority. The Supplier shall ensure that the proposed solution complies with all requirements specified by Contracting Authorities.

3.7.5 The Supplier shall ensure that web-based solutions are capable of working on Contracting Authorities systems utilising a minimalist approach to the use of interactive technologies.

3.7.6 During implementation the Supplier shall provide unlimited, but as necessary, training to the Contracting Authorities on the use of the ordering system, including, but not limited to, one-to-one training sessions and videos appropriate to the Contracting Authority’s location free of charge.

3.8    ORDERING 

3.8.1   The Supplier shall have the ability to process orders from Contracting Authorities by the following means from 08:00 until 17:30 Monday to Friday, throughout the year, excluding UK public holidays, together with a facility for the Contracting Authorities to submit queries outside these hours and at weekends by email or via a web-based data system. 

3.8.2    For the provision of Command and House Papers, it may be necessary to provide these services outside normal Working Hours, which may be at the Contracting Authority’s discretion.  The Supplier shall include the provision of working 24 hours a day, seven days a week as detailed in Annex C: Command and House Papers Service Requirements:

(i) Online / web-based (Orders raised by Contracting Authorities using the online ordering system shall have the capability to support a punch-out system and provide a “purchase to pay” functionality. Suppliers shall note that, where required, the online ordering system shall be capable of being integrated with the Contracting Authority’s procurement and financial systems for example Oracle, SAP. Details of these systems shall be ascertained with respective Contracting Authorities within the Call Off Contract established under this Framework Agreement.); 
(ii) Email; and
(iii) Telephone (All calls shall be charged at no more than a standard call rate (no premium rate telephone numbers). Standard rate in the UK means calls to Local and National numbers beginning 01, 02 and 03. Excluded numbers include non-geographic numbers (e.g. 0871) and Premium Rate services.).

3.8.3 The Authority requires the Supplier to provide order acknowledgement to the Contracting Authority in all instances and also when the Contracting Authority subsequently cancels an Order.

3.8.4    The Supplier shall provide a single point of contact to handle all enquiries made by Contracting Authorities, as defined in their Call Off Contract.

3.8.5   The Supplier shall adapt processes when necessary to meet the individual needs of Contracting Authority’s employees who are disabled or have medical conditions, which could be classed as a disability under the Equality Act 2010.  These must comply with the Contracting Authorities’ accessibility standards.

3.8.6   The Supplier shall ensure that all Supplier Personnel appointed to provide support have the relevant skills in customer relations, and have received training to address the requirements of Contracting Authority staff with specific needs.

3.8.7   The Supplier shall provide online operating guidance to the Authority and Contracting Authorities, as well as a generic frequently asked questions/information page to support the completion of Contracting Authority’s Orders. This information shall be available at the Framework Commencement Date.

3. ONLINE/ WEB BASED CATALOGUE

3.9.1   The Supplier shall produce catalogues for individual Contracting Authorities, outlining key products as identified in the Contracting Authorities’ Call Off Contract.    

3.9.2 The online catalogue shall include, but not be limited to, the following functionality:

(i) The online catalogue shall have the ability to be modified to meet the specific Information Technology (IT) requirements of individual Contracting Authorities. Details shall be defined within a Contracting Authority’s Call Off Contract, established under this Framework Agreement;
(ii) The online catalogue shall be provided through a user friendly and intuitive system, which is easy to navigate from initial login to final completion of order;
(iii) The Contracting Authorities shall be able to create an unlimited number of online accounts with individual password protected log-in details;
(iv) The Supplier shall provide, on request from Contracting Authorities, a new password for the named account. The new password shall be sent to the nominated email address within a twenty four (24) hour duration (assuming a standard working week pattern) from the initial request; and
(v) The Supplier’s online product catalogue system shall be suitable for uploading into Contracting Authority’s eProcurement systems. Details shall be defined within the Call Off Contract, established under this Framework Agreement.

3.9.3    As a minimum, the online catalogue will include: 

(i) A photographic image, which is a true representation of the product;
(ii) A description of the product, including size and dimension;
(iii) The name of the manufacturer of the product;
(iv) The product code reference;
(v) The denomination of pack size and quantity of the product; and
(vi) The price £GBP of the individual product based on the denomination of quantity excluding VAT.

3.9.4  The Supplier shall carry out any modifications or changes to the Contracting Authority’s online catalogues with minimum disruption and shall be completed out of normal office working hours.  Timing of any such changes shall be agreed in advance with the respective Contracting Authorities.

3.9.5   The Supplier shall not disclose any products/services or materials, which have been created specifically for purposes of this Framework Agreement, without the explicit written permission of the Authority.

3.10   DELIVERY
 
3.10.1 The Supplier shall provide a full UK national delivery service, including Northern Ireland, Scotland and Wales (including Scilly Isles and Scottish Highlands and Islands).

3.10.2 When required by a Contracting Authority, the Supplier shall be required to provide an overseas delivery service from the UK.  Requirements for overseas delivery will be set out in the Contracting Authority’s Call-Off Agreement. The Supplier shall be able to work with the Authority to ensure that these items are sourced from the most efficient route and this could include, where available, other UK CG contracts and Contracting Authority contracts.  It is anticipated that overseas delivery will be minimal and delivery for overseas requirements shall be at cost only.

3.10.3 Contracting Authorities who access the Managed Print and Digital Solutions Framework Agreement may have access to their own separate courier and/or postal contract that delivers to premises within their organisation. Contracting Authorities may opt to use this means of delivery. The Authority envisages that use of this facility would greatly reduce the environmental impact of additional delivery vehicles calling to its premises. The Authority therefore seeks a co-operative approach by the Supplier in considering opportunities for Contracting Authorities to utilise this option for delivery of Orders.

3.10.4 The Supplier shall make deliveries to a Contracting Authority’s site(s) between the hours of 08:00 to 17:00 Monday to Friday throughout the year (excluding UK Public Holidays).  Deliveries will not normally be accepted on Saturdays, Sundays or UK Public Holidays unless previous notification is given and approved by the Contracting Authority.

3.10.5 All deliveries must be in sound condition, securely packaged and distinctly marked with the Supplier’s identification and the full address of the recipient of the Order. Suppliers may be required to make deliveries on tail lift vehicles.

3.10.6 For all Orders, the Supplier shall obtain a signature at the point of delivery from an authorised member of the Contracting Authority’s staff to acknowledge the number of parcels received. Any special requirements relating to acceptance of a delivery of an Order will be advised by the Contracting Authority.

3.10.7 The Supplier shall be aware that Contracting Authority’s delivery points may differ in size and accessibility and that delivery will have to accommodate the individual delivery point’s handling requirements. Any special requirements relating to delivery will be advised by the Contracting Authority.

3.10.8 The Supplier shall provide, and remove, all pallets, containers and cages as required.

3.10.9 Delivery of products may be required to point of use, within the agreed delivery lead times.  Details of these requirements will be set out in the Contracting Authority’s Call Off Contract.
 
3.11   RETURNS

3.11.1 If the Supplier fails to supply the correctly ordered Goods, or the quantity required, the Supplier is required to deliver to the Contracting Authority the correct Goods within a timescale agreed by the Contracting Authority.

3.11.2 The Supplier should note that the Contracting Authority might have no facility to return Goods. If a Supplier incorrectly fulfils an Authority’s Order by sending faulty, non-conforming, incorrect or the wrong quantity of Goods, then the Contracting Authority shall not be required to pay for those Goods. The Contracting Authority will advise the Supplier of any incorrect Goods within an agreed timescale and, if they wish to retrieve such Goods, the Supplier shall do so at their own expense and at a time suitable to the Contracting Authority.


3.12    COMPLAINTS HANDLING

3.12.1 The Supplier shall have a robust and auditable complaints procedure for logging, tracking, investigating, managing, escalating and resolving complaints initiated by the Contracting Authorities and their users as detailed within Attachment 4: Framework Agreement Terms and Conditions, clause 47 (Complaints Handling).

3.12.2 The complaints procedure shall comply with the following:

(i) All Complaints shall be logged and acknowledged within twenty-four (24) hours of receipt (assuming a standard working week pattern);
(ii) All complaints shall be resolved within ten (10) working days of the original complaint being made, unless otherwise agreed with the Contracting Authority;
(iii) The Supplier shall replace any returned or faulty Goods with items of the same price and quality within ten (10) working days from the date the complaint is made; and
(iv) All complaints shall be recorded, together with the actions and timescales taken to resolve the complaint.

3.12.3 The Supplier shall analyse and identify any pattern of complaints and bring these to the attention of the Authority during supplier review meetings as detailed within Attachment 4: Framework Agreement Terms and Conditions, Schedule 8 (Framework Management).

3.12.4 The Supplier shall have in place an escalation route for any complaints that have not been resolved within the specified timescales as detailed in Attachment 4: Framework Agreement Terms and Conditions, clause 47 (Complaints Handling).

3.12.5 The Supplier shall ensure that Supplier Personnel have the appropriate skills in all Supplier systems to deliver to the required standard. 

3.12.6 Where more than one substantiated complaint is made against any individual Supplier Personnel, within any month, the Supplier shall investigate and take appropriate action to mitigate future reoccurrence. The Supplier shall include details of the complaint and action taken in the monthly performance monitoring reports as detailed in the Call Off Contracts with the Contracting Authorities.


3.13 DATA SECURITY

3.13.1 This paragraph describes the mandatory security requirements that the Supplier shall fulfil in its entirety as part of the delivery of this Framework Agreement. Please refer to Attachment 4: Framework Agreement Terms and Conditions, clause 27.5 (Protection of Personal Data). 

3.13.2 The data security classification shall be OFFICIAL TIER. The Government Security Classifications 2014 may be accessed here:

https://www.gov.uk/government/publications/government-security-classifications

3.13.3 The Supplier and their Key Sub-Contractors, shall show that they are compliant with ISO 27001 with respect to all of the services they shall offer Contracting Authorities.  

3.13.4 The Supplier shall have their own security operating procedures that shall be made available to Contracting Authorities to provide assurance of data security.

3.13.5 The Supplier shall ensure that Contracting Authority’s information and data (electronic and physical) shall be collected, held and maintained in a secure and confidential manner and in accordance with the Terms of the Framework Agreement and any Call Off Contract, in accordance with Attachment 4: Framework Agreement Terms and Conditions, clause 9 (Cyber Essentials Scheme Condition).

3.13.6 The Supplier shall take all measures reasonably necessary to ensure that all personnel involved in the performance of the Contract are aware of all on going data security and confidentiality requirements, as detailed in the Contracting Authority’s Call Off Contract.

3.14 CYBER ESSENTIALS SCHEME 

3.14.1 Suppliers shall, in accordance with Attachment 4: Framework Agreement Terms and Conditions, clause 9 (Cyber Essentials Scheme Condition), fully meet the requirements of the Cyber Essentials Plus Scheme, introduced in June 2014 which defines a set of controls which provides organisations with basic protection from the most prevalent forms of threat coming from the internet. You can view the details of the Cyber Essentials Plus Scheme at: 

	https://www.gov.uk/government/publications/cyber-essentials-scheme-overview 

3.14.2 No Key Sub-Contractor shall be used until they have demonstrated that it meets the Cyber Essentials Plus requirements.
3.14.3	All Suppliers and Key Sub-Contractors are required to renew their evidence of Cyber Essentials Plus compliance annually, as a minimum.


3.15 SERVICE ASSURANCE

3.15.1    In order to meet the requirements of the Cabinet Office Security Policy Framework, please view via the link below:

https://www.gov.uk/government/publications/security-policy-framework

3.15.2   The Supplier shall demonstrate the sustainability of their systems to process CG owned data.  The Authority therefore requires a risk assessment be carried out to identify, assess and articulate the risks to organisations, which may choose to use systems supplied by the Authority or through the Authority’s Frameworks. 
3.15.3	Suppliers are therefore required to demonstrate that their solutions meet the required levels of personal, procedural, policy, data and technical security as detailed in Attachment 4: Framework Agreement Terms and Conditions (Framework Schedule 2) Goods and Services and Key Performance Indicators, and as detailed by Contracting Authorities in their Call Off Contract. The standards in ISO 27001:2013 are applied as the benchmark as are the Cyber Essentials Scheme.
3.15.4    As required the Authority will work with the supplier to ensure the proportionality of the contract and establish the:
(i) Security Plan;
(ii) Assurance Plan; and
(iii) Roles and Responsibilities of the various stakeholders within the organisation.
3.15.5   All ICT systems that manage CG information, or that are interconnected to CG Systems and which are supplied by The Authority or through the Authority’s Frameworks, are assessed to identify technical risks.  Proportionate assurance processes provide confidence that these identified risks are properly managed. CCS does not accept risks that result in the following outcomes:

(i) Harm to the physical well-being of customers and employees;
(ii) Harm to the financial well-being of customers and employees;
(iii) Breaches of the organisations legal or regulatory responsibilities; and/or
(iv) Widespread damage to the reputation of HMG and Departments.


3.16 SUPPLIER PERSONNEL – Baseline Personnel Security Standards (BPSS) clearance

3.16.1   This paragraph describes the mandatory security clearance requirements that the Supplier shall fulfil in its entirety as part of the delivery of this Framework Agreement, in line with the Cabinet Office Security Policy Framework (SPF).  Full details of the Cabinet Office SPF can be viewed via the link below: 

https://www.gov.uk/government/collections/government-security

3.16.2   The Supplier shall:

(i) The Supplier shall have in place security clearance which meets the differing requirements of the Contracting Authorities, and shall ensure full compliance with the standards set out in the following link:  
https://www.gov.uk/government/publications/hmg-personnel-security-controls;
(ii) The Supplier shall present evidence to enable the Authority to assure the service compliance against the personnel and physical security requirements defined in Attachment 4: Framework Agreement Terms and Conditions, clause 27.5 (Protection of Personal Data); 
(iii) Where a Supplier delivers all or part of the Service from a Contracting Authority’s site they will also need to comply with the specific Contracting Authority’s personnel and physical security requirements; 
(iv) In addition, where an employee of the Supplier is undertaking a security critical function it may be appropriate to have Security Check (SC) clearance.  The requirement for this more robust screening shall be agreed with the Contracting Authority’s security representative; and
(v) Maintain appropriate staff records for all Supplier Personnel who are involved in activities related to delivery of the products within the scope of this this Framework Agreement, in line with Attachment 4a: Specification (Framework Agreement Schedule 2) and shall make this data available to Contracting Authorities upon request.
3.16.3    All employees and key representatives of the Supplier working on the Framework Agreement and/or Call Off Contracts must comply with the Contracting Authority’s security clearance requirements.

3.16.4    The Supplier shall ensure that Supplier Personnel provide evidence of their Right to Work in the United Kingdom in line with the Immigration, Asylum and Nationality Act (2006) and the Supplier shall maintain a copy of such evidence. The cost of obtaining any such evidence shall be the responsibility of the Supplier.


3.17  SUPPLY CHAIN

3.17.1   The Supplier shall effectively manage their supply chains, which are relevant to the fulfilment and delivery of this Framework Agreement.

3.17.2   The Supplier shall ensure that their key supply chain dependencies are continuously monitored to avoid breaks in continuity of supply. 

3.17.3   The Supplier shall ensure that early risk identification measures are in place to identify supply chain risks during both a Contracting Authorities Transition Period and Call Off Contract duration.  The Supplier shall have in place effective mitigating strategies to safeguard service level provision in accordance with Contracting Authorities’ requirements.  A Supplier shall also ensure, if required, that risks on sensitive projects with time sensitive milestones, which are outlined in a Contracting Authorities implementation, plan at Call Off Contract stage are minimised.

3.17.4   The Supplier shall (where there are alternatives to print) proactively highlight and propose alternative solutions to the Contracting Authority, to be adopted as alternative solutions to support continuous improvement and sustainable savings from alternative sources of supply, maintaining the required quality standards, at the same or a lower cost.

[bookmark: _Toc366085181][bookmark: _Toc380428742][bookmark: _Toc453938578]3.17.5   The Supplier shall proactively encourage SME’s to become part of their supply chain to support the Governments SME agenda as detailed in Attachment 4: Framework Agreement Schedule 2: Part B (Key Performance Indicators).  Suppliers shall make this Framework Agreement and Call Off Contracts as accessible as possible to ensure the most appropriate Key Sub-Contractors are part of their supply chain.

3.17.6    The Supplier shall ensure that they exercise due skill and care in the selection of any Key Sub-Contractor.  

3.17.7    The Supplier shall ensure that all Key Sub-Contractors appointed have the technical and professional resource and experience to unreservedly deliver in full all the Mandatory Service requirements set out in this Framework Agreement, Attachment 4a: Specification (Framework Agreement Schedule 2).

3.17.8    The Supplier shall formalise relationships with Key Sub-Contractors and manage any Key Sub-Contractors, in accordance with Good Industry Practice and Attachment 4: Framework Agreement Terms and Conditions, clause 25 (Supply Chain Rights and Protection).

3.17.9    The Supplier shall proactively seek to ensure quality and operational efficiencies within the supply chain.


3.18 LOCAL SUPPLY CHAINS

3.18.1  The Supplier shall be able to manage local supply chains if required by the Contracting Authority. Where local supply chains are used, the Supplier should also provide the Contracting Authority with the costs for the same operation if it was to be printed through an alternative source to drive cost savings. 

3.18.2  The Supplier shall:
(i) Remain primarily liable for performance of the Contract; 
[bookmark: _DV_M412](ii) Ensure that its Key Sub-Contractors sign up to terms no less stringent than those set out in the Framework Agreement, which are relevant to the performance of the Key Sub-Contractors in question; and
(iii)Ensure that a provision is included in all Key Sub-Contracts, which requires payment to be made of all sums due by the Supplier to the Key Sub-Contractors within a specified period, not exceeding 30 days from the receipt of a valid invoice.

3.19 SOCIAL VALUE

3.19.1  In order to support the rehabilitation of offenders and reduce the likelihood of reoffending, the UK CG wishes to see more prisoners working, and working longer hours, where work can be recognised as productive and is delivered in an ‘employment like’ atmosphere. Working gives prisoners the opportunity to learn new skills and prepare for employment on release.

3.19.2   Suppliers are encouraged to promote the use of supported and social enterprise within the supply chain and consider whether they can subcontract any element of their service provision under this Framework Agreement.  As an example, the current CG Print Vendor Partnership Contract utilises HM Prison Industries Print Workshops to encourage rehabilitation of offenders.

3.19.3   The supplier shall ensure compliance with equality and diversity legislation.

3.19.4    The Supplier shall take all reasonable steps to utilise apprentices where possible during the term of the Framework Agreement.  Where this is not possible or appropriate in delivery of a Call Off Contract, the Supplier shall demonstrate what other training and skills development is made available to employees.



3.20 	MANAGEMENT INFORMATION (MI)

3.20.1   In addition to the data reporting mandatory requirements that the Supplier shall fulfil in its entirety as part of Attachment 4: Framework Agreement Terms and Conditions, Schedule 9 (Management Information), the Authority may request data and reports on an ad-hoc basis.  The Supplier shall provide the required data or information within one working day of request by the Authority and at no extra charge. 

3.20.2    The Supplier shall have the flexibility to provide the Contracting Authorities with any requested tailored / non-standard MI reports.  This will be agreed at Call Off Contract stage.

3.21 ELECTRONIC MI SOLUTION

3.21.1    This paragraph describes the Mandatory Requirements of an electronic MI solution that the Supplier shall fulfil in its entirety as part of the delivery of the Framework Agreement.

3.21.2   The Supplier shall be required to provide an electronic solution, from which the Contracting Authorities can access their own Management Information during the Framework Agreement period and Call Off Contract duration, at no extra cost to Contracting Authorities.  This system shall take into account any departmental system issues and be available to all Contracting Authorities within three (3) months of Framework award.  The Supplier shall liaise with Contracting Authorities to determine network boundaries, governed by individual departmental security guidance. For example, the Ministry of Defence (MoD) requires a service provision to comply with JSP 604, which encourages early engagement with the Network Technical Authority. The Supplier shall ensure that the proposed solution complies with all requirements specified by Contracting Authorities.

3.21.3    This electronic solution shall provide specific management information reports on a monthly basis, at individual product or purchase order level, detail similar to the MI Reporting Template within Attachment 4: Framework Agreement Terms and Conditions, Schedule 9 (Management Information), and as a minimum should also include a monthly dashboard which will provide high level consolidated data capturing the Framework performance as a whole in terms of spend, volumes, delivery data and progress against KPI’s.

3.21.4   The proposed platform shall adhere to the principles outlined in the Government Service Design Manual https://www.gov.uk/service-manual

3.21.5   Access control – individual user access shall be via an individual secure user name and password in accordance with the requirements of the Data Security policy at paragraph 3.13.

3.21.6   If the Supplier’s platform contains web access for individual users, appropriate controls must be in place to ensure that individual users are only able to access and review details of their own Contracting Authorities’ information. It must be possible to limit access to the online platform, services and application by function and role. 

3.21.7    Functional requirements – The Supplier shall ensure that the online solution has the following minimum functional requirements:
 (i)	The platform must contain the ability for individual users to select MI allowed to them;  
(ii) In respect of a number of Contracting Authorities, it is anticipated that this interface will be of a simple nature, possibly based on the Supplier providing the Contracting Authorities with the required data on a spread sheet and MI reports being provided in a similar format (subject to meeting the Contracting Authority’s data security requirements);
(iii) The platform shall be scalable and able to support the staff in scope and any additional users as required; and
(iv) The Supplier will be responsible for the administration of the online platform, assisting Contracting Authorities and their individual users to operate the system, and administering their choices. This includes the operation of a helpline, which will be available to staff during normal business hours as specified in paragraph 3.8 (Ordering) above. 

3.21.8	The supplier shall comply with all the requirements contained in Annex D:  Exit Management – Lot 1 and Lot 2.



4 Mandatory PRINT SERVICE Requirments – all lots
The Supplier shall be responsible for the delivery of all the Goods and Services required under this Framework Agreement, which may include the use of Key Sub-Contractors.

The Supplier shall provide a full range of operational print services using web offset, lithography and digital machinery with varying levels of output from low to high volumes and in a variety of formats.

Associated services such as storage fulfilment and distribution, postage, scanning, stock management are only available as part of a core print requirement.

4.1 SUPPLY OF RAW MATERIALS

4.1.1 The supplier shall source all raw materials including but not limited, to: 

Paper and Paper Products

4.1.2 The Supplier shall source all raw materials required for the printing and finishing process including, but not limited to, paper and board stocks as defined in section 3.2 (Minimum Quality Standards) above.  Contracting Authorities may have specific paper requirements, which may include both virgin and recycled stocks, and which will be detailed in Call Off Contract.

Envelopes

4.1.3 The Supplier shall supply a full range of envelopes and the facility to provide plain stocks and bespoke or overprinted envelopes in bulk quantities, together with stock holding and stock call-off facilities.

4.1.4 The Supplier shall supply a full range of envelopes, that meet the Government Buying Standards as defined in paragraph 3.2 (Minimum Quality Standards) above, in all UK standard sizes available including, but not limited to:
(i) DL;
(ii) C3;
(iii) C4;
(iv) C5; and
(v) C6.


4.1.5 The Supplier shall supply envelopes including, but not limited to: 
(i) manila;
(ii) white;
(iii) board backed;
(iv) tear resistant;
(v) gummed;
(vi) gusseted;
(vii)  self-seal
(viii) jiffy style;
(ix) peel and stick;
(x) plain;
(xi) windowed;
(xii) wallet;
(xiii) packets;
(xiv) 	mailing and filling machine compatible envelopes; and 
(xv) printed postage impression.

4.1.6 The Supplier shall offer single and full-colour two-sided over printing facilities. The Supplier shall be able to provide envelopes to bespoke specifications, including bespoke sizes and materials.

4.1.7 The Supplier shall supply a range of self-seal envelopes with water/vegetable-based adhesives.

4.1.8 The Supplier shall supply stock storage and management facilities as defined in section 4.8 (Stock Management) below.

Labels
4.1.9 The Supplier shall provide a wide range of labels and label printing services, including bar-coded labels, as specified by Contracting Authorities in their Call Off Contract.  

Wallets and folders
4.1.10 The Supplier shall supply a range of standard and bespoke binders, wallets and folders in a range of materials including, but not limited to, paper, board, Polyvinyl Chloride (PVC) and plastics. 

4.1.11 The Supplier shall offer printing services including any separators to be inserted into the binders, wallets and folders on a range of substrates including paper, board and plastics. 

4.1.12 The Supplier shall source any printed items for insertion into final binders, wallets and folders including the collation of these into the binders, wallets and folders.

4.1.13 The Supplier shall supply services for die cutting and finishing that includes, but is not limited to, creasing, gluing and heat sealing.


Digital asset management
4.1.14 The Supplier shall provide and manage a Digital Asset Management System. Digital assets may include, but are not limited to, photographs, artwork, templates and up to date specifications. 

4.1.15 Digital assets must be easily accessible by the Contracting Authority e.g. on a   secure website that can be easily browsed, and viewing and selection of assets shall be restricted to individual user access levels, as set out in the Contracting Authority’s Call Off Contract.

4.1.16 The Supplier shall be able to ensure that all digital assets are meta-dated/version controlled to enable the assets to be stored and extracted in a co-ordinated and controlled way. The Supplier shall be able to ensure that users with access to digital assets have the appropriate level of access, and that access levels are validated and managed.

4.2	PRE-PRODUCTION SERVICES

The Supplier shall also provide:

(i) Proofs –Individual Contracting Authorities will detail the required 	proofing process in their Call Off Contract;
(ii) Artwork and proofs in a digital format;
(iii) Hard copy artwork and proofs;
(iv) Print ready artwork;
(v) Artwork ready for online publishing and eCommunications;
(vi) Artwork for online templates; 
(vii) Photograph retouching service; and 
(viii) Image research and sourcing services. 

Creative concept and brand development services are not included in the scope of Pre-Production Services. 

4.2.1 Basic design, art working and page layout

4.2.1.1 This shall include, but not be limited to, creative page layout services, the creation and supply of artwork ready for print and digital publishing. This will typically involve the interpretation and application of Contracting Authority's brand guidelines and retouching services.  There may be a requirement to produce scamps (a first rough of mock of artwork).  Creative concept and brand development services are NOT included in the scope.


4.2.2 Typesetting

4.2.2.1 The Supplier shall provide typesetting services to a pre-agreed style and type specification, as detailed by the Contracting Authority in their Call Off Contract, producing a finished document ready for printing and digital publishing.  

4.2.3 Copy editing 

4.2.3.1 The Supplier shall provide copy-editing services to include, but not limited to, developing style and formatting copy for print.  

4.2.4 Proof reading

4.2.4.1 The Supplier shall provide proof reading services including proof reading services in a range of languages.   

4.2.5 Translation services

4.2.5.1 The Supplier shall offer a translation service for translating documents and audio into alternative languages.

4.2.6 Alternative formats

4.2.6.1 The Supplier shall provide alternative formats such as large print format, audio and Braille or any other alternative format as detailed by the Contracting Authority, in their Call Off Contract.  

4.3	PRINT

The Supplier shall provide a varied range of Contracting Authorities’ print requirements, which may include, but is not limited to:

4.3.1 Operational print (general business and marketing print, stationery and forms)

4.3.1.1 This shall include, but not be limited to, items such as No Carbon Required (NCR) pad sets, pads that may be bound in boards, forms, reports, brochures, leaflets, flyers, magazines, pamphlets, newsletters, annual reports, business cards, business stationery, general marketing literature, promotional items and any other items as specified by Contracting Authorities. 

4.3.1.2 The Supplier shall source banner and pop-up stands including, but not limited to: roller banner stands, banner stands with interchangeable cassettes, and tension banner stands.  The Supplier shall be able to work with Contracting Authorities to ensure that these items are sourced from the most efficient route and this could include where available other CG contracts and Contracting Authorities’ Contracts.

4.3.2 Security print including personnel

4.3.2.1 The Supplier shall be able to offer a facility where required by the Contracting Authority to print, store and deliver items in a secure environment. This may include but is not limited to: personalisation, stock storage, stock call-off facilities and fulfilment. 

4.3.2.2  The Supplier shall print, personalise and offer fulfilment services for cheques and similar items. Suppliers or their Key Sub-Contractor(s) shall be accredited with the Cheque Printer Accreditation Scheme standard. Further details can be obtained at http://www.chequeandcredit.co.uk/cpas/ 

4.3.2.3 The Supplier shall have ISO/IEC 27001 accreditation or equivalent.

4.3.2.4 The Supplier shall offer guidance and source printed substrates that have advanced security features to combat fraudulent use.

4.3.2.5 The Supplier shall have secure methods of electronic communication and of storing electronic files, media and data that meet the best practice principles detailed via the links further below in this section.   

4.3.2.6 The Supplier shall deliver all elements of a Contracting Authority’s requirements for security print and secure print production which may include, but are not limited to:
(i) Controlled paper usage (time stamped running sheets) and secure waste disposal;
(ii) Secure production site with secure building access/egress and physical site security control mechanisms and systems;
(iii) Secure storage facilities with controlled access;
(iv) Secure production area with controlled access; 
(v) CCTV coverage and recording of all internal and external areas of site 24hrs every day of the year; 
(vi) Monitoring of on-site despatch and goods inward areas;
(vii) Secure delivery service;
(viii) Provision of full audit trail of stock holding, printed material and delivery;
(ix) Provision of secure destruction services (including waste);
(x) Implementation of supplier policies and procedures which specifically address the protection of Contracting Authorities and or their individual customers’ personal and other restricted information which the supplier may have access to in the course of fulfilling the requirement; and/or
(xi) Provision of supplier personnel with enhanced security clearance.   

4.3.2.7 The Supplier and their Key Sub-Contractor(s) shall be able to deal with, at a minimum, “OFFICIAL TIER” Government documents. The Supplier shall ensure that all personnel have appropriate security clearance when dealing in the production of security print, when handling secure data, when delivering security printed items to Contracting Authority’s premises and to help Contracting Authorities in meeting the best practice principles outlined in the documents below:

http://www.cpni.gov.uk/advice/Personnel-security1/
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/299547/HMG_Personnel_Security_Controls.pdf
https://www.gov.uk/government/collections/government-security

4.3.2.8 The Supplier shall have confidentially agreements in place with all staff involved in delivery of a Contracting Authority Call Off Contract.

4.3.2.9 Where an approved Key Sub-Contractor delivers any of the requirements, the Key Sub-Contractor must meet all the standards as detailed above.  

4.3.3  Large format and wide print

4.3.3.1 The Supplier shall be able to offer a facility for large and wide format printing on a variety of substrates including but not limited to paper, board, metal, glass, canvas, and fabrics and plastic.  Examples may include, but are not limited to, billboard style posters and posters for various outdoor media. 

4.4	FINISHING
4.4.1 The Supplier shall be able to offer access to a full range of finishing services including, but not limited to:
(i)  Binding including perfect binding;
(ii) Saddle stitching;
(iii) Wire stitching;
(iv) Drilling;
(v) Die cutting;
(vi) Folding;
(vii) Varnishing;
(viii) Laminating;
(ix) Trimming;
(x) Creasing; and
(xi) Perforation.


4.5	DIRECT MAIL AND TRANSATIONAL PRINT     
 
4.5.1 The Supplier shall be able to offer services for direct mail and transactional printing that requires data personalisation in a secure environment. This will include but is not limited to database management, printing of items, personalisation, finishing, collation, enclosing and mailing of items to end users. Requirements may include but are not limited to billing services, direct mail and election material.

4.5.2 The Supplier shall: 
(i) Source all printed items for inclusion in direct mail or transactional mail including additional inserts if required; 
(ii) Print variable data including but not limited to text;
(iii) Provide collation and enclosing; and 
(iv) Provide mailing and related services to include liaison with and management of postal providers. 

4.5.3 The Supplier shall be able to offer mail sorting facilities, a full range of dataset and data base validation services and hybrid mail services all in line with market and industry standards. 

4.5.4 The Supplier shall be able to provide advice and guidance to enable Contracting Authorities to optimise postal discounts and maximise savings, which may include using other CG contracts where available.  

4.5.5 Database management

4.5.6 The Supplier shall have the ability to offer services to develop, enhance and analyse data and to store and manage data on a database. This includes, but is not limited to, cleansing data, de-duplications and gone aways, and management of the data on behalf of the Contracting Authority.   

4.6	CONTRACTING AUTHORITY ORDER LINE

4.6.1 The Supplier shall be able to offer the facility for Contracting Authorities and their service users within the UK. 

4.6.2 The Supplier shall be able to respond to queries from the general public, businesses and the Contracting Authority as above in Section 3.8 (Ordering) above. The Supplier must be able to accept queries and provide associated response handling services every Working Day, which may include, but is not limited to, outbound communication activity via the internet, post, SMS, email, telephone (All calls shall be charged at no more than a standard call rate, no premium rate telephone numbers. Standard rate in the UK means calls to Local and National numbers beginning 01, 02 and 03. Excluded numbers include non-geographic numbers e.g. 0871 and Premium Rate services as per Section 3.8Ordering (above).

4.6.3 The Supplier shall be able to offer a fulfilment operation in response to any queries including the printing of items, personalisation of printed items, enclosing of printed items and the fulfilment to the final end user. The items to be enclosed may be sent direct to the Supplier from the Contracting Authority, or the Supplier may be required to source these items.

4.7	SCANNING AND MICROFICHE

4.7.1 The Supplier shall be able to offer a scanning and archive service, including microfiche.

4.7.2 The Supplier shall have the ability to transfer low to high volume paper records into digital format documents. Once converted they may need to be accessible by Contracting Authorities through an electronic search database for instant retrieval. Scanned documents may need to be saved in both pdf and other contemporary formats, as specified by the Contracting Authority. Provision must include the ability to record, catalogue or number documents as required.

4.7.3 The Supplier shall require the necessary tools, processes, procedures and resource to accommodate original documents in many formats including, but not limited to, hand written notes, wall charts, A5 and A4, mono and colour documentation and bound notebooks. Bound documents may need to be dis-assembled to facilitate this, and subsequently re-bound or securely destroyed.

4.8	STOCK MANAGEMENT

4.8.1 The Supplier shall be able to offer stock management, pick and pack facilities, storage and stock call off facilities, including online catalogue ordering and real time online stock management. 

4.8.2 The Supplier shall be able to manage stock in a way that minimises stock holding based on call off patterns.

4.8.3 Online catalogues must have the capability to provide accurate stock levels and enable Contracting Authorities to call off stock in real time online; this facility should be available and updated with correct information each Working Day. The system must allow monitoring of minimum stock levels, replacements, time-sensitive materials and must monitor maximum stock levels to ensure Contracting Authorities are not carrying too much value in stock. Downtime for planned maintenance must be made in agreement with the Contracting Authority.

4.8.4 Contracting Authorities will set out in their Call Off Contract the delivery schedules to be adhered to. 

4.8.5 The Supplier shall be able to offer advice and guidance to Contracting Authorities on stock levels and methods for achieving best value. The Supplier shall be responsible for stock control. 

4.9	STORAGE, FULFILMENT AND DISTRIBUTION

4.9.1 The Supplier shall offer scalable warehousing, fulfilment and distribution services, identifying complete supply chain management solutions bespoke to the requirements of each Contracting Authority, as defined in their Call Off Contract.

4.10	  MEDIA DUPLICATION

4.10.1 The Supplier shall be able to offer a duplication/reproduction service for a range of media including, but not limited to, DVD, CD, CD-ROMs, VHS, Audio Cassettes, USB and Pen Drives from source copy including labelling. 

4.10.2 The Supplier shall provide standard packaging for duplicated / reproduced items such as plastic sleeves and cases. 

4.10.3 The Supplier shall provide bespoke packaging services for duplicated / reproduced items that will be set out in the Contracting Authority’s Call Off Contract.

4.11  PLASTIC CARDS

4.11.1 The Supplier shall offer variable printing onto a plastic substrate (plastic cards) with various security features. Requirements may include, but are not limited, to holograms, pictures, microchips, embossed variable data, thermal variable data, barcode printing, photographs, tamper evident signature panel, hidden image printing, UV and colour shifting ink, micro printing and magnetic strips, any of which may require a secure printing environment. 

4.11.2 The Supplier shall offer a direct mail operation for the distribution and fulfilment of the final plastic cards to end-users. This may include sourcing of inserted printed materials (i.e. leaflets), personalisation of printed documents (i.e. letters and card carriers) and the collation of all items and mailing to final individual users. This will also include data-processing services and electronic data exchange services.

4.11.3 The Supplier shall:

(i) Source and print on a range of Polyvinyl Chloride (PVC) cards and biodegradable cards in a range of sizes including but not limited to 300 microns, 480 microns, 500 microns, 760 microns and 810 microns;
(ii) Provide plastic substrate (i.e. plastic card) and card carrier design facilities; and 
(iii)  Offer a bespoke die cutting card facility.





4.12   DIGITAL SOULTIONS

4.12.1 In adherence to the CG policy of “digital by default”, Contracting Authorities will require support to develop innovative strategies to move away from traditional print solutions to cost effective print alternatives (such as digital print services and digital content).  

4.12.2 The Supplier shall be able to offer services to convert document /data into formats that allow publishing on websites and allow communications via electronic means e.g. SMS messaging, email including an eBroadcast function, including the associated delivery and management of this.

4.12.3 The Supplier shall be able to offer digital solutions which may include, but is not limited to, design, development, delivery and management of website, intranet and extranet, pages and content.

4.12.4 Contracting Authorities will be at different stages of digital transformation.  

4.12.5 For further information about CG’s Digital Agenda and standards visit: https://gds.blog.gov.uk/category/digital-strategy/



5 – LOT 1 – FULLY MANAGED END TO END PRINT AND DIGITAL SOLUTIONS – MANDATORY FOR LOT 1

5.1 This section provides details of the mandatory requirements that Suppliers shall fulfil in their entirety in order to meet the requirements of Lot 1 of the Framework Agreement. It is important that Suppliers take time to fully understand this important part of the requirement.

5.1.1 Additionally there may be other services that are required and these will be further specified at the Call Off Contract stage.
	
5.1.2 The scope of service will deliver Fully Managed End to End Print and Digital Solutions and be available to all eligible Contracting Authority individual users across CG and the wider public sector. 

5.1.3 The Supplier shall deliver and implement an End to End Print and Digital Solution for a range of print requirements including, but not limited to:

(i) Business operational print;
(ii) Advertising and marketing print;
(iii) Security print;
(iv) Bulk print;
(v) Printing paper;
(vi) Bulk envelopes;
(vii) Large format and wide print;
(viii) Command and House Papers;
(ix) Digital asset management (DAM);
(x) Direct mail and transactional print; and
(xi)  Associated print services such as, storage, fulfilment and       distribution, postage, scanning and stock management are only available as part of a core print requirement; and
(xii) Digital solutions – to support those Contracting Authorities who wish to move towards a more a digital solution. 

5.1.4 This full range of print services are defined in section 4 (Mandatory Print Service Requirements- ALL LOTS) above.


5.1.5 LOT 1: TRANSITION 

5.1.5.1 The Supplier shall work with individual Contracting Authorities to agree the transition of their existing end-to-end contractual arrangements from their current arrangement (Print Vendor Partnership Contract – PVP Contract) to this Framework Agreement.  

5.1.5.2 Annex A: Transition List is provided to enable the Supplier to understand the scope and breadth of scalability required for this requirement. It sets out the number of potential Contracting Authorities and the associated historical value GBP£ for the period 2015/16, who may wish to transition from the current PVP Contract to Lot 1 of this new Framework Agreement. Suppliers are required to respond to any transition activities immediately from the Framework Commencement Date.

5.1.5.3 Annex B: Current Public Sector Print Customer lists PVP Contract customers who may wish to transition their requirement for a Fully Managed End to End Print and Digital Solution to a single provider.

5.1.5.4 Contracting Authorities may assess which lot best meets their requirements in accordance with this this this Framework Agreement, Attachment 4a: Specification (Framework Agreement Schedule 2).

5.1.5.5 LOT 1 - TRANSITION PERIOD

5.1.5.6 The transition period shall be from Framework Commencement Date until 30 June 2017.  Contracting Authorities will have differing transition timescales based on the scale and complexity of their requirements. Therefore the actual timing of transition will be agreed between the Contracting Authority and the Supplier at Call Off Contract stage.

5.1.5.7 The Supplier shall provide a Transition Plan to the Authority within 30 days of the Framework Commencement Date.

5.1.5.8 During the Transition Period the Supplier shall:
· Liaise with Contracting Authorities and the current third party provider of their current provision, to understand and enable the successful completion of all the implementation activities;
· Work with Contracting Authorities to produce a mutually agreeable Transition Plan which sets out when individual Contracting Authorities will be transitioned from their current arrangement to this Framework Agreement;
· Appoint an Implementation Team as detailed in, paragraph 3.7 (Implementation of Contracting Authorities Call Off Contract) of this document, who shall be responsible for the implementation of Contracting Authorities Call Off Contracts;  
· Ensure that all risks associated with the transition process and period are identified and minimised to ensure a seamless change of control between any current third party providers of the current provision, and the Supplier; and
· Provide all necessary evidence of achievement against the mutually agreed milestone timescales to the Authority, and to Contracting Authorities where applicable.

5.1.5.9 The Authority will monitor progress of implementation against the agreed Transition Plan on a regular basis, with input from applicable Contracting Authorities where required. This shall include but is not limited to discussion, and/ or actions agreed with the Supplier during Supplier Review Meetings.

5.1.5.10 In cases where the Supplier is found to be falling behind schedule, and therefore not on target to meet a specific milestone timescale within the Transition Plan, the Authority, and Contracting Authorities where applicable, will request information relating to the reasons for any slippage, together with details of the remedial actions taken by the Supplier to rectify the situation.

5.1.5.11 As a minimum, the Supplier’s Transition Plan should include the following:
· Milestone timescales for transitioning Contracting Authorities onto the Framework;
· Contracting Authority’s Approval, and governance procedures where appropriate;
· Details of how Suppliers will communicate transition activities and timescales with the applicable Contracting Authorities;
· Details of further information that may be required from the Authority and / or the applicable Contracting Authority in order to commence transition activities; and
· Specialist resources and/ or systems that may be used (if appropriate).

5.1.5.12 The Supplier shall continuously update the Transition Plan and provide a revised version to the Authority, and Contracting Authority where applicable, in cases where changes are required by request or fault of the Contracting Authority or Authority.

5.1.5.13 The Contracting Authority reserves the right to request that additional information be added to the Transition Plan, in addition to the list set out at paragraph 5.1.17 above.

5.1.6 Whilst it is expected that the majority of the work through Lot 1 will be the transition of existing CG Contracting Authority’s end-to-end contractual requirements, there may also be a requirement for new Contracting Authorities to access the Framework Agreement.  It is envisaged that a broad Contracting Authority base with differing requirements will access Lot 1. 

5.1.7 The Supplier shall have the flexibility and scalability to meet the current and future needs and strategies of Contracting Authorities.  

5.1.8 Suppliers shall work with the Authority to build a pipeline of opportunities and shall provide monthly updates to the Authority on pipeline building activities undertaken and provide a continuously updated pipeline of opportunities document on a monthly basis.

5.1.9 The Supplier, and its Key Sub-Contractors, shall service high volume, multi and complex end-to-end print requirements. 

5.1.10 In particular, the Supplier shall provide a strategic partnering relationship to support Contracting Authorities through their digital transformation programmes.  Annex A: Transition List and Annex B: Current Public Sector Customers, in this document provide details of the scale of the public sector print requirements. 

5.1.11 The Supplier shall Implement Contracting Authorities Call Off Contract in accordance with paragraph 3.7 (Implementation of Contracting Authorities Call Off Contract) of this document.

5.1.12 Command and House Papers Service Requirements

          The Supplier shall service the production of Command and House Papers, which are documents laid before Parliament. Most Government organisations will produce at least one paper per year. There are three categories of papers, which can be viewed at the following link: http://www.parliament.uk/about/how/publications/parliamentary/
(i) Command Papers;
(ii) House of Commons Papers (e.g. departmental annual reports and     accounts and National Audit Office reports); and
(iii) Un-numbered Act Papers.

5.1.13 The Supplier shall provide the following Command and House Papers Services as required by the Contracting Authority:
(i) Account and project management services;
(ii) Production and distribution services; and
(iii) Correction and reprint services.

5.1.14 There will be no obligation on any Contracting Authority to procure any Command and House Papers Services; however as a minimum, Contracting Authorities producing Papers should purchase the distribution management service or the pre-production and bibliographic information service for Command and House Papers and use Command and House Papers Services for correction services, where relevant, as described in Annex C of this document Command and House Papers Service Requirements 

5.1.15 As required by the Contracting Authority the Supplier shall supply staff to provide pre-production services, proofing services and/or approval of final Content at the Contracting Authority’s premises and/or those of the Contracting Authority’s agent. It may be necessary to provide these services outside of normal Working Hours.

5.1.16 A Contracting Authority may require the Supplier to deliver printed proofs for final Content approval within a Timeline based on a certain number of minutes, for example 30 minutes of the proofs being ready for despatch. This Timeline may fall outside usual Working Hours.

5.1.17 A Contracting Authority will require the Supplier to produce printed Copies and distribute them to a Timeline within a short period of time (i.e. 4 - 6 hours) of final Content approval being given. The length and quantities of the Copies to be delivered to this Timeline will vary, for example the Paper may be up to 160 pages long, with 2000 copies required within 6 hours. This Timeline maybe outside usual Working Hours.
5.1.18 Command and House Papers need to be published using standard publishing industry processes. The National Archives provides Government organisations with guidance and information on publishing parliamentary papers.  In addition, The National Archives is responsible for ensuring that services for the production of these documents are available to Government organisations.  Full details of the MANDATORY requirements for this Framework Agreement are available in Annex C: Command and House Papers Service Requirements within this document.

5.2	PAPER MANAGEMENT

5.2.1 The Authority would like to explore options of using Lot 1 as a paper manager for the Framework.  There is an expectation that Lot 2 Suppliers will source paper through the Lot 1 provider, unless Lot 2 Suppliers can purchase at a cheaper price on the day.  




5.3	SERVICE OPTIONS

5.3.1 The Supplier shall provide Contracting Authorities with a choice of service options, which shall be specified by the Contracting Authorities within their individual Call Off Contract, established under this Framework Agreement. 

5.3.2 The Supplier shall at all times provide a cost effective delivery option as outlined in the service options listed below:

	SERVICE OPTION
	DESCRIPTION
	INCLUDES
	EXCLUDES

	1
	Customer Service Centre
	Dedicated buyers/ advisors who will service the requirements of the Contracting Authority, from defining the requirements and solutions, through to project conception and delivery.  

Contracting Authority may place orders via web, email or phone.

	No onsite staff. 

Solution management (i.e. project manager, technical manager), which is in product cost.

	2
	In House account management team
	Bespoke account management team who are embedded into the Contracting Authority to fulfil the role of the print buyer/ team.  

This team will be based at the Contracting Authority’s site.

This team will provide a fully managed end-to-end service for the Contracting Authority, from defining the requirements and solutions, through to project conception and delivery.  

	Solution management (i.e. project manager, technical manager) which is included in product cost

	3
	Off Site account management team
	Bespoke account management team who fulfil the role of the print buyer/team for the Contracting Authority.

This team will be based at the Supplier’s site.

This team will provide a fully managed end-to-end service for the Contracting Authority, from defining the requirements and solutions, through to project conception and delivery.  

	Solution management (i.e. project manager, technical manager), which is in product cost.



5.3.3 Details of historical 15/16 service profile is available in the data pack, which can be found in Attachment 4: Framework Agreement Terms and Conditions, Framework Schedule Attachment 12: Data Pack. 


1. LOT 2 – TAILORED MANAGED PRINT SOLUTIONS – MANDATORY FOR LOT 2
6.1 This Clause 6 specifies the scope of the Tailored Managed Print Solutions requirements that the Supplier shall make available to Contracting Authorities. 

6.2 Additionally, there may be other services that are required and these will be further specified at the Call Off Contract stage.

6.3 At such time as a Contracting Authority places a Call Off Contract the precise details of the Services ordered will be specified.

6.4 Lot 2 will provide a wide range of Print and Digital Solutions and associated services for Contracting Authorities who need a further competition to compete their requirements. 

6.5 The scope of the service will deliver a full range of operational print services, as either a Fully Managed End to End Print and Digital Solutions Service or discrete elements of an end to end managed service.  

6.6 The Supplier shall provide a full range of operational print services including, but not limited to:
(i) Business operational print;
(ii) Advertising and marketing print;
(iii) Security print;
(iv) Bulk print;
(v) Printing paper;
(vi) Bulk envelopes;
(vii) Large format and wide print;
(viii) Digital asset management (DAM);
(ix) Direct mail and transactional print;
(x) Associated print services such as storage, fulfilment and distribution, postage, scanning and stock management are only available as part of a core print requirement. and
(xi) Digital solutions – to support those Contracting Authorities who wish to move towards a more a digital solution. 

6.7 This full range of print services is defined in Section 4 of this document – Mandatory Print Service Requirements. 


6.8 LOT 2: ONBOARDING OF CUSTOMERS

6.8.1 It is envisaged that Lot 2 of the Framework Agreement will be accessed by a broad range of Contracting Authorities who will have extremely varied requirements, volumes and print knowledge. The value range of these requirements may be from low cost print runs i.e. several hundred Pounds Sterling, GBP (£), through to high value contracts i.e. multiple £100,000’s Pounds Sterling, GBP (£) for multiple organisations. 

6.8.2 The Supplier shall have the flexibility and scalability to be able to work with all Contracting Authorities, even during periods of peak demand and regardless of a Contracting Authorities size and value, to deliver requirements through both in-house capability and supply chains whilst maintaining a high level of service delivery.

6.8.3 Contracting Authorities will compete their requirements across all approved live suppliers placed on Lot 2 of the Framework Agreement.   The Supplier shall respond to Requests For Quotation (RFQs) and upon successful award to a Contracting Authority’s Call Off Contract, the Supplier shall work closely with Contracting Authorities to ensure a smooth implementation of their Call Off Contract in accordance with, paragraph 3.7 (Implementation of Contracting Authorities Call Off Contract) of this document.

6.8.4 Annex B: Current Public Sector Print Customers, is provided for information purposes only and may assist the Supplier to understand the potential scalability of the number and value (15/16 spend) of Contracting Authorities who may wish to access this Framework Agreement when their current contract expires.

6.8.5 Contracting Authorities may compete their requirements at any time during the term of the Framework. Suppliers shall have the scalability and flexibility to respond to varying levels of demand ensuring the requirement for competition can be fulfilled.
        
6.8.6 In addition, there are PVP Contract customers listed in Annex A: Transition List who may wish to access Lot 2 of this new Framework Agreement. 

6.8.7 Contracting Authorities have not yet expressed a preference for which lot of the new framework they wish to access. It is the responsibility of the Contracting Authorities to assess and decide which lot best meets their requirements. 

6.8.8 Suppliers shall work with the Authority to build a pipeline of opportunities and shall provide monthly updates to the Authority on pipeline building activities undertaken and provide a continuously updated pipeline of opportunities document on a monthly basis.


6.9 PAPER MANAGEMENT

6.9.1. The Authority would like to explore options of using Lot 1 as a paper manager for the Framework.  There would be an expectation that Lot 2 Suppliers would source paper through Lot 1 provider unless Lot 2 can purchase at a cheaper price on the day.  

6.10 SERVICE OFFERING

6.10.1 The Supplier shall provide Contracting Authorities with a range of services in order to fulfil the Contracting Authority’s print requirements, which will be specified by the Contracting Authorities within their individual Call Off Contract.   

6.10.2 The Supplier will apply a Service Charge for servicing the Contracting Authority’s requirements that will be capped at a maximum 15% of the value of the Contracting Authority order. This Service charge shall include supplier’s profit and overheads for servicing the print requirement.   				
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Annex E: Glossary 

	Annex A
	Annex A: Transition List is provided to enable the Supplier to understand the scope and breadth of scalability required for this requirement. It sets out the number of potential Contracting Authorities and the associated historical value GBP£ for the period 2015/16, who may wish to transition from the current PVP Contract to Lot 1 of this new Framework Agreement. Suppliers are required to respond to any transition activities immediately from the Framework Commencement Date.

	Annex B
	Annex B: Current Public Sector Print Customers, is provided for information purposes only and may assist the Supplier to understand the potential scalability of the number and value (15/16 spend) of Contracting Authorities who may wish to access this Framework Agreement when their current contract expires.

	Annex C
	Command and House Papers Service Requirements – A detailed list of requirements for the production and distribution of Command and House Papers. 

	Annex D
	Exit Management – Lot 1 and Lot 2 details.

	Command Papers
	Command Papers mean those Papers which are part of a numbered series that are Laid before Parliament by Command of the Sovereign, though in practice by a Minister of the Crown, concerning matters which the Government considers should be drawn to the attention of Parliament as further particularised in Attachment 4a: Specification (Framework Agreement Schedule 2), clauses 4.1 to 4.14 of Annex C: Command and House Papers Service Requirements. 

	Contracting Authority Approval
	Means the process that will be undertaken to ensure that all of the necessary transition activities have been satisfactorily completed to meet the specific requirements of the Contracting Authorities prior to “going live” as defined in Call-Off Contract Schedule 4 Implementation plan.  Crown Office Supplies Framework.

	Contract Notice
	Means the notice referred to in regulation 49 or where relevant regulation 75 (1) (a) 

	Digital Asset Management System
	A system for the storage, retrieval and distribution of digital assets 

	Fully Managed End to End Print and Digital Solutions
	Service which will manage and deliver all elements of Contracting Authority’s’ print and associated requirements including digital solutions 

	House of Commons Papers
	House of Commons Papers mean those Papers which are part of a numbered series that are Laid before the House of Commons due to a statutory obligation or as a Return to an Address and which are subject to parliamentary privilege, as further particularised in Attachment 4a: Specification (Framework Agreement Schedule 2), clause 4.15 of Annex C. 

	Implementation Manager
	The person responsible for implementing all mandatory requirements of the framework and any resultant Call-Off Agreements.

	Implementation Team
	The team responsible for implementing all mandatory requirements of the framework and any all resultant Call Off contracts

	Key Sub-Contractor
	Means any Key Sub-Contractor or 2nd tier subcontractor which is listed in Framework Schedule 7 (Key Sub-Contractors), that in the opinion of the Supplier, performs (or would perform if appointed) a critical role in the provision of all or any part of the Goods and Services;

	Managed Print and Digital Solutions
	Print and associated requirements including digital solutions, managed by a supplier on behalf of a Contracting Authority

	Mandatory Requirements 
	Mandatory Requirements are the minimum deliverables that a Supplier shall fulfil in their entirety in order to meet the requirements of this Framework Agreement.

	Multi-functional devices
	Means the product(s) that have been identified within this specification to perform a variety of functions including, but not limited to, printing, photocopying, and scanning.

	Papers
	Papers means the Official Version of Command Papers, House of Commons Papers, Un-numbered Command Papers, Un-numbered Act Papers and other papers Laid before Parliament, and/or other or ancillary papers which a Contracting Authority requires to be procured through Command and House Papers Services;

	Pre-Production Services
	Any services relating to a project/requirement before it is actually printed e.g. Type setting, page layout,

	Prior Information Notice (PIN)
	Means the notice referred to in regulation 48 or where relevant regulation 75 (1) (b) of the Public Contract Regulations 2015

	Security Check SC clearance
	SC clearance determines that a person’s character and personal circumstances are such that they can be trusted to work in a position which may involve access to ‘secret’ information

	Small Medium Enterprises (SME) 
	SME (small-to-medium enterprise) is a convenient term for segmenting businesses and other organizations that are somewhere between the “small office-home office” size and the larger enterprise .The European Union has defined an SME as a legally independent company with no more than 500 employees.

	Supplier
	Means the Potential Provider with whom the Authority has concluded a Framework Agreement;

	Transition Period
	Means the period between Framework Commencement and 30 June 2017.  

	Transition Plan
	Means the detailed project plan outlining how the supplier will transition the named Contracting Authorities as identified in Annex A: Transition List.  

	Tailored Managed Print Solutions
	Either a fully managed end to end print service or discrete elements as defined by a Contracting Authority in their Call-Off Agreement

	United Kingdom (UK)
	United Kingdom, including Northern Ireland, Scotland and Wales (including Scilly Isles and Scottish Highlands and Islands). 

	Working Hours
	Means for pre-production services it is defined as 07:00 – 21:00
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Attachment 4a, Specification - Schedule 2 - Annex A v1.0 15.08.16.pdf
Annex A - RM3785 Customer Transition

This information is provided for information purposes only and is provided to assist Potential Providers in understanding the
scalability of the number of Contracting Authorities who may wish to access the Framework Agreement. It does not guarantee
any volumes through the Framework Agreement.

The Transition List provides current information held by the Authority on Contracting Authorities utilising legacy print
arrangements. Contracting Authorities are not committed to use a particular Lot of the Managed Print and Digital Solutions
Framework Agreement and it is the responsibility of the Contracting Authorities to assess and decide which Lot best meets

their requirements.

Customer Spend 15/16 Current Arrangement Expiry Date
HM Revenue and Customs £8,372,521.84 RM921 PVP Contract 30/06/2017
Ministry of Defence £6,305,026.10 RM921 PVP Contract 30/06/2017
Public Health England £5,856,361.48 RM921 PVP Contract 30/06/2017
NHS Blood And Transplant £4,905,781.41 RM921 PVP Contract 30/06/2017
Driver and Vehicle Licensing Agency £3,692,413.84 RM921 PVP Contract 30/06/2017
Companies House £3,417,600.06 RM921 PVP Contract 30/06/2017
HM Passport Office £2,236,121.13 RM921 PVP Contract 30/06/2017
Student Loans Company Limited £1,918,186.78 RM921 PVP Contract 30/06/2017
Department for Transport £1,441,021.80 RM921 PVP Contract 30/06/2017
Rural Payments Agency £1,422,594.52 RM921 PVP Contract 30/06/2017
UK Border Agency £1,113,943.37 RM921 PVP Contract 30/06/2017
General Register Office £841,159.27 RM921 PVP Contract 30/06/2017
Royal Botanic Gardens £774,303.11 RM921 PVP Contract 30/06/2017
Department For Business Innovation And Skills £656,257.24 RM921 PVP Contract 30/06/2017
Care Quality Commission £534,823.45 RM921 PVP Contract 30/06/2017
Department of Health £498,522.57 RM921 PVP Contract 30/06/2017
Home Office £479,088.86 RM921 PVP Contract 30/06/2017
Highways England £431,494.13 RM921 PVP Contract 30/06/2017
NHS England £430,174.93 RM921 PVP Contract 30/06/2017
Construction Industry Training Board £371,892.85 RM921 PVP Contract 30/06/2017
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Department for Environment Food And Rural Affairs £336,182.76 RM921 PVP Contract 30/06/2017
NHS Business Services Authority £293,173.43 RM921 PVP Contract 30/06/2017
Maritime and Coastguard Agency £241,739.14 RM921 PVP Contract 30/06/2017
Driving Standards Agency £212,306.85 RM921 PVP Contract 30/06/2017
Vehicle Certification Agency £183,580.04 RM921 PVP Contract 30/06/2017
HM Treasury £180,831.18 RM921 PVP Contract 30/06/2017
Animal Health and Veterinary Laboratories Agency £169,571.63 RM921 PVP Contract 30/06/2017
Health Education England £152,103.66 RM921 PVP Contract 30/06/2017
Driver and Vehicle Standards Agency £93,478.89 RM921 PVP Contract 30/06/2017
Animal and Plant Health Agency £56,306.47 RM921 PVP Contract 30/06/2017
UK Hydrographic Office £40,362.52 RM921 PVP Contract 30/06/2017
Atomic Weapons Establishment £31,381.92 RM921 PVP Contract 30/06/2017
Environment Agency £23,447.72 RM921 PVP Contract 30/06/2017
Natural England £21,553.76 RM921 PVP Contract 30/06/2017
Department for Work and Pensions £14,876.70 RM921 PVP Contract 30/06/2017
Centre for Environment Fisheries and Aquaculture Science £8,469.22 RM921 PVP Contract 30/06/2017
HS2 Limited £7,375.08 RM921 PVP Contract 30/06/2017
Defence Support Group £6,339.32 RM921 PVP Contract 30/06/2017
Marine Management Organisation £4,388.00 RM921 PVP Contract 30/06/2017
Food and Environment Research Agency The £3,194.96 RM921 PVP Contract 30/06/2017
Forestry Commission £3,041.34 RM921 PVP Contract 30/06/2017
Defence Equipment and Support £2,577.26 RM921 PVP Contract 30/06/2017
Agriculture and Horticulture Development Board £2,148.54 RM921 PVP Contract 30/06/2017
Water Services Regulation Authority £1,533.21 RM921 PVP Contract 30/06/2017
JNCC Support Co £1,304.12 RM921 PVP Contract 30/06/2017
Defence Business Services £1,195.85 RM921 PVP Contract 30/06/2017
Defence Science and Technology Laboratory £1,119.82 RM921 PVP Contract 30/06/2017
Sea Fish Industry Authority £1,115.61 RM921 PVP Contract 30/06/2017
Consumer Council for Water £915.50 RM921 PVP Contract 30/06/2017
Veterinary Medicines Directorate £879.70 RM921 PVP Contract 30/06/2017
National Forest Company £600.00 RM921 PVP Contract 30/06/2017
Arts and Humanities Research Council £600.00 RM921 PVP Contract 30/06/2017
Biotechnology and Biological Sciences Research Council £600.00 RM921 PVP Contract 30/06/2017
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Economic and Social Research Council £600.00 RM921 PVP Contract 30/06/2017
Engineering and Physical Sciences Research Council £600.00 RM921 PVP Contract 30/06/2017
NERC sea Mammal Research Unit £600.00 RM921 PVP Contract 30/06/2017
Ordnance Survey £600.00 RM921 PVP Contract 30/06/2017
UK Space Agency £600.00 RM921 PVP Contract 30/06/2017
Office of the Gas and Electricity Markets £600.00 RM921 PVP Contract 30/06/2017
Queen Elizabeth Il Conference Centre The £600.00 RM921 PVP Contract 30/06/2017
Gambling Commission £600.00 RM921 PVP Contract 30/06/2017
Heritage Lottery Fund £600.00 RM921 PVP Contract 30/06/2017
National Heritage Memorial Fund £600.00 RM921 PVP Contract 30/06/2017
Pensions Regulator The £600.00 RM921 PVP Contract 30/06/2017
Marshall Aid Commemoration Commission £600.00 RM921 PVP Contract 30/06/2017
NHS Trust Development Authority £600.00 RM921 PVP Contract 30/06/2017
Office of Communications £600.00 RM921 PVP Contract 30/06/2017
Bank of England £600.00 RM921 PVP Contract 30/06/2017
Financial Conduct Authority £600.00 RM921 PVP Contract 30/06/2017
Serious Fraud Office £600.00 RM921 PVP Contract 30/06/2017
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Annex B - RM3785 Current Public Sector Print Customers

This information is provided for information purposes only and is provided to assist Potential Providers in understanding
the scalability of the number of Contracting Authorities who may wish to access the Framework Agreement. It does not
guarantee any volumes through the Framework Agreement.

The Current Public Sector Print Customers List provides current information held by the Authority on Contracting
Authorities utilising legacy print arrangements. Contracting Authorities are not committed to use a particular Lot of the
Managed Print and Digital Solutions Framework Agreement and it is the responsibility of the Contracting Authorities to
assess and decide which Lot best meets their requirements.

Customer Spend 15/16 Current Arrangement Expiry Date
NHS Business Services Authority £10,622,941.40] RM1687 WPS Print Fw 30/06/2018
Transport for London £4,311,481.14 RM1687 WPS Print Fw 01/03/2018
Construction Skills £3,020,836.67 PDS Print Contract 30/11/2016
Department for Education £2,642,228.55 PDS Print Contract 30/11/2016
Standards Testing Authority £1,639,742.84 PDS Print Contract 30/11/2016
Chartered Institute of Personnel and Development £1,321,381.59] RM1687 WPS Print Fw 01/08/2018
Metropolitan Police £1,287,162.03 RM1687 WPS Print Fw 01/11/2018
Public Health England £1,204,291.69 PDS Print Contract 30/11/2016
Department for Education £1,008,832.20f RM921 PVP Contract 30/06/2017
Essex County Council £967,072.68 RM1687 WPS Print Fw 01/03/2018
London Borough Waltham Forest £874,698.84 RM1687 WPS Print Fw 01/09/2017
Birmingham City Council £852,192.85] RM1687 WPS Print Fw 01/05/2018
Health and Safety Executive £615,910.47 RM921 PVP Contract 30/06/2017
Legal Aid Agency £571,465.49 RM921 PVP Contract 30/06/2017
Electoral Commission £546,557.68| RM921 PVP Contract 30/06/2017
Northamptonshire County Council £490,294.13| RM1687 WPS Print Fw 01/10/2018
City of Wakefield Council £428,521.98( RM1687 WPS Print Fw 01/01/2017
Borough of Poole Council £408,029.67 RM1687 WPS Print Fw 01/04/2018
Queens University Belfast £407,248.54| RM1687 WPS Print Fw 01/09/2019
Health & Safety Executive £403,812.41 PDS Print Contract 30/11/2016
Surrey County Council £383,464.46 RM1687 WPS Print Fw 01/12/2016

© Crown copyright 2016






Animal and Plant Health Agency £336,032.12 PDS Print Contract 30/11/2016
Money Advice Service The £311,980.92 RM921 PVP Contract 30/06/2017
Foreign & Commonwealth Office £272,720.69 RM921 PVP Contract 30/06/2017
Cabinet Office £261,666.74 RM921 PVP Contract 30/06/2017
National Institute for Health and Care Excellence £255,830.96 PDS Print Contract 30/11/2016
Valuation Office Agency £247,172.53 RM921 PVP Contract 30/06/2017
National College for Teaching & Leadership £233,245.09 PDS Print Contract 30/11/2016
London Borough of Sutton Council £228,209.37| RM1687 WPS Print Fw 01/03/2017
NHS Information Centre £218,131.20 RM921 PVP Contract 30/06/2017
Pensions Agency £212,949.09 PDS Print Contract 30/11/2016
Pension Protection Fund £182,469.27 RM921 PVP Contract 30/06/2017
Insolvency Service £180,264.02| RM921 PVP Contract 30/06/2017
Maidstone & Tunbridge Wells NHS Trust £172,568.11| RM1687 WPS Print Fw 01/04/2019
Office for National Statistics £171,366.39 RM921 PVP Contract 30/06/2017
Food Standards Agency £152,060.20f RM921 PVP Contract 30/06/2017
Department For Communities And Local Government £148,668.33 RM921 PVP Contract 30/06/2017
Maidstone and Tunbridge Councils £146,534.29( RM1687 WPS Print Fw 01/03/2018
UK Trade and Investment £142,619.95 RM921 PVP Contract 30/06/2017
British Library The £139,285.81f RM921 PVP Contract 30/06/2017
Engineering Construction Industry Training Board £135,527.46] RM921 PVP Contract 30/06/2017
Student Loans Company £123,791.50 PDS Print Contract 30/11/2016
VisitBritain British Tourist Authority £123,781.91 RM921 PVP Contract 30/06/2017
Crown Prosecution Service £120,542.43 RM921 PVP Contract 30/06/2017
Basildon District Council £117,334.63] RM1687 WPS Print Fw 01/10/2017
Department for Health £94,794.50 PDS Print Contract 30/11/2016
Ministry of Justice £92,707.24 RM921 PVP Contract 30/06/2017
Environment Agency £89,709.63 PDS Print Contract 30/11/2016
HM Prison Service £77,884.20 RM921 PVP Contract 30/06/2017
Medicines and Healthcare Products Regulatory Agency £77,750.91 RM921 PVP Contract 30/06/2017
Equality and Human Rights Commission £75,641.84] RM921 PVP Contract 30/06/2017
Security Industry Authority £75,097.71| RM921 PVP Contract 30/06/2017
National Crime Agency £75,097.71 RM921 PVP Contract 30/06/2017
Independent Police Complaints Commission £74,984.91 RM921 PVP Contract 30/06/2017
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Chief Executive of Skills Funding £73,485.03 RM921 PVP Contract 30/06/2017
Science Museum London The £68,644.99 RM921 PVP Contract 30/06/2017
Midlands and Lancashire Commissioning Support Unit £68,056.73 RM921 PVP Contract 30/06/2017
Office for Standards in Education £65,337.34| RM921 PVP Contract 30/06/2017
Big Lottery Fund The £60,532.69| RM921 PVP Contract 30/06/2017
Legal Services Ombudsman £59,426.67| RM921 PVP Contract 30/06/2017
Western Sussex Hospitals NHS Trust £57,587.26 RM1687 WPS Print Fw 01/05/2017
South East Commissioning Support Unit £57,252.75| RM921 PVP Contract 30/06/2017
Thames Valley Police £55,730.50) RM1687 WPS Print Fw 01/07/2019
Surrey Police £54,000.00| RM1687 WPS Print Fw 01/06/2017
Department Of Energy And Climate Change £49,797.16| RM921 PVP Contract 30/06/2017
Royal Parks Foundation The £48,288.31| RM921 PVP Contract 30/06/2017
Government Legal Department £44,452.33 RM921 PVP Contract 30/06/2017
National Railway Museum £42,441.41 RM921 PVP Contract 30/06/2017
Low Pay Commission £42,369.86 RM921 PVP Contract 30/06/2017
Food Standards Agency Wales £42,286.03| RM921 PVP Contract 30/06/2017
Charity Commission,The £40,217.12| RM921 PVP Contract 30/06/2017
Office for Budget Responsibility £38,303.55 RM921 PVP Contract 30/06/2017
National Archives The £38,061.39 RM921 PVP Contract 30/06/2017
NHS England £36,025.57 PDS Print Contract 30/11/2016
HM Land Registry £34,210.56 RM921 PVP Contract 30/06/2017
Home Office £32,558.58 PDS Print Contract 30/11/2016
Food Standards Agency Northern Ireland £32,315.78 RM921 PVP Contract 30/06/2017
Student Loans Company £28,284.10] RM1687 WPS Print Fw 31/03/2017
UK Export Finance £28,235.59 RM921 PVP Contract 30/06/2017
Financial Ombudsman Service £26,861.90f RM921 PVP Contract 30/06/2017
Department for International Development £24,962.71 RM921 PVP Contract 30/06/2017
Royal National Orthopaedic Hospital NHS Trust £24,956.14] RM1687 WPS Print Fw 01/04/2017
Department for Culture Media And Sport £22,275.13 RM921 PVP Contract 30/06/2017
Pensions Regulator £21,319.40 PDS Print Contract 30/11/2016
National Media Museum £20,744.08] RM921 PVP Contract 30/06/2017
Historic England £20,671.60 RM921 PVP Contract 30/06/2017
Planning Inspectorate The £20,211.39 RM921 PVP Contract 30/06/2017
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Education Funding Agency £19,818.33 PDS Print Contract 30/11/2016
Nuclear Decommissioning Authority £17,913.99 RM921 PVP Contract 30/06/2017
Museum of Science and Industry £17,797.70] RM921 PVP Contract 30/06/2017
Law Commission £14,781.99 RM921 PVP Contract 30/06/2017
Food Standards Agency Scotland £13,964.05| RM921 PVP Contract 30/06/2017
National Measurement Office £12,854.58 RM921 PVP Contract 30/06/2017
Driver Vehicle Licensing NI £12,659.52 RM921 PVP Contract 30/06/2017
Office of Rail and Road £12,589.14] RM921 PVP Contract 30/06/2017
Coal Authority The £12,441.88 RM921 PVP Contract 30/06/2017
NHS Protect £12,403.36 PDS Print Contract 30/11/2016
Wales Office £11,073.28 RM921 PVP Contract 30/06/2017
Independent Parliamentary Standards Authority £10,987.49 RM921 PVP Contract 30/06/2017
National Offender Management Service £10,926.58 RM921 PVP Contract 30/06/2017
Health and Social Care Information Centre £10,554.00 PDS Print Contract 30/11/2016
NHS Litigation Authority £10,533.58| RM921 PVP Contract 30/06/2017
HM Courts and Tribunals Service £9,168.59( RM921 PVP Contract 30/06/2017
Radioactive Waste Management Advisory Committee £8,902.81 RM921 PVP Contract 30/06/2017
Research Councils UK £8,883.24 RM921 PVP Contract 30/06/2017
Export Credits Guarantee Department £8,801.43 RM921 PVP Contract 30/06/2017
Homes and Communities Agency £8,351.67 RM921 PVP Contract 30/06/2017
Health and Safety Executive £7,783.49 RM921 PVP Contract 30/06/2017
Competition Appeal Tribunal £7,747.45 RM921 PVP Contract 30/06/2017
Crown Commercial Service £7,488.11] RM921 PVP Contract 30/06/2017
Natural Environment Research Council £6,987.75 RM921 PVP Contract 30/06/2017
National Employment Savings Trust £6,849.73 RM921 PVP Contract 30/06/2017
Higher Education Funding Council for England £6,755.30] RM921 PVP Contract 30/06/2017
Criminal Cases Review Commission £6,678.72 RM921 PVP Contract 30/06/2017
Independent Living Fund £6,497.90| RM921 PVP Contract 30/06/2017
Human Fertilisation and Embryology Authority £6,223.69( RM921 PVP Contract 30/06/2017
Forest Research £5,924.58 RM921 PVP Contract 30/06/2017
UK Debt Management Office £5,656.76] RM921 PVP Contract 30/06/2017
Competition and Markets Authority £5,504.31 RM921 PVP Contract 30/06/2017
Science Museum Group £5,167.95 RM921 PVP Contract 30/06/2017
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Northern Ireland Office £5,087.01 RM921 PVP Contract 30/06/2017
Department for Business, Innovation and Skills £4,778.28 PDS Print Contract 30/11/2016
HM Inspectorate of Prisons £4,681.12 RM921 PVP Contract 30/06/2017
National Savings and Investments £4,637.79 RM921 PVP Contract 30/06/2017
Sport England £4,610.18 RM921 PVP Contract 30/06/2017
Scotland Office £4,478.93 RM921 PVP Contract 30/06/2017
Gangmasters Licensing Authority £4,337.37 RM921 PVP Contract 30/06/2017
UK Sport £4,336.14 RM921 PVP Contract 30/06/2017
Met Office £4,303.80( RM921 PVP Contract 30/06/2017
Government Actuary's Department £4,218.14 RM921 PVP Contract 30/06/2017
NHS Professional standards Agency £4,111.63 RM921 PVP Contract 30/06/2017
British Transport Police £3,891.60 RM921 PVP Contract 30/06/2017
British Museum £3,704.80f RM921 PVP Contract 30/06/2017
Local Government Boundary Commission for England £3,494.46 RM921 PVP Contract 30/06/2017
Information Commissioner’s Office £3,468.22 RM921 PVP Contract 30/06/2017
Pensions Advisory Service The £3,455.18 RM921 PVP Contract 30/06/2017
Horserace Betting Levy Board £3,386.19 RM921 PVP Contract 30/06/2017
Sports Grounds Safety Authority £3,381.79 RM921 PVP Contract 30/06/2017
Central Arbitration Committee £3,379.00f RM921 PVP Contract 30/06/2017
Central Arbitration Committee £3,379.00f RM921 PVP Contract 30/06/2017
Health and Social Care Information Centre £3,377.15 RM921 PVP Contract 30/06/2017
Attorney General's Office £3,284.82 RM921 PVP Contract 30/06/2017
Tate £3,281.66 RM921 PVP Contract 30/06/2017
Personal Finance Education Group £3,256.87 PDS Print Contract 30/11/2016
UK Anti Doping £3,215.36 RM921 PVP Contract 30/06/2017
Natural History Museum £3,111.03 RM921 PVP Contract 30/06/2017
UK Asset Resolution £3,015.80f RM921 PVP Contract 30/06/2017
Parliamentary and Health Service Ombudsman £3,000.00f RM921 PVP Contract 30/06/2017
Committee On Climate Change £2,951.15( RM921 PVP Contract 30/06/2017
Office for Fair Access £2,886.71 RM921 PVP Contract 30/06/2017
National Gallery The £2,871.87| RM921 PVP Contract 30/06/2017
Nursing and Midwifery Council £2,828.63 RM921 PVP Contract 30/06/2017
Monitor £2,734.64] RM921 PVP Contract 30/06/2017
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Intellectual Property Office £2,516.70| RM921 PVP Contract 30/06/2017
NHS England National Commissioning Board £2,479.43 RM921 PVP Contract 30/06/2017
Crown Estate £2,479.25 RM921 PVP Contract 30/06/2017
National Institute For Health and Clinical Excellence £2,454.70 RM921 PVP Contract 30/06/2017
Supreme Court The £2,272.73 RM921 PVP Contract 30/06/2017
Human Tissue Authority £2,247.67 RM921 PVP Contract 30/06/2017
Health Research Authority £2,224.90f RM921 PVP Contract 30/06/2017
Science and Technology Facilities Council £2,213.79 RM921 PVP Contract 30/06/2017
Pensions Ombudsman £2,201.77 RM921 PVP Contract 30/06/2017
UK Statistics Authority £2,197.71 RM921 PVP Contract 30/06/2017
Legal Services Board £2,067.85| RM921 PVP Contract 30/06/2017
FCO Services £1,985.42 RM921 PVP Contract 30/06/2017
NHS Pensions Choice £1,972.37 PDS Print Contract 30/11/2016
National College for Teaching and Leadership £1,945.87 RM921 PVP Contract 30/06/2017
Office of the Public Guardian £1,882.31f RM921 PVP Contract 30/06/2017
Equality and Human Rights Commission £1,825.46 PDS Print Contract 30/11/2016
Office for Nuclear Regulation £1,800.00f RM921 PVP Contract 30/06/2017
Parole Board The £1,779.00 RM921 PVP Contract 30/06/2017
Skills Funding Agency £1,769.68 RM921 PVP Contract 30/06/2017
Local Government Ombudsman £1,754.91f RM921 PVP Contract 30/06/2017
Office of the Children's Commissioner £1,651.78 RM921 PVP Contract 30/06/2017
Greenwich Hospital and Travers Foundation £1,640.71 RM921 PVP Contract 30/06/2017
Churches Conservation Trust £1,634.05 RM921 PVP Contract 30/06/2017
British Film Institute £1,623.03 RM921 PVP Contract 30/06/2017
Groceries Code Adjudicator £1,592.27 RM921 PVP Contract 30/06/2017
General Dental Council £1,590.78 RM921 PVP Contract 30/06/2017
Government Equalities Office £1,580.68| RM921 PVP Contract 30/06/2017
Medical Research Council £1,545.38 RM921 PVP Contract 30/06/2017
Judicial Appointments Commission £1,520.78| RM921 PVP Contract 30/06/2017
UK Atomic Energy Authority £1,502.23 RM921 PVP Contract 30/06/2017
Office of Surveillance Commissioners £1,496.90 RM921 PVP Contract 30/06/2017
Commissioners for the Reduction of National Debt £1,450.54] RM921 PVP Contract 30/06/2017
Construction Industry Training Board £1,401.97 RM921 PVP Contract 30/06/2017
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Parole Board for England and Wales £1,362.90| RM921 PVP Contract 30/06/2017
UK Commission for Employment and Skills £1,357.11f RM921 PVP Contract 30/06/2017
Single Source Regulations Office £1,355.33 RM921 PVP Contract 30/06/2017
Standards and Testing Agency £1,341.10f RM921 PVP Contract 30/06/2017
Valuation Tribunal Service £1,335.81f RM921 PVP Contract 30/06/2017
BBC £1,335.40 RM921 PVP Contract 30/06/2017
National Museums Liverpool £1,334.50f RM921 PVP Contract 30/06/2017
Children and Family Court Advisory and Support Service £1,334.05 RM921 PVP Contract 30/06/2017
UK Green Investment Bank PLC £1,300.04f RM921 PVP Contract 30/06/2017
National Maritime Museum £1,296.03 RM921 PVP Contract 30/06/2017
Arts Council England £1,283.63 RM921 PVP Contract 30/06/2017
Royal Parks, the £1,249.10f RM921 PVP Contract 30/06/2017
National Portrait Gallery £1,236.41f RM921 PVP Contract 30/06/2017
Health and Care Professions Council £1,234.94 RM921 PVP Contract 30/06/2017
Transport Focus £1,234.63 RM921 PVP Contract 30/06/2017
Youth Justice Board for England and Wales £1,229.07| RM921 PVP Contract 30/06/2017
Creative Scotland £1,221.74 RM921 PVP Contract 30/06/2017
Financial Services Compensation Scheme £1,205.12 RM921 PVP Contract 30/06/2017
Geffrye Museum £1,201.96f RM921 PVP Contract 30/06/2017
Northern Ireland Human Rights Commission £1,187.80 RM921 PVP Contract 30/06/2017
Office for Legal Complaints £1,177.01f RM921 PVP Contract 30/06/2017
Payment Systems Regulator £1,109.67 RM921 PVP Contract 30/06/2017
Public Works Loan Board £1,102.88 RM921 PVP Contract 30/06/2017
Sir John Soane's Museum £1,086.44 RM921 PVP Contract 30/06/2017
Westminster Foundation for Democracy £1,075.61 RM921 PVP Contract 30/06/2017
Independent Housing Ombudsman £1,066.63 RM921 PVP Contract 30/06/2017
Great Britain China Centre The £1,060.80f RM921 PVP Contract 30/06/2017
Technology Strategy Board £1,059.42 RM921 PVP Contract 30/06/2017
Wilton Park Executive Agency £1,042.77| RM921 PVP Contract 30/06/2017
Sport Scotland £984.33] RM921 PVP Contract 30/06/2017
Public Prosecution Service for Northern Ireland £982.43 RM921 PVP Contract 30/06/2017
Victoria and Albert Museum £976.07 RM921 PVP Contract 30/06/2017
National Institute for Health and Care Excellence £972.31 RM921 PVP Contract 30/06/2017
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Imperial War Museum £963.91 RM921 PVP Contract 30/06/2017
Audit Commission £953.01] RM921 PVP Contract 30/06/2017
Royal Armouries £949.35 RM921 PVP Contract 30/06/2017
Wallace Collection The £943.73 RM921 PVP Contract 30/06/2017
Criminal Injuries Compensation Authority £860.37 RM921 PVP Contract 30/06/2017
English Institute of Sport £859.67| RM921 PVP Contract 30/06/2017
Office of the Qualifications and Examinations Regulator £856.22 RM921 PVP Contract 30/06/2017
Sentencing Council £850.96/ RM921 PVP Contract 30/06/2017
Parades Commission £843.49 RM921 PVP Contract 30/06/2017
Civil Aviation Authority £825.66/ RM921 PVP Contract 30/06/2017
British Hallmarking Council £755.77] RM921 PVP Contract 30/06/2017
Advisory Council on the Misuse of Drugs £370.70f RM921 PVP Contract 30/06/2017
UK Financial Investments Limited £267.02] RM921 PVP Contract 30/06/2017
Department for Environment Food and Rural Affairs £199.00 PDS Print Contract 30/11/2016
Government Car Service £178.20f RM921 PVP Contract 30/06/2017
National Clinical Assessment Service £89.72] RM921 PVP Contract 30/06/2017
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OFFICIAL SENSITIVE - COMMERCIAL

1. DEFINITIONS

1.1 In this Annex C the following expressions shall have the following meanings:

"Advanced Laying Information"” means specific information about a Paper

supplied to Parliament for planning purposes the day before the Paper is Laid;

“‘Authoring Organisation” means a Crown or other responsible organisation or
its agent, which authors Papers for which C&HP Services may be procured by

a Contracting Authority;
“Authority” means the Crown Commercial Service (CCS);

“C&HP Services” mean the Services in relation to the Papers to be provided
by the Supplier to the Contracting Authority specified in the C&HP

Specification;

“C&HP Specification” means this specification of requirements in relation to
the C&HP Services, which forms Annex C of this Framework Agreement and is
part of the Specification;

“Contracting Authority” means a responsible organisation procuring C&HP
Services, which may also be an Authoring Organisation or the agent for an
Authoring Organisation;

“Command Papers” mean those Papers which are part of a numbered series
that are Laid before Parliament by Command of the Sovereign, though in
practice by a Minister of the Crown, concerning matters which the Government
considers should be drawn to the attention of Parliament as further
particularised in clauses 4.1 to 4.14 of this C&HP Specification. Command

Papers do not attract parliamentary privilege;

“Controller” means the Controller of Her Majesty’s Stationery Office and
Queen’s Printer of Acts of Parliament, an official operating within The National
Archives who on behalf of the Crown has the policy responsibility for the

production and distribution requirements in connection with the Papers;
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OFFICIAL SENSITIVE - COMMERCIAL

"Copies” means copies of Papers in any Format under the relevant C&HP

Services;

"Content" means all Material (including text, images, tables, graphics and
colophons) submitted for inclusion in each “Paper” including Crown copyright
material, non-Crown Copyright material, assigned copyright, third party
copyrights, third party copyrights, which have been licensed to the Contracting
Authorities and where relevant, material and templates employed by the
Supplier as set out in the C&HP Specifications;

“Crown Copyright" has the meaning given to it in section 163 of the
Copyright, Designs and Patents Act 1988. For the purposes of this C&HP
Specification, it also includes Crown-owned copyright and Crown, and Crown-
owned Database Rights;

"Database Right" has the meaning given to it in the Copyright and Rights in
Databases Regulations 1997 (S.1. 1997/3032);

“Charges” means the prices applying to C&HP Services and which are set out

in Framework Schedule 3, Framework Agreement Terms & Conditions

“Fiscal Event Document” means documents produced by HM Treasury and
the Office for Budget Responsibility, for Budgets, Autumn
Statements, Spending Reviews and other related events. Includes the main
event document (the Budget or Autumn Statement) and the accompanying

Economic and Fiscal Outlook.

“Format” means the presentation of a Paper's Content including MS Word,
InDesign or equivalent; PDF, plain text files with Govspeak applied, other digital

Copies, Braille and printed Copies;

“Govspeak” means a simplified 'markup' language based on Markdown which
is added to plain text files for the purposes of creating an html version of a
Paper for publication on GOV.UK. More information can be found here:

https://github.com/alphagov/govspeak/wiki/Using-govspeak-on-GOV.UK
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“‘House of Commons Papers” mean those Papers which are part of a
numbered series that are Laid before the House of Commons due to a statutory
obligation or as a Return to an Address and which are subject to parliamentary

privilege, as further particularised in clause 4.16 of this C&HP Specification;

“Laid” means that a Paper has been formally presented to Parliament in the
Journal Office in the House of Commons and/or the Printed Paper Office in the
House of Lords;

“Official Version” means the Web PDF version/s of the Papers unless

otherwise advised by the Authority;

“Papers” means the Official Version of Command Papers, House of Commons
Papers, Un-numbered Command Papers, Un-numbered Act Papers and other
papers Laid before Parliament, and/or other or ancillary papers which a
Contracting Authority requires to be procured through C&HP Services;

“Parliament” means individually and collectively the offices of the House of

Commons and the House of Lords which purchase Copies of Papers;

“Parliamentary Estate” means the Palace of Westminster or other Premises

owned, by or used by Parliament;

“Print PDF” means a PDF that as a minimum meets the requirements of
PDF/X-1a ISO 15930-4:2003

(http://www.iso.org/iso/iso_catalogue/catalogue _tc/catalogue detail.htm?csnu
mber=39938) or its successors;

“Premises” for the purposes of this Annex C “Premises” means the location
where the C&HP Services are to be supplied, as set out in the C&HP

Specification;

"Publication Furniture" means the Official Version’s ISBN, Crown copyright or
best practice non-Crown copyright and produced in the UK statements which

are to be included on page 2 of each Paper;
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“Return to an Address” means a House of Commons Paper where the House
of Commons Paper status is applied at the discretion of the Journal Office of

the House of Commons;
“Supplier” means the organisation providing C&HP Services;

“Timeline” means the time period within which the C&HP Services are to be

completed, which may be referred to as a ‘production schedule’;

‘Un-numbered Act Papers” mean those Papers which are not part of a
numbered series which are Laid before the House of Commons due to a
statutory obligation and do not attract parliamentary privilege;

‘Un-numbered Command Papers” means those Papers which are not part of
a numbered series and which are Laid before Parliament by Command of the
Sovereign, though in practice by a Minister of the Crown, that concern matters
which the Government considers should be drawn to the attention of
Parliament and do not attract parliamentary privilege

“Web PDF” means a PDF that as a minimum meets HM Government
standards for Viewing Documents

(https://www.gov.uk/government/publications/open-standards-for-

government/viewing-government-documents) in PDF, that is the requirements
of PDF/A-1 ISO/IEC 19005-1:2005

(http://www.iso.org/iso/catalogue _detail?csnumber=38920) and

PDF/A-2 ISO/IEC 1905-2:2011

(http://www.iso.org/iso/cataloque detail?csnumber=50655) or their successors

as determined by the relevant body.
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2. SCOPE

2.1 This C&HP Specification describes the C&HP Services that the Supplier shall

provide to the Contracting Authority under this RM3785 Public Sector Managed

Print and Digital Solutions Framework Agreement, in relation to the Papers.

2.2 There will be no obligation for Contracting Authorities to procure C&HP

2.3

Services via this RM3785 Public Sector Managed Print and Digital Solutions
Framework Agreement; however as a minimum, Contracting Authorities’
producing Papers will purchase the Distribution Management Service or the
Pre-Production and Bibliographic Information Service for Command and House
of Commons Papers and use C&HP Services for correction services, where

relevant, as described in paragraph 9.

Where the Contracting Authority requires from the Supplier any C&HP
Services, the Supplier shall at all times supply the C&HP Services in
accordance with this, this Annex C of RM3785 Public Sector Managed Print
and Digital Solutions Framework Agreement and the Contracting Authority’s

requirements.
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3. THE ROLE OF THE CONTROLLER

3.1 The Controller, an official operating within The National Archives, is responsible
for managing Crown Copyright under Letters Patent from Her Majesty The
Queen.

3.2 The Letters Patent also confer upon the Controller the title of Queen's Printer.
The Queen's Printer is responsible for overseeing the production, distribution
and official publication of certain Government publications. These are:

i) legislation;
i) statutory notices; and

ii) parliamentary papers, including Command Papers and House of
Commons Papers.

3.3 The Controller co-operates with the Authority in respect of their respective roles
and responsibilities in relation to the C&HP Services.

4. INFORMATION ABOUT THE PAPERS
Command Papers

The main types of Command Papers include:

4.1 Consultations (green papers);

4.2 Major policy papers and proposals for primary legislation (white papers);
4.3 Certain Fiscal Event Papers;

4.4 Draft bills;

45 Treaties;

4.6 Government responses to select committee reports, consultations and

other documents;
4.7 Post-legislative assessments;

4.8 Pay Review reports;

RM3785 Managed Print and Digital Solutions
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4.9 Reports of Royal Commissions;
4.10 Certain reports of inquiry;
411 Certain independent review reports; and
412 Certain annual reports or reviews.
4.12.1 The Controller administers the number series of the Command

Paper series and also sets the requirements for Command
Papers, including standard formatting and styling requirements

(currently set out at www.nationalarchives.gov.uk/information-

management/our-services/publishing-command-papers.htm).

413 Command Paper numbers have been prefixed ‘Cm’ from 1986 to date.
From time to time it may be necessary to introduce a new prefix or
numbering sequence. The Controller shall advise affected parties
including the Supplier of the new prefix prior to its introduction. The
Supplier shall support the Controller in the application of any new prefix.

Previous series prefixes are:

i) C1toC 9550 (1870-1899);

i) Cd1toCd9239 (1900-1918);

iii) Cmd 1 to Cmd 9889 (1919-1956); and
iv) Cmnd 1 to Cmnd 9927 (1956-1986).

Un-numbered Command Papers

4.14 There are very few Un-numbered Command Papers. These include:

i) Contingent Liability Minutes;
i) Treasury Minutes concerning remission of outstanding debt;

iii) Departmental Minutes (for example, regarding gifts to foreign
countries);

iv) Reports of non-government bodies where Government or Parliament
has a major interest; and

v) Explanatory Memoranda to Treaties (which are themselves Laid as
Command Papers.
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House of Commons Papers
4.15 House of Commons Papers include:

i) Certain annual reports and accounts;

ii) Certain Fiscal Event Papers

iif) Parliamentary and Health Service Ombudsman reports;
iv) Statements of changes in immigration rules;

v) Statutory inquiry reports;

vi) Public inquiry reports where the inquiry does not fall under the
Inquiries Act; and

vii) Certain Law Commission Reports

4.16 The Journal Office in the House of Commons administers the number series
of the House of Commons Papers and also sets the requirements for House
of Commons Papers, including standard formatting and styling requirements

(currently set out at http://www.parliament.uk/documents/upload/laying-

papers.pdf).

4.17 House of Commons Papers numbers have a prefix ‘HC’ and are numbered

from ‘1’ at the beginning of each Parliamentary Session.

4.18 House of Commons Papers may be Laid before the House of Lords as

Command Papers.

4.19 The House of Commons also produces its own House of Commons Papers.

These are generally outside the scope of this C&HP Specification.

Un-numbered Act Papers
4.20 Un-numbered Act Papers include:

i) Certain annual reports and accounts;
i) Codes of practice;
iif) National policy statements;

iv) Certain business/corporate plans; and
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v) Certain review reports.

4.21 The Journal Office in the House of Commons sets the requirements for Un-
numbered Act Papers, including standard formatting and styling
requirements (currently set out at
http://www.parliament.uk/documents/upload/laying-papers.pdf).

Other or Ancillary Papers
4.22 Other or ancillary papers are Papers that may include:

4.22.1 documents generally produced alongside Command, House of
Commons and Un-numbered Act Papers, and which can include
executive summaries, annexes, lists of recommendations,

research findings and policy proposals; or
4.22.2 standalone items, which may include:

a) the Queen’s Speech;

b) A4 gold embossed red card folders; and

c) the supply of A4 and A3 sheets of paper and its overprinting.

5. C&HP SERVICES

Services

5.1 The Supplier shall provide the following C&HP Services as required by the
Contracting Authority:

i) Account and project management services;
ii) Production and delivery services; and

iii) Correction and reprint services.

Ordering Procedure for Contracting Authorities Producing Papers

5.2 Prior to providing the C&HP Services, the Supplier shall discuss with the
Contracting Authority and obtain the Contracting Authority’s prior written
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approval of the proposed detailed specification and quotation for the relevant

C&HP Services including, without limitation, the following (as applicable):

5.2.1 Timelines for the production and delivery of printed Copies of the

relevant Paper;

5.2.2 Timelines for the production and delivery of digital Formats
including Web PDFs; Print PDFs and plain text files with
Govspeak applied to the relevant Paper;

5.2.3 print specification including number of printed Copies required;

5.2.4 other C&HP Services, for example any pre-production services
and their Timelines;

5.2.5 delivery Timelines and delivery address requirement including
those for proofs, printed and digital Copies;

5.2.6 Timelines for written confirmation of all Charges incurred on the
relevant Paper to be advised to the Contracting Authority before

invoicing takes place;

5.2.7 Timelines to return copies of final corrected Content Format files
to the Contracting Authority, where the Supplier has added or

changed Content for the creation of PDFs and/or other Formats

5.2.8 Timeline process map showing the order of services to be
provided in addition to other Timelines or Timeline ranges the

Contracting Authority may require included; and

5.2.9 any other requirements of the Contracting Authority.

5.3 The Supplier shall provide the Contracting Authority with an itemised
quotation based on the Contracting Authority’s requirements for each Paper.
Where the relevant services are proposed the quotation shall set out the

Paper’s production and delivery requirements, including where applicable:
5.3.1 number of printed Copies required by the Contracting Authority;

5.3.2 the printing method quoted on;
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5.3.3

5.3.4

5.3.5

5.3.6

5.3.7

5.3.8

5.3.9

5.3.10

5.3.11

5.3.12

OFFICIAL SENSITIVE - COMMERCIAL

whether the text pages including self-covers, shall be printed in

colour or mono, and if litho how many print colours are specified;

whether any separate card cover shall be printed in mono or

colour, and if litho how many print colours are required;

the paper stock quoted on for text and covers, stating the paper
type, grammage and recycled content as standard, and brand
name if requested by the Contracting Authority;

binding style;

pre-production services required, including the creation of a cover,
title and/or copyright page;

creation of Web PDFs and/or Print PDFs as is required,

UK delivery address for one delivery of printed Copies which shall
be included in the Publication Management Fee;

additional delivery requirements, stating the number of Copies to

be delivered, the delivery address and delivery type;

any other C&HP Services required by the Contracting Authority;

and

Timelines for each requirement.

The Charges included in the quotation shall be those described in

Framework Schedule 3, Framework Agreement Terms & Conditions;

54.1

54.2

54.3

54.4

unit and total cost for printed Copies;

pre-production services required, each requirement described and
itemised, including the creation of cover, title and copyright pages

if applicable;

pre-production services required, each requirement described and

itemised;

additional delivery requirements by delivery address and delivery

type;

RM3785 Managed Print and Digital Solutions

Attachment 4a — Specification (Framework Schedule 2) Part A: Goods and Services

Annex C—-1.0

© Crown copyright 2016

12





OFFICIAL SENSITIVE - COMMERCIAL

5.4.5 potential overtime Charges listed separately for each service,

including hourly rates where applicable; and
5.4.6 costs for any other C&HP Services;

5.5 The Supplier shall apply the default Specifications to described in this
Annex C in relation to trimmed page size, orientation, creation and use of
covers, inclusion and assurance of ISBN and copyright statements in
relation to all Papers. The exception to these are the items described in
paragraph 8.10.14 (except not 8.14.1.2 b).

5.6 For some Papers it shall be necessary for the Supplier to see the Paper’s
Content before the quotation can be finalised. The Content may help the
Supplier identify:

5.6.1 the Paper’s potential page extent, which shall be confirmed when
the Contracting Authority has approved the Paper’s final Content
as described in paragraph 8.2;

5.6.2 whether the Supplier shall be required to create the Paper’s cover,
titte and copyright pages, following the templates included in

Appendix 3;
5.6.3 colourfall;
5.6.4 binding style; and/or
5.6.5 the provision of other C&HP Services.

5.7 At the point of ordering, Contracting Authorities may not be in a position to
specify a Paper’s exact requirements. Where this occurs the Supplier shall
discuss the Paper with the Contracting Authority to identify and agree

potential production and delivery requirements and associated Charges.

5.8 Unless the Contracting Authority clarifies its requirements the Supplier shall
use the default Specifications described in this Annex C in relation to paper
stocks, binding styles, approval of final content, and creation and supply of
Print PDFs and Web PDFs.
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5.9

5.10

5.11

5.12

5.13

5.14

OFFICIAL SENSITIVE - COMMERCIAL

The Supplier shall provide the Contracting Authority with a number of
guotations for alternative requirements if required by the Contracting Authority
at no extra cost. Additional quotations may include prices for different

Timelines, Formats or numbers of print Copies.

If the Contracting Authority notifies the Supplier of a change to its
requirements, the Supplier shall provide another quotation to the Contracting
Authority. All the Supplier’'s quotations to the Contracting Authority must be
consistent with the Charges in respect of the C&HP Services described in
Framework Schedule 3, Framework Agreement Terms & Conditions

The Supplier shall provide quotations by the Timeline advised by the
Contracting Authority unless an alternative Timeline is otherwise agreed with
the Contracting Authority.

The Supplier shall provide Contracting Authorities with an initial quotation for
each Paper using a quotation template. The quotation template shall include
brief, clear and accurate information about the C&HP Services provided,
contextual information to help steer the Contracting Authority through the
production and delivery process, and information to manage Contracting
Authority expectations and options should additional Charges become likely or

Timelines potentially shorter.

The Supplier shall submit a pro forma of the quotation template to the
Controller for approval before first usage. The Supplier shall use the approved
template for each Paper’s initial quotation and add to it each Paper’s
production and delivery requirements, other services and Charges as
described in paragraph 3 above and within Attachment 4: Framework
Agreement Terms and Conditions, Framework Schedule 3 (Framework Prices
and Charging Structure).

The Supplier shall retain with its project files records of any updates and
amendments should the Contracting Authority’s requirements change. Any
changes to charges shall be communicated to the Contracting Authority prior
to additional Charges being incurred or, where this is otherwise agreed with

the Contracting Authority, prior to invoicing.
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5.16

5.17
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The Supplier shall provide the Contracting Authority with a final quotation for
each completed Paper for approval before submitting a final invoice. The final
quotation shall identify the Paper’s production and delivery specifications, and
itemise the C&HP Services used and relevant Charges as set out in
paragraph 5.3 above and Attachment 4. Framework Agreement Terms and
Conditions, Framework Schedule 3 (Framework Prices and Charging
Structure).

The Supplier shall use its best endeavours to provide advance notice to the
Contracting Authority where the Paper may incur additional, out of hours
and/or overtime charges. Except where the Contracting Authority has failed to
approve or reject the Supplier's notification of any work which may incur
additional, out of hours and/or overtime charges or it has not been possible for
the Supplier to notify the Contracting Authority, the Contracting Authority shall
be under no obligation to pay such charges unless they have been itemised,
recorded and agreed with the Contracting Authority prior to the Supplier
performing the C&HP Services or part thereof which are relevant to such
charges. In the event that the Contracting Authority incurs unapproved
additional, out of hours and/or overtime charges for the above reasons, such
charges shall be reasonable and any dispute as to the reasonableness of
such charges shall be referred to within Attachment 4: Framework Agreement
Terms and Conditions, Framework Schedule 3 (Framework Prices and

Charging Structure), clause 6.1 (Adjustment of the Framework Prices).

The Supplier shall also comply with the order obligations set out within
Attachment 4a: Specification (Framework Schedule 2), clause 3.8 (Ordering)
and as required by a Contracting Authority’s Call-Off Contract with the
Supplier.
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6. SECURITY

6.1

6.2

6.3

6.4

6.5

In providing the C&HP Services, the Supplier shall at all times comply with
Attachment 4a: Specification (Framework Schedule 2), clauses 3.12 (Data
Security) and 3.13 (Cyber Essentials Scheme) concerning security of
premises where C&HP Services are delivered, cyber security, and staff

involved in delivering services.

Contracting Authorities may specify further security requirements for C&HP

Services their Call-Off Contracts with the Supplier.

The Supplier shall ascertain from the Contracting Authority the security

classification of each Paper produced through C&HP Services.

In addition, the Supplier must not disclose the Content or any other
information in relation to the Papers, prior to the Papers being Laid or
presented before Parliament. This includes Papers for which the Contracting
Authority producing the Paper has not indicated a security classification.

The exception to paragraph 6.4 regarding information about the Papers is the
provision of Advanced Laying Information to Parliament before a Paper is to
be Laid, as set out in paragraph 7.6.3. The form of the Advanced Laying
Information will take is set out at Appendix 2 (Management Information for
Parliament) of this Annex C, where the Supplier shall comply with paragraph
6.1.

6.5.1 If the Supplier is in doubt as to what advance information to
include about a Paper the Supplier shall confirm this information

with the Contracting Authority producing the Paper.

6.5.2 For the avoidance of doubt, Advanced Laying Information
supplied to Parliament shall include information about a Paper,

not the Paper’s Content.
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7. ACCOUNT AND PROJECT MANAGEMENT SERVICES

Account

and Project Management Service for Contracting Authorities
Producing Papers

7.1 The Supplier shall provide to the Contracting Authority an account and/or

project management service in respect of the C&HP Services procured by the

Contracting Authority and as set out at in section 7 of this Annex C and as

required by a Contracting Authority’s Call-Off Contract with the Supplier.

7.2 The Supplier's account and project management service shall include:

7.2.1

7.2.2

7.2.3

7.2.4

account and project management services in respect of the C&HP
Services procured by the Contracting Authority from the receipt of
notification and/or receipt of Content from a Contracting Authority
through to the Paper's pre-production, print and delivery;
appropriate staff with the skills to ensure that the Paper is
produced and distributed in accordance with the requirements of
the Contracting Authority. The Supplier shall keep the Contracting
Authority advised at all times of the Paper’s progress, the Charges
incurred with reference to Attachment 4: Framework Agreement
Terms and Conditions, Framework Schedule 3 (Framework Prices
and Charging Structure) and ensure that the Paper is delivered in
accordance with Timelines agreed with the Contracting Authority;

advice and helpful support to the Contracting Authority so that it
may manage and mitigate potentially contracting Timelines and/or
additional Charges;

proactive suggestions to the Contracting Authority that may
reduce Timelines and/or Charges, including different binding
styles, printing methods or paper stocks, printing in mono instead

of colour and splitting a print or bindery run;

proactive communication with the Contracting Authority on any

issue that may affect a Paper's Timelines, Charges and quality

RM3785 Managed Print and Digital Solutions

Attachment 4a — Specification (Framework Schedule 2) Part A: Goods and Services

Annex C—-1.0

© Crown copyright 2016

17





7.2.5

7.2.6
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within one hour of an issue becoming apparent, whether or not the
Supplier is in a position to immediately mitigate the issue’s impact,
providing options to the Contracting Authority on how the issue

may be resolved;

proactive communication with the Contracting Authority
specifically that may affect a Paper’s Timeline within 48 hours of
the Paper being Laid, are reported to the Contracting Authority
within 15 minutes of an issue becoming apparent, whether or not
the Supplier is in a position to immediately mitigate the issue’s
impact, providing options to the Contracting Authority on how the
issue may be resolved; and

an acknowledgement that the Contracting Authority may not be in
a position to control or change Timelines, particularly the
Timelines for the delivery of Copies and the date on which a
Paper is to be Laid.

7.3 Unless otherwise specified by the Contracting Authority, the Supplier shall

provide the account and project management services from 8am to 5.30pm on

Working Days via email, telephone and teleconferencing. Contracting

Authorities may have a requirement, on occasion, to meet in person with the

account manager. This will be discussed and agreed between the Contracting

Authority and the Supplier as appropriate. In addition, for each Contracting

Authority, the account and project management services shall include:

7.3.1

7.3.2

a single point of contact for each Contracting Authority covering
each and every stage of a Paper’s production and delivery, which
may, at the Contracting Authority’s discretion, include working 24

hours a day, seven days a week;

provision for a Contracting Authority to have standing account and
project management services available for hours outside 8am to
5.30pm for an additional proportionate Charge as set out in

Attachment 4: Framework Agreement Terms and Conditions,
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7.3.4
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Framework Schedule 3 (Framework Prices and Charging

Structure);

provision for a Contracting Authority to have regular review

meetings with the Supplier; and

where the single point of contact is not able to be contacted during
the office hours listed above at paragraph 7.3, and is only able to
be contacted outside of these hours, such out of hours contact
shall not be deemed to be out of hours for the purpose of Charges
under Attachment 4: Framework Agreement Terms and
Conditions, Framework Schedule 3 (Framework Prices and
Charging Structure).

7.4 The Supplier shall maintain appropriate procedures for direct liaison with the

Contracting Authority, which shall be provided from the Supplier's Premises.

7.5 The Contracting Authority may choose to use the C&HP Service’s account

and project management services so that:

7.5.1

7.5.2

7.5.3

it has same single point of contact for all Services procured
through Lot 1;

it and its arm’s length bodies have the same single point of

contact; or

it has a dedicated Supplier contract for a particular Paper, which

could be in addition to its usual single point of contact.

Account Management Service for Parliament

7.6  Where the Contracting Authority is the House of Commons or House of Lords,

the Supplier shall provide an account management service to each of the

House of Commons and the House of Lords to identify their orders of print

Copies so that Copies are available to Members of both Houses immediately

after a Paper has been Laid. The service shall include:
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7.6.1 The Supplier shall hold Parliament’s default print copy distribution
and quantities list by paper type as set out at Appendix 1
(Parliament Default Lists) of this Annex C for update at the

request of Parliament;

7.6.2 The Supplier shall establish with Parliament in advance of
publication when, due to expected increased demand, print
guantities in excess of the default list may be required;

7.6.3 The Supplier shall compile and supply a list of Advanced
Management Information detailing the Papers that are scheduled
for laying the next day;

7.6.4 The Supplier shall process reprint orders on a next day delivery to
Parliament service at the agreed in the Charges set out in
Attachment 4: Framework Agreement Terms and Conditions,
Framework Schedule 3 (Framework Prices and Charging

Structure);

7.6.5 The Supplier shall provide Print PDFs of Papers to Parliament on
request, so that PDFs are available to Parliament immediately
after a Paper has been Laid or presented to Parliament at no

additional cost to Parliament; and

7.6.6 The Supplier shall ensure that Parliament is fully updated when
deliveries are delayed due to a default of a Contracting Authority

or supplier and liaise accordingly to achieve a positive outcome.

7.7 The Supplier shall provide the account management service to Parliament
between 8am and 5.30pm on Working Days including an email address and a
telephone contact number, and when required by either House of Parliament,

in person.

7.8 The Supplier shall provide for either House to have regular review meetings

with the Supplier.
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7.10

7.11

7.12

7.13
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The Supplier shall determine by reference to Parliament’s most recent default
print copy distribution and quantities lists whether Parliament requires print
Copies of any Paper or category of Paper and provide the relevant C&HP
Services in accordance with the aforementioned list. Parliament may, at its
sole discretion, vary its print quantities, and order more, fewer or no print
Copies of each Paper. Parliament’s current default print copy distribution and
quantities list is at Appendix 1 (Parliament Default Lists) of this Annex C.

The Supplier shall not charge Parliament if Parliament does not order any
print Copies of a Paper.

The Supplier shall produce and deliver reprint Copies of the Papers, including
Papers produced by previous Suppliers, as ordered by Parliament.

The Supplier shall charge Parliament for the supply of print Copies as
described in Attachment 4. Framework Agreement Terms and Conditions,
Framework Schedule 3 (Framework Prices and Charging Structure).

The Supplier shall supply Parliament with the management information set
out in Appendix 2 (Management Information for Parliament) of this Annex C at

no additional cost.

Account Management Service for the Controller

7.14

7.15

7.16

The Supplier shall provide an account management service to the Controller

in respect of C&HP Services.

The Supplier shall maintain appropriate procedures for direct liaison with the

Controller on Working Days within usual business hours.

To ensure Contracting Authorities are fully supported the Supplier shall

produce and agree with the Controller plans to provide:

7.16.1 the resourcing needed to deal with implementation, business as
usual and contingency requirements, business continuity and

disaster recovery, Supplier staff annual leave and sickness,
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7.18

7.19
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production peaks and troughs, and transition to a successor

contract and/or arrangements; and

7.16.2 the training required by Supplier staff to deliver the Services,
including implementation and transition to a successor contract

and/or arrangements.

The Supplier shall work collaboratively with the Controller on communications
including emails and seminars aimed at supporting Contracting Authorities
procuring C&HP Services.

The Supplier shall provide the Controller with a list of up-to-date Contracting
Authority contacts in the first of week of March and the fourth week of
September for the duration of this Framework Agreement. The list should
include each Contracting Authority’s contact names, email addresses,
organisation and whether the contact relates to annual reports and accounts
only. The Supplier shall make clear to Contracting Authority contacts in
writing, for example in quotations to Contracting Authorities, that Contracting

Authority contact details shall be shared with the Controller.

The Supplier shall provide Management Information as set out in Attachment
4: Framework Agreement Terms and Conditions, Framework Schedule 9
(Management Information) about the Papers and C&HP Services to the
Authority.

8. PRODUCTION AND DISTRIBUTION SERVICES

8.1

Through its Account and Project management for Contracting Authorities
producing Papers the Supplier shall provide three service options for
Command and House of Commons Papers, and otherwise as required by

Contracting Authorities;
i)  Publication management;
i)  Distribution management; and

iii) Pre-production and bibliographic information management.
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Publication Management

8.2 For each Paper, the Supplier shall provide the services below through a set of

fixed fees (“the Publication Management Fee”), the level of which are

determined in Attachment 4: Framework Agreement Terms and Conditions,

Framework Schedule 3 (Framework Prices and Charging Structure) and

which shall ensure that each Paper is produced and distributed to the

appropriate standard. The Publication Management Fee shall include:

a) Expert advice about Papers’ pre-production, production and
distribution specifications and processes;

b) Provision of quotations and Timelines;

C) Provision, assurance and where necessary insertion of publication
furniture including the Official Version’s ISBN, Crown copyright or best
practice non-Crown copyright and production statements;

d) Publication furniture proofing;

e) Managing proofing and sign-off of Content;

f) Demand management of print Copy quantities;

Q) Print management;

h) Creation and provision Print PDFs and Web PDFs of Papers printed
by the Supplier.

i) Return of any final corrected digital files to the Contracting Authority
where the Supplier has added or changed Content prior to creating
PDFs and/or other versions and Formats;

) Delivery of printed Copies to one UK address advised by the
Contracting Authority producing the Paper;

K) Facilitation of the delivery of printed Copies and PDFs for Parliament;

) Bibliographic and information services; and

m) Access to other C&HP Services, including pre-production Correction
Services and reprints.

8.3 The Publication Management Fee shall consist of two Charges which the

Supplier shall apply in relation to how the Contracting Authority has presented

a Paper’'s Content. The Charges shall reflect the Services required where a

Paper’s Content is supplied:

8.3.1 final, in Print PDF; or

8.3.2 not final, where the Supplier shall, in discussion with the

Contracting Authority, agree the pre-production Services the

Supplier shall provide to prepare a Paper's Content for final
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approval and other Services the Contracting Authority may
require. In such cases the Paper’s Content is generally supplied in

Word, InDesign or equivalent.

A Publication Management Fee shall not apply where a Contracting Authority
is using the Distribution Service or the Pre-Production and Bibliographic

Information Service.

Distribution Management

8.5

8.6

The Distribution Service shall apply where a Contracting Authority does not
need to purchase printed Copies from the Supplier and shall supply the
Supplier with printed Copies for onward delivery to Parliament where the
Supplier has identified that Parliament requires printed Copies of the relevant

Paper.

In such cases the Supplier shall provide the Distribution Service as set out at
paragraphs 8.33 to 8.36 and provide the services below through a fixed fee
(“the Distribution Management Fee”), the level of which is determined in
Attachment 4: Framework Agreement Terms and Conditions, Framework
Schedule 3 (Framework Prices and Charging Structure) which shall ensure
that each Paper is produced and distributed to the appropriate standard. The

Distribution Management Fee shall include:

a) Expert advice about Papers’ pre-production, production and
distribution specifications and processes;

b) Provision of quotations and Timelines;

c) Provision and assurance of the Official Version’s ISBN, Crown
copyright or best practice non-Crown copyright and production
statements;

d) Publication furniture proofing;

e) Facilitation of Print PDFs for Parliament; (Contracting Authority
will provide a print PDF for Parliament);

f) Bibliographic and information services; and

Q) Access to other C&HP Services, including Correction Services.
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Pre-Production and Bibliographic Information Management

8.7

8.8

8.9

It is envisaged that a Pre-Production and Bibliographic Information Service
may become an option for Contracting Authorities where a Paper does not
need to be Laid as a printed Copy and where there is no other print

requirement.

The service would apply where a Contracting Authority does not need to
purchase print Copies from the Supplier, nor supply the Supplier with printed
Copies for onward delivery to Parliament where the Supplier has identified
that Parliament does not require printed Copies of the relevant Paper.

In such cases the Supplier shall provide the Service as described in
paragraphs 8.38 to 8.41 and provide the services below through a fixed fee
(“the Pre-Production and Bibliographic Information Management Fee”),
the level of which shall be determined if/when this option is required. The

Pre-Production and Bibliographic Information Fee would include:

a) Expert advice about Papers’ pre-production, production and
distribution specifications and processes;

b) Provision of quotations and Timelines;

c) Provision and assurance of the Official Version’s ISBN, Crown
copyright or best practice non-Crown copyright and production
statements;

d) Managing proofing and sign-off of Content if pre-production
services are required,;

e) Demand management of print Copy quantities to confirm that
Parliament does not require printed Copies;

f) Creation and provision Print PDFs and Web PDFs of Papers if

required;
9) Facilitation of print PDFs for Parliament;
h) Return of any final corrected digital files to the Contracting

Authority where the Supplier has added or changed Content prior
to creating PDFs and/or other versions and Formats;

i) Publication furniture proofing;
i) Bibliographic and information services; and
k) Access to other C&HP Services; including pre-production and

Correction services.
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PRODUCTION
Print Specifications

8.10 In providing the print services under this Annex C of RM3785 Public Sector
Managed Print and Digital Solutions Framework, the Supplier shall comply
with the following specification in relation to each Paper:

Paper Size and Number of Pages
8.10.1  Trimmed page size: each Paper shall be 297mm x 210mm (A4
portrait).
8.10.2 Page extent: a Paper may consist of any number of pages.

8.10.3  The Supplier may be required by the Contracting Authority to add
pages to the Paper’s overall length as follows:

a) If the Paper is under 32 pages: a self cover and/or a
copyright page (page 2), and/or up to two pages (three
blank sides) to make up a folding section; and

b) If the Paper is 32 pages and over: a title page (page 1), a
copyright page (page 2), and/or up to two pages (three
blank sides) to make up a folding section.

Cover

8.10.4  Unless otherwise specified by a Contracting Authority, a separate
coated card cover is required where a Paper is 32 pages or over.

8.10.5 The cover may be printed on all four pages, but no substantive
information should appear on the inside front or back covers. In
addition, perfect bound covers shall be printed on the spine.

8.10.6  Where the Contracting Authority has specified coated card stock,
those covers shall:

a) have a water based varnish; and
b) shall not be laminated.
Colourfall
8.10.7 A Paper’s text pages and/or cover may be mono or colour, as
specified by the Contracting Authority. Mono means printing one

colour black (K). Colour means printing more than one colour of
CMYK, pantones, metallics and/or special colours.
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Stock

8.10.8  The Supplier shall apply default paper stocks for text pages and
covers included in the Paper’s print price matrices and shall use
default paper stocks if a Contracting Authority has not specified
stocks. The defaults are:

8.10.8.1 Text pages and self covers: From a range of 90gsm
to 120gsm coated stock for Papers with colour text
pages. From the same gsm range uncoated stock may
also be used for Papers with mono text pages and self
covers.

8.10.8.2 Separate card covers: From a range of 170gsm to
250gsm coated card stock.

8.10.9  When using default paper stocks the Supplier shall use stocks
appropriate to the relevant Paper and its Content, and which shall
minimise show through and set off.

8.10.10 Any stock used for the Papers must include 100% recycled fibre
content for uncoated stock and 75% recycled fibre content for
coated stock.

8.10.10.1 The exception to this is where Contracting Authorities
require specific stocks for the items set out in paragraph 8.10.14

8.10.11 Where specified by the Contracting Authority, the Supplier shall
meet the requirements of the Forest Stewardship Council’s Chain
of Custody certification (http://www.fsc-uk.org/en-uk/business-
arealfsc-certificate-types/chain-of-custody-coc-certification) and its
successors.

Binding
8.10.12 Papers’ binding shall be as follows depending on page extent:

8.10.12.1 Papers up to and including 72 pages are saddle
stitched, unless perfect binding is specified by the
Contracting Authority;

8.10.12.2 Papers over 72 pages must be perfect bound; and

8.10.12.3 The Contracting Authority may exceptionally specify that
Papers over 96 pages be section sewn.

8.10.13 Some Papers may consist of more than one volume, either due to
technological requirements, such as the page extent, or as
specified by the Contracting Authority.
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Other or Ancillary Papers

8.10.14 The Supplier shall apply these Specifications, which may vary
from time to time, as required by the Contracting Authority to
the following items:

8.10.14.1

a)

8.10.14.2

b)

d)

f)

9)

RM3785 Managed Print and Digital Solutions

Cabinet Office item:

Queen’s Speech — trimmed page size 237mm X
181mm portrait (362mm x 237mm sheet folded in half
on long edge), page extent determined by Content
supplied by the Contracting Authority, self-cover,
printed mono throughout on Goatskin Parchment
160gsm archival stock, folded, drilled three times and
threaded with dark blue cord; and

Foreign and Commonwealth Office Treaty Section
items:

Treaties: text pages and self covers to be printed on
Sovereign White Wove Recycled 80gsm archival
guality; separate card covers to comply with the default
Specifications described in paragraph 8.10;

Full Powers papers: single sheets of Goatskin
Parchment 160gsm archival stock, finished size 230mm
x 330mm embossed crest in gilt metallic gold (26mm x
24mm embossed area);

Queen’s Full Powers and Warrants: Goatskin
Parchment 160gsm archival stock, self-cover A4
booklet from folded A3 sheets 420mm x 297mm printed
mono on the front cover and inside right side only,
page extent determined by Content supplied by the
Contracting Authority;

Full Powers folders: finished size 235 x 340mm red
uncoated red stock with inside flap glued on inside right
and gold foil crest to front cover (68mm x 62mm foiled
area);

Treaty Paper printed: single sheets of A4 297mm X
210mm 100gsm Conqueror branded stock overprinted
one side with a red border (no bleed);

Treaty Paper embossed: single sheets of A4 297mm X
210mm 100gsm Conqueror branded stock with
embossed crest in gilt metallic gold (26m x 24mm
embossed area); and
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h) Ratifications: supply of single sheets of A3 Goatskin
Parchment 160gsm archival stock.

8.10.15 For paragraphs 8.10.14.2 c) to h) above the Supplier may be
required to supply the Contracting Authority with bulk paper
stocks ahead of printing services.

Supply of Content of Papers

8.11 The Contracting Authority may supply the Content in a variety formats,

8.12

8.13

electronic or hard copy, and generally in Word, InDesign or equivalent and
Print PDF. Where the Contracting Authority supplies Content in PDF the PDF
should be print-ready with all fonts embedded, with trims and bleeds.

If the Content for the title page, copyright page and/or cover is not supplied by
the Contracting Authority, the Supplier shall refer the Contracting Authority to
the relevant template as set out in Appendix 3 of this Annex C in order for the

Contracting Authority to supply the missing content.

If the Contracting Authority does not supply Content, including the latest
Crown copyright statement where the Contracting Authority is a Crown body,
the Official Version’s ISBN, and the produced in the UK statement, the
Supplier shall ensure and, if necessary, insert this missing content by
applying the templates for the title page and copyright page set out in
Appendix 3 (Templates for Title Pages, Copyright Pages and Covers) to this
Annex C and at no additional cost to the Contracting Authority. If the Content
is not supplied by the Contracting Authority in respect of the typeface and
sizes, the Supplier shall ensure that the required Content set out in
paragraph 8.14 (as applicable) is included in the typeface and sizes agreed
with the Contracting Authority at no additional cost.

8.14 The Supplier shall apply the templates set out at Appendix 3 (Templates for

Title Pages, Copyright Pages and Covers) to which the publication
information KPIs set out at Attachment 4: Framework Agreement Terms and
Conditions, Framework Schedule 2 (Goods and Services and Key

Performance Indicators shall apply.
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8.14.1 Where a separate cover is necessary:
8.14.1.1  Title page (first page):

(i) The Royal Arms (Command Papers);

(iiy Title of Paper;

(iii) Presentation line (Command Papers)

(iv) Presentation line and ‘Ordered by the House of
Commons to be printed’ line (House of Commons
Papers);

(v) Month and Year (Command Papers); and

(vi) Number of Paper and Command or HC prefix.

8.14.1.2 Copyright page (second page):
(i) One copyright statement:

a) Crown Copyright papers - the latest statement
obtained from the Controller; and

b) Non Crown Copyright Papers — the latest best
practice statement obtained from the Controller
unless the Contracting Authority is using its
own statement.

(i) Website address, currently
www.gov.uk/government/publications, or its
SUCCEeSSOr;

(i) Official Version ISBN; and

(iv) Production statement which has been approved in
writing by the Controller.

8.14.1.3 Outside front cover:

(i) Optional inclusion of the Royal Arms (Command
Papers);

(i) Optional inclusion of Authoring Organisation’s
colophon;

(iii) Title of Paper;
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(iv) Optional inclusion of the presentation line (Command

Papers);

(v) Optional inclusion of the presentation line and
‘Ordered by the House of Commons to be printed’

line (House of Commons Papers);

(vi) Optional inclusion of Month and Year (Command
Papers); and

(vii) Optional inclusion of the number of Paper and
Command or HC prefix.

8.14.1.4 Outside back cover:

(i) Additional content that may be supplied by the
Contracting Authority, such as marketing information.

8.14.2 Where a separate cover is unnecessary:

8.14.2.1 Title page (first page) which, in this instance, also functions as
the outside front cover:

(i) The Royal Arms (Command Papers only);

(i) Title of Paper;

(iii) Presentation line (Command Papers);

(iv) Presentation line and ‘Ordered by the House of
Commons to be printed’ line (House of Commons
Papers);

(v) Month and Year (Command Papers); and

(vi) Number of Paper and Command or HC prefix.

8.14.2.2 Copyright page (second page):
(i) One copyright statement;

a) Crown Copyright Papers - the latest statement
obtained from the Controller; and

b) Non Crown Copyright Papers - the latest best

practice statement obtained from the Controller
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unless the Contracting Authority is using its own
statement.

(i) Contracting Authority Website address, currently
www.goVv.uk/government/publications , or its
successor;

(i) Official Version ISBN; and

(iv) Production statement which has been approved in
writing by the Controller.

8.14.2.3 Last printed page which, in this instance, also functions as the
outside back cover:

(i) Additional content that may be supplied by the
Contracting Authority, such as marketing information.

8.15 The Supplier shall not add any Content to a Paper that is not detailed in this
Annex C including Supplier file reference numbers or similar without written

approval from the Controller.

Pre-Production Services

8.16 The Supplier shall, if required by the Contracting Authority, provide the pre-
production services set out at Attachment 4a: Specification (Framework
Agreement Schedule 2), clause 4.2 (Pre-Production Services) in respect of a
Paper. In addition, as part of C&HP Services, the Supplier shall also provide

these pre-production services:

8.16.1 indexing;

8.16.2 editorial services and management;

8.16.3 accessibility tagging of Web PDFs; and

8.16.4 Production of plain text files with Govspeak applied.

8.17 The Supplier shall charge for pre-production services as set out in Attachment
4: Framework Agreement Terms and Conditions, Framework Schedule 3

(Framework Prices and Charging Structure).
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8.18 The Supplier shall provide the ordered pre-production services to the
specification agreed between the Supplier and Contracting Authority. This
specification may include the application of specific Contracting Authority
and/or HM Government templates or style guides as required by the

Contracting Authority.

8.19 Where the Supplier is providing pre-production services it shall provide to the
Contracting Authority one round of proofs and up to two rounds of amendment
proofs for the Charges set out in Attachment 4. Framework Agreement Terms
and Conditions, Framework Schedule 3 (Framework Prices and Charging
Structure).

Typefaces and Type Sizes

8.20 The typefaces and type sizes used shall vary according to the specification of
the Contracting Authority and may include the application of:
8.20.1 HM Government accessibility guidelines:

https://www.gov.uk/service-manual/user-centered-
design/resources/creating-accessible-PDFs.html; and

8.20.2 HM Government identity system guidelines:
https://gcs.civilservice.gov.uk/guidance/campaigns/government-
identity-branding/

8.20.2.1 including any successor guidelines from the responsible bodies.

8.21 The minimum size for all type should be 12pt, unless specifically agreed with
the Contracting Authority.

Location of Pre-Production C&HP Services

8.22 As required by the Contracting Authority the Supplier shall supply staff to
provide pre-production services, proofing services and/or approval of final
Content at the Contracting Authority’s premises and/or those of the
Contracting Authority’s agent. It may be necessary to provide these services

outside of normal Working hours.
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As required by the Contracting Authority, the Supplier shall host Contracting
Authority staff and/or those of the Contracting Authority’s agent on Supplier
premises while a Paper is in pre-production or production. The Supplier may
need to provide the Contracting Authority or its agent with secure office space,
stationery, IT and telephone facilities for specific periods of time generally
while a Paper requires pre-production and proofing services leading up to the
approval of final Content. It may be necessary to provide these services
outside of normal Working hours.

A Contracting Authority may require the Supplier to deliver printed proofs for
final Content approval within a Timeline based on a certain number minutes,
for example 30 minutes of the proofs being ready for despatch. This Timeline
may be outside usual Working Hours.

Final Approval of Content

8.25

8.26

8.27

The Supplier shall provide a contract post-ripped proof of the Paper, generally
a PDF, at no additional cost to the Contracting Authority, including any
Content inserted by the Supplier, for the Contracting Authority to approve
before printing and delivery. On occasion hard copy post-ripped proofs may
be required by the Contracting Authority, which may incur a charge if included
in Attachment 4: Framework Agreement Terms and Conditions, Framework

Schedule 3 (Framework Prices and Charging Structure).

On return of the proof of the Paper, the Contracting Authority may need to
make amendments or require the Supplier to make amendments. Following
any amendments the Supplier shall supply a revised proof of the Paper to a

Timeline agreed by the Contracting Authority.

Where agreed between the Parties, the Supplier shall manage the Timeline in
order to accommodate last minute changes and updates. It is possible that
Contracting Authorities may require unavoidable last minute changes to

Content.
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Contracting Authorities providing Content as Print PDFs may decide to waive
the approval of a contract post-ripped proof of the Paper before printing and
delivery. Where the Contracting Authority has advised that it does not require
this proof the Supplier shall confirm this in writing with the Contracting

Authority before printing.

The Supplier shall ensure that all Timelines are met, including those for the
delivery of PDFs and printed Copies of Papers.

Print Copy Quantities and Demand Management

8.30

8.31

With reference to the Contracting Authority’s order for a Paper, the Supplier
shall ascertain the number of printed Copies required by the Contracting
Authority before performing any of the required print production and delivery
services. The Contracting Authority, including Parliament, may at its sole
discretion vary its print Copy requirement and order more, fewer or no printed
Copies of each Paper. The Supplier shall charge for print services as
described in Attachment 4: Framework Agreement Terms and Conditions,

Framework Schedule 3 (Framework Prices and Charging Structure).

Where the Contracting Authority is Parliament, the Supplier shall determine
by reference to Parliament’s most recent default print copies quantities lists for
the House of Commons and the House of Lords (the “Parliament Default
Lists”) whether Parliament requires print Copies of any Paper or category of
Paper ordered by the Contracting Authority and, if so, the number of print
Copies required by Parliament in relation to each ordered Paper. The Supplier
shall obtain from Parliament the Parliament Default Lists and confirm with
Parliament that it is the most up-to-date version before the Supplier performs
any of the required C&HP Services in relation to Parliament. Parliament may,
at its sole discretion, vary its print quantities requirement from those on the
Parliament Default List and order more, fewer or no print Copies of each
Paper. The current Parliament Default Lists are set out in Appendix 1

(Parliament Default Lists) of this Annex C.
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A Contracting Authority will require the Supplier to produce printed Copies
and distribute them to a Timeline within a short period of time (i.e. 4 - 6 hours)
of final Content approval being given. The length and quantities of the Copies
to be delivered to this Timeline will vary, for example the Paper may be up to
160 pages long, with 2000 copies required within 6 hours. This Timeline
maybe outside usual Working Hours.

Distribution Service

8.33

8.34

The Supplier shall provide a service to Contracting Authorities producing
Papers not requiring printed Copies (the “Distribution Service”). The
Supplier shall provide the Distribution Service through its account and project
management services. The distribution service will include the delivery

services listed at paragraph 8.5.
The Supplier shall provide the Contracting Authority with:

8.34.1 Guidance and information about the required Content to include on the
title page, copyright page and covers as described in paragraph 8.14.
This should be provided at the earliest opportunity following receipt of

notification from a Contracting Authority;

8.34.2 Required Content to include in the Paper such as the Official Version
ISBN, the produced in the UK statement, and the latest Crown
Copyright or best practice non Crown copyright statement (if the
Contracting Authority is not using its own copyright statement) as is
relevant. This should be provided at the earliest opportunity following

receipt of natification from a Contracting Authority;

8.34.3 Notification of the number of print Copies that should be delivered to
the Supplier for onward delivery where Parliament requires print
Copies. The Supplier shall notify the Contracting Authority of the
number of print Copies required so that the Contracting Authority has

sufficient time to print copies and meet the delivery deadline;
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8.34.4 The date and time printed Copies should be delivered to the Supplier,
generally the Working Day prior to the Paper’s laying date, in order
that Copies are available to Members of Parliament immediately after

the Paper is Laid; and

8.34.5 Packing, delivery and labelling information for direct deliveries to

Parliament.

The Supplier shall distribute and deliver printed Copies received from the
Contracting Authority as per paragraph 8.34.5, to Parliament.

The Supplier shall accept deliveries of printed Copies of Fiscal Event
Papers where the Contracting Authority is HM Treasury or the Office of
Budget Responsibility on the day a Paper is to be Laid or presented to
Parliament, for onward delivery to Parliament which may be on the same
day and outside usual Working Hours.

If the Contracting Authority requires this service described in paragraph
8.35 it shall provide the Supplier with advance information about the
relevant Papers so the Supplier can manage Timelines and the volume of
the Copies to be delivered. The Supplier may apply an additional Charge

for this service as described.

Pre-Production and Bibliographic Information Service

8.38

8.39

Where the Contracting Authority, including Parliament, does not require
printed Copies of a Paper, the Contracting Authority producing the relevant
Paper shall incur the Pre-Production and Bibliographic information Fee and
not provide the Supplier with printed Copies. The Supplier shall provide the
Pre-Production and Bibliographic Information Service through its account and
project management services and provide the services listed at paragraph
8.7.

To provide this service the Supplier shall obtain from the Contracting Authority
producing the Paper sufficient information to create Title Information for the

Paper’'s Official Version in Web PDF. The Supplier shall provide this
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information to Nielsen ISBN Agency, or its successor, meeting the ISBN

Agency’s requirements for Title Information.

If the Contracting Authority producing the Paper does not provide the Supplier
with the required information the Supplier shall create Title Information from
the Paper’'s officially published Web PDF. If using best endeavours the
Supplier is not in a position to provide the ISBN Agency with the required
information within one week of the Paper being Laid the Supplier shall advise
the Controller.

The Supplier shall provide the Contracting Authority with:

8.41.1 guidance and information about the required Content to include on
the title page, copyright page and covers as described in
paragraph  8.14. This should be provided at the earliest
opportunity following receipt of notification from a Contracting
Authority; and

8.41.2 required Content to include in the Paper such as the Official
Version ISBN, the produced in the UK statement, and the latest
Crown Copyright or best practice non Crown copyright statement
(if the Contracting Authority is not using its own copyright
statement) as is relevant. This should be provided at the earliest
opportunity following receipt of notification from a Contracting
Authority.

Print PDFs

8.42

8.43

Where the Supplier has provided a Paper’s print services, it shall supply an
unlocked Print PDF with all fonts embedded, with trims and bleeds, of the final
approved Paper to the Contracting Authority at no additional cost, so that the

Contracting Authority may make the PDF, publicly available.

The Supplier shall ensure that the Print PDFs it creates meets as a minimum
the requirements of PDF/X-1a ISO 15930-4:2003

(http://www.iso.org/iso/iso cataloque/cataloque tc/catalogue detail.htm?csnu

mber=39938) or its successors.
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Early on in the Paper’s production Timeline the Supplier shall agree with the

Contracting Authority a Paper’s Print PDF:

8.44.1 delivery Timeline so that the Contracting Authority is in receipt of

PDFs before the production of Print Copies has commenced; and

8.44.2 delivery method which shall be informed by file size, security

classification and Timeline.

The Supplier and the Contracting Authority shall use their best endeavours to
ensure that the Print PDFs created by the Supplier have the same final

approved Content as the Laid Paper.

The Supplier shall hold Print PDFs it has created or received in relation to the
C&HP Services so that the PDFs may be transferred to a successor Supplier
on the expiry of this Framework Agreement along with the print PDFs the
Supplier has received from the Contracting Authority (whether directly or

through the Contracting Authority’s previous Suppliers).

Web PDFs

8.47

8.48

8.49

Where the Supplier has provided print services, it shall offer to create and
supply of a Web PDF of the final approved Paper to the Contracting Authority
at no additional cost, so that the Contracting Authority may make the PDF

publicly available.

The Supplier shall ensure that the Web PDFs it creates and supplies to
Contracting Authorities meet HM Government standards for Viewing

Documents (https://www.gov.uk/government/publications/open-standards-for-

government/viewing-government-documents) in PDF, that is the requirements
of PDF/A-1 ISO/IEC 19005-1:2005

(http://www.iso.org/iso/catalogue detail?csnumber=38920) and

PDF/A-2 ISO/IEC 1905-2:2011

(http://www.iso.org/iso/catalogue detail?csnumber=50655) or their

successors as determined by the relevant body.

Early on in the Paper’s production Timeline the Supplier shall agree with the

Contracting Authority a Paper’'s Web PDF:
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8.49.1 delivery Timeline so that the Contracting Authority is in receipt of

PDFs before the production of Print Copies has commenced; and

8.49.2 delivery method which shall be informed by file size, security

classification and Timeline.

The Supplier shall determine whether the Contracting Authority requires the
Supplier to provide services to ensure that a Paper's Web PDF meets HM
Government standards for accessible PDFs: (https://www.gov.uk/service-
manual/user-centered-design/resources/creating-accessible-PDFs.html) or its
successor. The Supplier shall supply these services as required by the
Contracting Authority. The charges at Appendix 1 of this Annex C shall apply
to this service. The Supplier and the Contracting Authority shall use their best
endeavours to ensure that the Web PDFs have the same final approved

Content as the Laid Paper.

DISTRIBUTION

Delivery Times

8.51

8.52

8.53

8.54

The Supplier shall meet the delivery times agreed with the Contracting
Authority for the Paper’s print Copies, Print and Web PDFs and other goods

and services with critical Timelines.

The Timeline for delivery is dependent on the urgency required by the
Contracting Authority, including the time of receipt of the final contract proof.

The Supplier shall provide regular timed deliveries to Contracting Authorities

on request.

Where a Default of the Contracting Authority results in a failure to meet an
agreed Timeline, the Supplier shall make its best endeavours to provide the
services as soon as possible following resolution of the Default. The Supplier

shall not bear responsibility for a Default of the Contracting Authority.
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Packaging, Labelling and Deliveries to Contracting Authorities

8.55 The Supplier shall provide a delivery service as required by Contracting
Authorities including deliveries of printed proofs or sheets, and printed Copies
of the Papers made to Contracting Authorities, including Parliament.

Proofs

8.56 If printed proofs or sheets are supplied before a Paper is Laid, either as hard
copy proofs for approval or as printed sheets prior to binding, they are to have
the following label affixed, pre-printed with the appropriate time and date for

release:

Advance — Privileged Information
Copies Not to be made public until

* Delete as appropriate

In case of query contact
[Supplier name, contact and telephone number]

Printed Copies

8.57 The Supplier shall deliver final printed Copies of the Papers before the Paper
is Laid and ensure all consignments are accompanied by an itemised delivery
note.

8.58 The delivery address for each consignment will be specified by the relevant

Contracting Authority, including Parliament.

8.59 The Supplier shall be able to track the progress of deliveries and update
Contacting Authorities about their deliveries on request. In addition, the
Supplier shall provide the relevant Contracting Authority with written proof of

each delivery ordered including time, place of delivery and recipient.
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8.60 All consignments of printed Copies must be cartoned, parcelled, shrink-

wrapped, plastic enveloped or otherwise packaged in a manner appropriate to
the size and quantity of the contents in order to deliver the Papers securely
and without damage. Consignments must be packed conforming to the

following guidelines:

8.60.1 Maximum size of parcel, box or carton - 250mm wide x 380mm long x
150mm high;

8.60.2 Maximum weight of parcel, box or carton - 10 kilos, the actual weight
of each parcel, box or carton to be indicated,

8.60.3 Parcel, boxes or cartons must be rectangular in shape;

8.60.4 All parcels must be securely wrapped in strong paper and be fastened
with gummed tape or polypropylene carton sealing tape at least 50mm

wide;

8.60.5 Shrink wrapped parcels are acceptable as long as the wrapping gives

adequate protection and does not bend or distort the contents;
8.60.6 Only purpose built boxes (cases or cartons) are acceptable;

8.60.7 Second-hand or sloganised boxes (cases or cartons) are not

acceptable;

8.60.8 One piece fibreboard cases whether made wholly of solid or

corrugated fibreboard, should be used; and

8.60.9 Contents must completely fill the depth of the case; if any case is only
partially filled it is to be stuffed out or cut down (to prevent damage to
the contents by compression whilst in transit or during storage). Cases
must be sealed adequately with tape completely covering the length
of the joint and extending not less than 50mm down the ends of the

carton.

8.61 Deliveries which do not meet these requirements will not be accepted by the

Contracting Authority, including Parliament.
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8.62 All parcels, boxes or cartons and individually cartoned publications must be
clearly labelled on one small end. The labels must be fastened to the parcel,
box or carton in such a way that they cannot become detached. The use of

single or double sided cellulose tape will not be accepted.
8.63 The labels must show the following information:

8.63.1 In the case of House of Commons and Un-numbered Act Papers, the
Parliamentary Session;

8.63.2 The Command or HC number including prefix, as appropriate;
8.63.3 The Official Version’'s Web PDF ISBN;

8.63.4 The number of Copies contained in the parcel;

8.63.5 The month and year of print production; and

8.63.6 The weight of the parcel.

8.64 These details are to appear with the following layout:

SESSION 2012/13
HC 429

Print ISBN [insert number]
10 Copies

09/13 5 Kg

8.64.1 Consignments of embargoed printed Copies, to be opened only after
the Paper is Laid, should bear the following label with release

information completed:
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* Delete as appropriate

NOT TO BE OPENED UNTIL

In case of query contact
[Supplier name, contact and telephone number]

8.65 The Supplier shall seek written approval from the Contracting Authority

before applying additional information, logos, emblems or symbols to the

packaging materials in which the Papers are wrapped.

Additional Delivery Rules in Relation to Parliament

8.66

8.67

8.68

8.69

The Supplier shall make deliveries to the Parliamentary Estate via an Off
Site Consolidation Centre (OSCC). The Supplier shall take this into account
in ensuring delivery of the Papers in good time, and where requested by
Parliament to ensure that it's deliveries to OSCC are timed to catch specific

onward deliveries that OSCC makes to the Parliamentary Estate .

From time to time it may be necessary for the Supplier to deliver Papers

directly to the Parliamentary Estate.

The Supplier shall ensure that all persons delivering Papers to the
Parliamentary Estate comply with House of Commons and House of Lords
requirements, including those relating to security arrangements. The
Supplier’s vehicles making deliveries to the Parliamentary Estate may at any
time during the Contract be required by Parliament to travel via an OSCC to
be security checked before being allowed onto the estate. The Supplier

shall take this into account in ensuring delivery of the Papers in good time.

Whilst on the Contracting Authority’s Premises, the Supplier's Staff shall

comply with all security measures implemented by the Contracting Authority
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and their security Suppliers. The Contracting Authority shall provide copies

of its written security procedures to the Supplier on request.

8.70 The Contracting Authority shall have the right to carry out any search of the

Suppliers’s Staff or of vehicles used by the Supplier at the Contracting

Authority’s Premises.

8.71 For the avoidance of doubt, the requirement set out in paragraph 8.69 above

shall also apply to Staff, to Staff supply chains and to all deliveries of plant

and materials.

8.72 The Booking Process:

a) All deliveries being made to the OSCC MUST be pre-booked with the
CEVA Liaison Desk no later than 16:00 on the working day prior to delivery
unless otherwise agreed;

b) Bookings can be obtained by completing the OSCC booking form
(attached) and e-mailing to xxx@xxx.com or by telephoning 0208 xxx

XXXX (select option x on the automated service);

¢) In order to obtain a booking the supplier must provide ALL information
requested in the booking form or by the CEVA Liaison Desk including a

preferred delivery slot;

d) CEVA will allocate a 15 minute window as close as possible to the

suppliers requested slot;

e) Suppliers with pre agreed ‘fixed’ booking slots must also complete the
booking form as per the above in order to confirm driver/vehicle details and

obtain a unigue booking reference;

f) Dependant on the nature of goods to be delivered, CEVA will advise
whether goods will be unloaded or if a supplier’s driver will be expected to

carry out the onward delivery to the Parliamentary Estate;

g) CEVA will confirm a unique booking reference by return to confirm the

booking has been made;

h) Booking slots are allocated per vehicle only NOT by order multiple; and
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i) Any changes to the data provided in the booking form must be notified to
CEVA at least one hour prior to the driver arriving at the OSCC by e-
mail xxx@xxx.com or telephoning 0208 xxx xxxx (select option x on the

automated service) quoting unique booking reference for delivery.
8.73  Vehicle Arrival at the OSCC:

a) Drivers must arrive at their allocated time slot;

b) On arrival the driver MUST quote the unique booking reference;

c) Vehicle and driver details will be verified against the details previously
provided,;

d) Failure to comply or any variations to the booking form will result in the
vehicle being refused entry;

e) Late arrivals must be notified to xxx@xxx.com or by telephoning:

0208 xxx xxxx (select option x on the automated service); where an
alternative delivery slot will be provided as close to the revised delivery time

as possible.
8.74  Once Onsite at the OSCC:
a) Drivers will be asked to switch off all mobile phones whilst onsite;
b) All vehicles and drivers will be subject to security screening;
¢) Mechanical handling equipment is available to assist unloading vehicles;

d) It is anticipated that the delivery process will last no longer than 15

minutes;

e) If the goods are to be unloaded suppliers delivery paperwork will be
signed ‘unchecked’ at a pallet/box level only. The delivery paperwork will
then follow the goods to their end destination where a detailed product

quality/quantity check will be carried out as normal; and

f) Suppliers drivers carrying out onward deliveries to the Parliamentary
Estate will be issued with further instructions which they MUST follow

otherwise they will be refused upon arrival at the Parliamentary Estate.
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Other Distribution and Delivery Requirements

8.75 The Supplier shall use its best endeavours to ensure that all deliveries it

8.76

8.77

makes directly or via an agent meet the Contracting Authority’s delivery

requirements including Timelines.

The Supplier shall track deliveries and provide regular progress reports to the

Contracting Authority as to whether a delivery is on schedule.

If the Supplier or its agent is unable to meet the Contracting Authority’s
delivery requirements the Supplier shall advise the Contracting Authority as
soon as a problem becomes apparent, providing options on how the

requirements may be met.

Bibliographic information in Relation to Papers

8.78

8.79

8.80

8.81

On behalf of and as the Controller's agent the Supplier shall purchase
sufficient ISBNs with the same series prefix for each Paper likely to be
produced through this Specification. The series prefix shall identify HM

Government as the Papers’ publisher.

If the Supplier has purchased the complete set of ISBNs, it shall sell for a
reasonable charge to the Controller, an agent of the Controller or a
successor Supplier, at the Controller’s request and the Supplier single or
multiple ISBNs shall advise the Controller of the series prefix at the earliest
opportunity before using it in accordance with this C&HP Specification.

The Supplier shall only use ISBNs it has purchased in accordance with
paragraph 8.78 above for Papers it has produced and/or distributed through
this C&HP Specification.

The Supplier shall make arrangements for the regular electronic supply of
title or similar information about the Papers’ Web PDF versions to be
provided to the Nielsen ISBN Agency , or its successor as required by the

ISBN Agency or its successor.
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8.82 The Supplier shall also send the Controller, the British Library and other
recipients at the request of the Controller information about the Papers. The
information shall be supplied in Excel format or equivalent by 9am every
Working Day for the Papers Laid the Working Day and/or day/s immediately
preceding. The information shall be provided cumulatively and for each
Paper list: Laid date, Series details (Cm, HC, or un-numbered Paper where
applicable), Series number for Cm and HC Papers, title, corporate author
(authoring  organisation), individual author (if an individual's name is

associated with the Paper) and ISBN.

8.83 The information provided for the requirements in paragraphs 8.81 and 8.82

shall also include clearly indicate:

8.83.1 Corrections Slips, withdrawn Papers, and withdrawn and reissued
Papers for Papers produced previously; and

8.83.2 Errors and omissions in information that has been supplied

previously that has been rectified.

8.84 Before proceeding with the requirements in paragraphs 8.82 and 8.83 the

Supplier shall supply sample information to the Controller for approval.

8.85 The Supplier shall ensure that an ISBN is included on the copyright page of

each Paper.

8.86 If it is not clear whether a Paper should have an ISBN it has purchased in
accordance with paragraph 8.78 above the Supplier shall clarify with the

Controller.

9 CORRECTION AND REPRINT SERVICES

Correction Services
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9.1 The Supplier shall provide correction services as required by the Contracting

Authority, so that the Contracting Authority may correct the Official Version of

a Paper after the Paper has been printed and/or Laid. These services shall

include:

9.11

9.1.2

9.13

9.14

9.15

Correction slips;
Stickering;

Reprints and redistribution, including confidential secure pulping of
print Copies;

Creation of additional or replacement Web and Print-ready PDFs; and

Correction of the Paper’s bibliographic information where a correction

is needed to ensure the accuracy of that Paper’s bibliographic

information.

9.2 If the Contracting Authority requires a correction to be made to a Paper due to

an error on the Paper, then:

9.21

9.2.2

Stickering

If the error is due to a Default of the Supplier that is capable of being
remedied the Supplier shall correct the Paper at its own expense and
in accordance with the Contract, as required by the Contracting
Authority including correcting the Paper in all the formats and media

held by the Supplier; or

If the error is due to a Default of the Contracting Authority that is
capable of being remedied, the Supplier shall undertake the correction
service required by the Contracting Authority to the Timeline agreed
with the Contracting Authority. The Supplier shall provide a quotation
for any charge in accordance with Framework Schedule 3, Framework
Agreement Terms & Conditions, for approval by the Contracting
Authority before correction services commence to correct the Paper in

all formats and media held by the Supplier.
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Stickers may be used to correct a Paper that has been printed but not
yet Laid. Where the Contracting Authority orders stickers, and the
Timeline before laying allows, the Supplier shall print and/or
appropriately adhere the stickers to the Paper’s print Copies prior to

delivery.

The Supplier shall arrange sufficient stickers to match the original print
quantity of the Paper and delivery as required by the Contracting
Authority and Parliament.

Correction Slips

9.25

9.2.6

9.2.7

Corrections slips may be used to amend a Paper after it has been
printed and Laid. When a correction slip is required the Supplier shall
apply the templates agreed with the Controller at Appendix 4

(Templates for Correction Slips) of this Annex C.

The Contracting Authority shall provide to the Supplier the corrected
Content to include in the correction slip and obtain the necessary
approvals to ensure the correction slip can be accepted by Parliament.

The Supplier shall print sufficient correction slips to match the original
print quantity of the Paper and distribute to the Contracting Authority

and Parliament.

Reprint and Redistribution of Corrected Papers and Content

9.2.8

9.29

The Contracting Authority may require services to support the
withdrawal, or withdrawal and reissue of a Paper after the Paper’s

original version has been printed, distributed and/or Laid.

The Supplier shall provide services to support these requirements
including, where required, the confidential secure pulping of print

Copies as required by the Contracting Authority.

9.2.10 The Supplier shall include information about the Papers for which it

has provided correction services in its Management Information

provided to the Authority.
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Supply of Additional Printed Copies

9.3

9.4

Where the Contracting Authority requires a previously printed Paper to be
reprinted without amendment, the Supplier shall print and deliver the relevant
Copies as required by the Contracting Authority. The charges for such reprints
shall apply as set out in Attachment 4: Framework Agreement Terms and
Conditions, Framework Schedule 3 (Framework Prices and Charging
Structure) and shall not include the Publication Management Fee

component.

The Supplier shall include information about reprints it has provided to the
Contracting Authority in its Management Information provided to the Authority.

10 RE-USE OF PAPERS’ CONTENT AND INFORMATION

10.1 The Content of Papers Laid before Parliament may be re-used for commercial

and non-commercial purposes by third parties, including the Supplier, outside
this C&HP Specification where copyright licencing terms and conditions

permit.

10.2 Before re-using a Paper’s Content the Supplier shall:

10.2.1 ensure that the relevant Paper has been Laid before Parliament; and

10.2.2 not despatch, deliver, disseminate or publish Copies of the Paper or
information about the Paper, including marketing, sales or pricing
information in any format or version or location outside this C&HP
Specification until [9am of the Working Day] after the Paper has been
Laid. This requirement excludes information about the Paper already
made publically available by the relevant Authoring Organisation

and/or Contracting Authority.

10.3 The exception to paragraph 10.2.2 is where a Paper has been published

before [9am of the Working Day] after the Paper has been Laid, in which case
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the Supplier may despatch, deliver, disseminate or publish copies of the

Paper and information about the Paper.
The Paper will be deemed published if a Paper’s:
10.4.1 Web and Print PDFs are available on www.gov.uk; and/or

10.4.2 Web PDF is available on the relevant Contracting Authority’s official
website for Papers produced by these statutory bodies: the Electoral
Commission, the Independent Parliamentary Standards Authority,
the Local Government Boundary Commission and the Parliamentary
and Health Services Ombudsman.

The Supplier shall make relevant Contacting Authorities, Authoring
Organisations and/or other interested parties aware of the Supplier's
obligations set out at paragraph 10 should any of these parties not fully
understand the Supplier's obligations and expect the Supplier not to comply
with paragraph 10.

11 SERVICE EVOLUTION
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11.1 The Supplier shall recognise that Contracting Authorities’ requirements for the
C&HP Services may change throughout the life of this Framework Agreement,
and that the demand for a service may increase, reduce or become zero. For
example purposes only, the demand for printed Copies, may reduce and the

demand for Govspeak files may increase.

11.2 The Supplier shall adapt to changes in the demand for C&HP Services,
providing robust resources, processes and contingency to support changing
requirements over the term of this Framework Agreement, recognising that
changes may be outside of the control of Contracting Authorities.

11.3 The Supplier shall provide detailed plans setting out how the Supplier shall
continue to provide C&HP Services should the demand for a service change,
or may potentially change, on request to the Authority.
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APPENDIX 1 - PARLIAMENT DEFAULT LISTS

Standard Distribution of Command and House Papers*

5 HC HC HC HC HC HC Cm Cm Cm Cm Cm Cm Un-
September | Gener | Gov Agenc | Dept Resou | Law Gener | Treas | Govt Dept Law FCO number
2016 al Resp/M | y Ann. | Rpt rce Com | al ury Resp | Annua | Com | Treaty | ed Act
ain Rpts and Accou | m Minut |Rpts | m & Papers
Estimat Acc nts es Misc
es
Vote Office | 30 30 15 25 15 15 40 15 30 25 15 15 20
PoW
Vote Office |3 3 3 3 3 3 5 3 5 3 3 3 0
Parliament
Street
Vote Office | 10 10 5 5 5 5 10 5 10 10 5 5 0
Portcullis
House
Total HOC | 43 43 23 33 23 23 55 23 45 38 23 23 20
Printed 2 2 2 2 2 2 2 2 2 2 2 2 2
Paper
Office
(PPO),
HOL
Total 45 45 25 35 25 25 57 25 47 40 25 25 22
HOC&HOL
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* The number of copies of any Paper ordered may vary, on the instruction of the Vote Office or Printed Paper Office (for their respective
House), to take account of predicted demand. The standard distribution quantities for each document type and/or office may be altered; the
minimum notice period for a change to the standard quantities will normally be two weeks.
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APPENDIX 2 = MANAGEMENT INFORMATION FOR PARLIAMENT

PARLIAMENT TO REVIEW AND UPDATE INCLUDING REQUIREMENTS FOR
ADVANCED LAYING INFORMATION

1. Advanced Laying Information

The Supplier shall provide an Advance Management Information service to the Vote
Office and the Printed Paper Office in respect of C&HP Services as set out in paragraph
6.5. The Supplier shall provide the Advance Management Information as early as
possible, and no later than on the day before a Paper is to be laid. As a minimum, the
information will include, where applicable: intended date and time of laying, series details
(Cm, HC, or un-numbered Paper where applicable), series number for Cm and HC
Papers, title and corporate author (authoring organisation) or individual author (if an
individual’s name is associated with the Paper). The Supplier will update the information

if it changes.

2. Invoicing

2.1 The Supplier shall provide the Deliverer of the Vote, House of Commons and the Head
of Papers and Publishing, House of Lords with an email including an attachment of a
letter with the name of the organisation in the heading, and providing bank details for
payments and the contact details for financial queries and, if different, for management

information queries.
2.2 The House of Commons will then provide the Supplier with a contract number.

2.3 At the beginning of each financial year on 1 April, the House of Commons will raise a
purchase order for the Papers it is to receive during that financial year. For the first
year of the new arrangements where those arrangements commence mid-financial
year, a purchase order will be raised which will apply until the end of the financial year
31 March 2017. The purchase order number must be shown on each invoice for the

House of Commons.

2.4 The House of Lords does not have purchase orders and shall pay within the statutory
30 days of receiving an invoice (or agreeing that an invoice is correct, whichever is the

later).
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3. Management Information

3.1 The Supplier shall email monthly Management Information to xxx@xxx (for the
Commons) and to xxx@xxx (for the Lords) detailing the charges incurred by the Houses

respectively, at no additional cost. This Management Information shall include, by

Paper:
3.1.1 Title;
3.1.2 Date of invoice;
3.1.3 Invoice number (on which item charged);

3.14 Date delivered;
3.15 Category of Paper;
3.1.6 Paper number;
3.1.7 Number of Copies;

3.1.8 Number of pages including cover, number of colours cover (1 or 4), total
number of pages text, number of colours text pages (1 or 4);

3.1.9 Cost of each Paper; and
3.1.10  Total costs.
3.2 Parliament may make adjustments to the items reported as required.

3.3 The Supplier shall provide the House of Commons (Vote Office) and the House of Lords
(Printed Paper Office) each with its own monthly invoice detailing the charges incurred

by that particular office.

3.4 The Supplier shall provide other offices in Parliament with their own separate invoices
should these offices purchase Papers. The Supplier shall include this information on
each invoice:

34.1 Date delivered;
3.4.2 Category of Paper;
3.4.3 Title of Paper;

344 Paper number;
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3.4.8

3.4.9
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Number of Copies;

Number of pages including cover, number of colours cover (1 or 4), total
number of pages text, number of colours text pages (1 or 4);

Cost of each Paper;
Total invoiced cost; and

Purchase order number (House of Commons only).

3.5 The Supplier shall provide invoices within five Working Days of the beginning of each

calendar month by the following means:

3.5.1

3.5.2

PDF copies of invoices for the House of Commons should be emailed to

xxx@xxx and blind copied to xxx@xxx; and

Invoices for the House of Lords should be sent in hard copy to the Printed
Paper Office, House of Lords, Westminster, London SW1A OPW, and by

email to the xxx@xxx
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APPENDIX 3 — TEMPLATES FOR TITLE PAGES, COPYRIGHT PAGES AND COVERS

1. The Supplier shall ensure that each Paper’s title page, copyright page and back cover
follow the templates as set out below:
1.1. Command Papers, page 1 (title page)
1.2. House of Commons Papers, page 1 (title page)
1.3. Crown copyright Papers, page 2 (copyright page)
1.4. Non Crown copyright Papers, page 2 (copyright page)

1.5. Back cover, House of Commons and Command Papers

2. Contracting Authorities may vary fonts and the typographical arrangement.
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3. Command Papers, page 1 (title page)

Policy proposals and draft bill

Presented to Parliament by the Secretary of State for X3OCOCOCOC
by Command of Her Majesty

January 2017

Cm XXXX
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4. House of Commons Papers, page 1 (title page)

Department for XXXXXXXX
Annual report and accounts 2016-

2017

For the period 1 April 2016 to 31 March 2017

Presented to the House of Commons pursuant to Section 6(4) of the Government
Resources and Accounts Act 2000

Ordered by the House of Commons to be printed on XX July 2017

HC 123
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5. Crown copyright Papers, page 2 (copyright page)

OGL

© Crown copyright [insert year of publication]

This publication is licensed under the terms of the Open Government Licence v3.0
except where otherwise stated. To view this licence,

visit nationalarchives gov.uk/doc/open-government-licencefversion/3 or write to the
Information Policy Team, The National Archives, Kew, London TW9 4DU, or
email: psi@nationalarchives_gsi.gov.uk.

Where we have identified any third party copyright information you will need to obtain
permission from the copyright holders concerned.

This publication is available at www.gov.ukigovernment/publications

Any enquiries regarding this publication should be sent to us at [insert contact
details]

ISBN 9T 8X0OCOCOCX

Produced by [SUPPLIER] on behalf of the Controller of Her Majesty's Stationery
Office
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6. Non Crown copyright Papers, page 2 (copyright page)

@ [insert name of copyright holder] copyright [year of publication]

The text of this document (this excludes, where present, the Royal Arms and all
departmental or agency logos) may be reproduced free of charge in any format or
medium provided that it is reproduced accurately and not in a misleading context.

The material must be acknowledged as [insert name of copyright holder]
copyright and the document title specified. Where third party material has been
identified, permission from the respective copyright holder must be sought.

This publication is available at https://www gov.uk/government/publications

Any enquiries related to this publication should be sent to us at [insert
organisation's contact details].

ISBN 978XXCKXKX

Produced by [SUPPLIER] on behalf of the Controller of Her Majesty's Stationery
Office
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7. The Supplier shall ensure that each Paper has one copyright statement on page 2.

8. The Supplier shall ensure that Crown copyright Papers include the latest Crown
copyright statement, as issued by the Controller. The Controller may vary the statement

from time to time. The statement as of is:

OGL

© Crown copyright [insert year of publication]

You may re-use this information (excluding logos) free of charge in any format or medium,
under the terms of the Open Government Licence v3.0. To view this licence visit
http://www.nationalarchives.gov.uk/doc/open-government-licence/version/3/ or email
PSl@nationalarchives.gsi.gov.uk

This publication is available at www.gov.uk/government/publications
Any enquiries regarding this publication should be sent to us at [insert contact details]

9. Non Crown organisations will supply their own copyright statement, or where a statement
is unavailable, the Supplier shall recommend that the statement below be used. The

Controller may vary the statement from time to time. The statement as of is:

© [insert name of copyright holder] copyright [year of publication]

The text of this document (this excludes, where present, the Royal Arms and all
departmental or agency logos) may be reproduced free of charge in any format or medium
provided that it is reproduced accurately and not in a misleading context.

The material must be acknowledged as [insert name of copyright holder] copyright and the
document title specified. Where third party material has been identified, permission from

the respective copyright holder must be sought.

This publication is available at https://www.gov.uk/government/publications

Any enquiries related to this publication should be sent to us at [insert organisation's
contact details].
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10. Any copyright and licensing queries should be put to the Controller, as in exceptional

circumstances other copyright statements should be used.

APPENDIX 4 - TEMPLATES FOR CORRECTION SLIPS

1. The Supplier shall apply templates when the Official Versions of a Paper require
amendment through the correction slip process.

2. The Controller has made templates available for Contracting Authorities and the
Supplier to use on The National Archives website:

http://www.nationalarchives.gov.uk/information-management/producing-official-
publications/parliamentary-papers-guidance/correct-paper/

3. Template for House of Commons Papers:
CORRECTION SLIP
Title: XXXXXXXXX
Session: 2016/17
HC XX
ISBN (web) 978XXXXXXXXXX
Ordered by the House of Commons to be printed XX Month Year

Corrected Content - supplied by the Contracting Authority

4. The Supplier shall adapt the House of Commons Paper template in respect of Un-
numbered Act Papers.
5. Template for Command Papers:
CORRECTION SLIP
Title: XXXXXXXXXX
Session: 2016/17

Cm XX
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1. EXIT MANAGEMENT = LOT 1 AND LOT 2

11

1.2

1.3
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1.6

1.7

1.8

Six months prior to the expiry of the Framework Agreement, the Supplier shall
provide the Authority with an exit plan for all Contracting Authorities utilising the
Framework Agreement. The exit plan shall be agreed in writing with the Authority.

The exit plan shall be developed throughout the life of the Framework Agreement
and shall evolve according to customer activity.

The exit plan shall include, but not be limited to, the following information:

e anamed Supplier contact who will work with the Authority to develop and
implement the agreed exit strategy;

e Uup to date contact details for the Contracting Authorities accessing the
Framework Agreement;

e up to date details of the specific requirements of each of the Contracting
Authorities, as described in the Contracting Authorities’ Call Off Agreements,
which may include but is not limited to the following:
= order and payment methods;
= specific security requirements;
= historical management information including volumes, Goods and

Services purchased, prices paid (including service level option if
applicable),
= detailed risk management plan.

The Supplier shall ensure that they work closely and co-operatively with the
Contracting Authorities to ensure a smooth and effective handover to the incoming
supplier.

The Supplier shall ensure that during the transition from the Supplier to the
incoming supplier that the Service is maintained with the minimum disruption to the
Contracting Authorities.

Where requested by the Authority, the Supplier shall provide information to facilitate
due diligence and enable the Authority to undertake a competitive procurement
exercise for the future supply of the Goods and Services.

The Supplier shall be responsible for maintaining the Exit Management Plan and
updating the Risk Management Plan ensuring that this is made available to the
Authority as and when requested.

The Supplier shall allocate a Supplier Representative who will be responsible for
managing the exit and transfer plan as finalised and agreed between the Supplier
and the Authority.
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1.9 The Supplier shall co-operate and act reasonably with the Authority and Contracting
Authorities and to ensure that the delivery of purchased Goods and Services is not
negatively impacted during the transition period including, but not limited to,
ensuring that the same levels of Supplier Personnel for each activity are maintained
during the transition period between the end of the Framework Agreement and the
beginning of the Contracting Authorities’ new Agreement with the incoming supplier.

1.10 The Supplier shall ensure that they continue to provide the required reports and Ml
as stated within Schedule 9: Management Information of this Framework
Agreement from the date of expiry of this Framework Agreement until all
Contracting Authorities have been transitioned onto a new Agreement.
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