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[bookmark: _Toc297554772]
Guidance Note:  You must read through the following template and make changes to it where appropriate to make it specific to your procurement.  If you are in doubt about making changes please seek guidance from your Commercial Team.
Text highlighted in yellow should be amended as appropriate before publication. Where sections are deemed irrelevant they may be removed once discussed with line managers / stakeholders. 
Information provided in this Appendix B – Statement of Requirement, shall be used in the preparation of the contract document and will form the basis of the agreement between the Authority and the Supplier.
Notes highlighted in green are for internal guidance and must be deleted before publication.


1. [bookmark: _Toc368573027][bookmark: _Toc483226214]PURPOSE
[bookmark: _Toc296415791][Please include a high level summary of the requirement indicating the purpose of the procurement.]
[bookmark: _Toc368573028][bookmark: _Toc483226215][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE aUTHORITY
[Please provide background information regarding your organisation/department.]
[bookmark: _Toc368573029][bookmark: _Toc483226216]Background to requirement/OVERVIEW of requirement
[bookmark: _Toc297554774][Please provide details relating to the requirement’s background and the events leading up to the services being required.
[Details can include relevant information about the organisation, why the requirement is needed, its importance to stakeholders (organisation, tax payer, public etc) and any other relevant information regarding the requirement.]
[Include any details relating to the ‘Public Services (Social Value) Act 2012’ which be applied to secure wider social, economic and environmental benefits].
[bookmark: _Toc483226217][bookmark: _Toc368573030]definitions and acronyms
	Expression or Acronym
	Meaning 

	[Insert expression or acronym]
	[Insert an unambiguous meaning, for the purposes of this procurement].

	[Insert expression or acronym]
	[Insert an unambiguous meaning, for the purposes of this procurement].

	[Insert expression or acronym]
	[Insert an unambiguous meaning, for the purposes of this procurement].


[bookmark: _Toc483226218]THE REQUIREMENT 
[insert a detailed description of your requirement and what the Potential Provider is required to provide in order to meet the needs of the Contract:
Be specific on: 
what is to be included;
what is excluded;
what is optional.]
[bookmark: _Toc368573032][bookmark: _Toc483226219]key milestones
[insert any key milestones critical to the delivery of the Contract. See below example text relating to Key Milestones, please insert / amend / delete as appropriate to ensure that it is relevant to the requirement.]
The Potential Provider should note the following project milestones that the Authority will measure the quality of delivery against:
	Milestone
	Description
	Timeframe

	1
	[Insert description of key milestone]
	[e.g. within week 1 of Contract Award] 

	2
	[Insert description of key milestone]
	[e.g. within week 2 of Contract Award]

	4
	[Insert description of key milestone]
	[e.g. within week(s) 3-7 of Contract Award]


[bookmark: _Toc302637211]
[bookmark: _Toc483226220][bookmark: _Toc368573033]authority’s responsibilities
[insert details of any specific responsibilities owned by the Authority which may affect the Potential Provider’s ability to deliver the requirement].
[bookmark: _Toc483226221]reporting
[insert any specific details relating to reporting if appropriate to the required Services.]
[bookmark: _Toc368573035][bookmark: _Toc483226222]continuous improvement
[Please see below example text relating to Continuous Improvement, please amend as appropriate to ensure that it is relevant to the requirement.]
The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.
The Supplier should present new ways of working to the Authority during [monthly/quarterly] Contract review meetings. 
Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented.
[bookmark: _Toc483226223]Sustainability
[Please include details of any sustainability considerations Potential Providers should include in their submissions.]
[bookmark: _Toc483226224]ACCREDITATION 
[Please insert details of any required accreditation if deemed appropriate for this procurement.]
[bookmark: _Toc368573038][bookmark: _Toc483226225]STAFF AND CUSTOMER SERVICE
[Please see below example text relating to Staff and Customer Service, please amend as appropriate including any specific qualifications, experience required by staff to deliver the requirement.]
Potential Provider’s staff assigned to the Contract shall have the [insert relevant qualification(s)] and experience to deliver the Contract.

[bookmark: _Toc368573039][bookmark: _Toc483226226]service levels and performance
The Authority will measure the quality of the Supplier’s delivery by:
[Please provide information of the required service levels and / or Key Performance Indicators (KPI) that the Potential Provider will be expected to achieve and against which the Supplier’s performance will be assessed. Please insert in text and include Service Level Agreement (SLA) / KPIs in table form.]
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	[Insert ‘service area’ detail e.g. – Delivery timescales]
	[Insert description of KPI / SLA ensuring it is Specific, Measurable, Achievable, Realistic, Timely (SMART) – Deliveries to be received within 3 working days from order issue]
	[Insert required target e.g. – 98%]

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


[bookmark: _Toc368573040]
[bookmark: _Toc483226227]Security requirements
[Please insert any specific security requirements. Consider: Supplier staff vetting requirements, rights to search visitors, site/premises access, Supplier staff ID etc.].
[bookmark: _Toc483226228][bookmark: _Toc368573042]payment
[Insert additional details relating to Supplier invoicing requirements and payment methods.]
[Payment can only be made following satisfactory delivery of pre-agreed certified deliverables.] 
[Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs.] 
[bookmark: _Toc368573043][bookmark: _Toc483226229]BASE Location 
The base location of where the Services will be carried out at [Insert base location and address.]
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