
Management Information 

(Example for a collaborative arrangement that can be modified as required)

The supplier will be required to make available quarterly online reports and information, including [Management Information will only be on in-scope products, however, where requested the supplier should provide organisations with their complete spend profile]: 

1. Executive Summary – High level summary information overview overall/sector/org

2. Participation Agreements – Details of organisations utilising contract, including (anticipated) start date (grouped by sector)

3. Monthly spend by lines, cost centre/organisation – incorporating MI template, and including further information including UNDP (or some form of product group distinguisher), environmental indicator, order reference.  

4. Number of orders placed – information should be available down to delivery point level and indicate frequency of ordering.

5. Number of orders placed by value – grouped by order value

6. Average order value – available down to delivery point level

7. Number and value of back orders – including resolution time period

8. Number and value of returns/credits – including reasons for returns

9. Expenditure by product group and sub-product group – Link into UNDP or form of product grouping 

10. Expenditure core versus non-core
11. Overall expenditure by current quarter versus last quarter – this should build up over duration of contract to allow analysis of on going spend.

12. Overall expenditure by product split by building – to include no. of delivery points per organisation and per site, frequency of deliveries made to these delivery points and order values. 

13. % of products ordered with a recycled content plus no. of items sent back/collected for recycling - clarify definition of environmental products.

14. Product availability – identify those items which were out of stock and where substitution occurs, detail product substituted and number of days to order being fulfilled. 

15. Number and Percentage of all order lines dispatched on time
16. Benchmark Data
17. e-Commerce Summary – identify spend going through e-procurement systems

18. Invoice queries – including no. of, resolution time [reasons should be available if asked for].

19. Sundries – provide breakdown of non-cost elements - catalogues/recycling boxes requested, including number issued and delivery point they are sent to.

Where appropriate, all reports will be available against individual organisations and sectors.

On a quarterly basis, the supplier will provide benchmark data against the market place.

Following commencement of the framework agreement the Supplier will provide the following information/data by email to [Insert contact] on a quarterly basis [or stipulate frequency if different from quarterly].


Table below is an example of what could be used]

	Fieldname 
	Example
	Explanation 
	Field Definition

	Contract Reference Number
	CAT001
	Unique reference number allocated to the contract/framework 
	Alpha / Numeric

	Supplier Name
	ACME Limited
	Supplier name as it appears on in the contract award letter
	Max 100 characters

	Buying Institutions
	University/

College  of ACME
	Name of buying organisation
	Alpha

	Supplier Postcode
	AB12 3CD
	Postcode
	Max 12 characters

	Total Net Spend Paid
	1234.56
	Total net amount spent by the buying organisation with the Supplier in the month
	Currency

	Invoice Volume
	12 
	Total number of invoices issued by each institution during the month
	Numeric

	Value Contracted Items
	123.45
	Total net amount spent on contracted items
	Currency

	Value Non-Contracted Items
	67.58
	Total net amount spent on non-contracted items
	Currency

	Month
	1
	Month of the calendar year 1=January, 12 = December
	Numeric

	Year
	2010
	This is the calendar year in full (yyyy)
	Numeric


