
 
 

 

 
 
 
 
 
25 August 2011   
 
 
 
 
 
Freedom of Information request – RFI20110952 
 
Thank you for your request under the Freedom of Information Act 2000 (the Act) dated 2nd August 
2011 requesting the following information:- 
 

1. Can I have a copy of the 2006 tender document 
2. Can I also have a copy of the current tender document, if this is not available then a brief 

note referring to the scope of the tender 
3. The 09-10, 10-11 and YTD 11-12 spend data for the BBC 
4. The fleet profile, which will have the number of vehicles in the fleet with makes, models and 

vehicle spend data. 
 
You have indicated that if this request is believed to go over the 2.5 working day limit, you would 
be happy to just obtain the details for points 2 (scope) and 3 (10-11 spend data).   
 
For the purpose of this FOI request please note: 
 

• The BBC’s commercial subsidiaries (BBC Studios & Post Production Ltd, formerly known 
as BBC Resources Ltd, UK TV Ltd, BBC World News Ltd, BBC Worldwide Ltd) are not 
subject to the Act (see section 6(1)(b)(ii) of the Act) therefore, their spend has not been 
included in the figure disclosed below. 

 
• Financial year has been defined as the BBC financial year which runs from 1st April to 31st 

March.  
 
Question 1 
 



 

I can confirm under section 1(1) of the Act that the BBC does not hold a full set of tender 
documents for 2006.  We do hold a specification document for 2005 fleet tender in draft format; 
however, we have been unable to locate (and consider that it would take more than 2.5 days to 
take further steps to locate) a final version of the 2005 tender document.  As you’re aware, under 
section 12 of the Act, we are allowed to refuse to handle the request if it would exceed the 
appropriate limit. The appropriate limit has been set by the Regulations (SI 2004/3244) as being 
£450 (equivalent to two and a half days work, at an hourly rate of £25). We are therefore providing 
a copy of the latest version we hold for the 2005 fleet specification document, which as far as we 
are aware contained the final changes made before the document was approved.  As such we 
have accepted the changes in order to provide you with a clean version of the document.   
 
Question 2  
 
A copy of the specification from the 2011 tendering exercise is attached. 

 
Question 3  
 
The figure in the table below represents the fleet cost for the financial year 2010-11. The spend 
includes; monthly rentals, admin fees and vehicle recharges such as fuel, maintenance, MOT’s, 
breakdowns, Road Fund Licences and Tyres. 
 

2010-11 
£4,586,145 

 
Question 4 
 
We estimate that to locate the information you have requested relating to our fleet profile and 
breakdown would take more than two and a half days; this is because we would need to carry out 
a manual review of our purchasing and invoice system to identify all spend related to each vehicle; 
we would then need to extract the information which is not output related. As explained above, 
under section 12 of the Act, we are allowed to refuse to handle a request if locating or extracting 
the information would exceed the appropriate limit.   In addition, you have indicated that you would 
be happy to narrow your request to questions 3 & 4 - to which we have responded above - 
therefore we will not be providing you with this information. 
 
 
Appeal Rights 
 
If you are not satisfied with this response you have the right to an internal review by a BBC senior 
manager or legal adviser. Please contact us at the address above, explaining what you would like 
us to review and including your reference number. If you are not satisfied with the internal review, 
you can appeal to the Information Commissioner, whose contact details are: Information 
Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF telephone 
01625 545 700. http://www.ico.gov.uk 
 



 

Yours sincerely 
 
Tracey Morris 
Head of Sourcing, BBC Procurement 
 



 

 

Freedom of Information 
From January 2005 the Freedom of Information (FOI) Act 2000 gives a general right of access to all 
types of recorded information held by public authorities. The Act also sets out exemptions from that 
right and places a number of obligations on public authorities. The term “public authority” is defined in 
the Act; it includes all public bodies and government departments in the UK. The BBC, Channel 4 and 
S4C are the only broadcasters covered by the Act. 

Application to the BBC  

The BBC has a long tradition of making information available and accessible. It seeks to be open and 
accountable and already provides the public with a great deal of information about its activities. BBC 
Information operates 24 hours a day, seven days a week handling telephone and written comments 
and queries, and the BBC’s website bbc.co.uk provides an extensive online information resource.  

It is important to bear this in mind when considering the Freedom of Information Act and how it 
applies to the BBC. The Act does not apply to the BBC in the way it does to most public authorities in 
one significant respect. It recognises the different position of the BBC (as well as Channel 4 and S4C) 
by saying that it covers information “held for purposes other than those of journalism, art or 
literature”. This means the Act does not apply to information held for the purposes of creating the 
BBC’s output (TV, radio, online etc), or information that supports and is closely associated with these 
creative activities.  

A great deal of information within this category is currently available from the BBC and will continue 
to be so. If this is the type of information you are looking for, you can check whether it is available on 
the BBC’s website bbc.co.uk or contact BBC Information. 

The Act does apply to all of the other information we hold about the management and running of the 
BBC.  

 

The BBC 
The BBC's aim is to enrich people's lives with great programmes and services that inform, educate and 
entertain. It broadcasts radio and television programmes on analogue and digital services in the UK. It 
delivers interactive services across the web, television and mobile devices. The BBC's online service is 
Europe's most widely visited content site. Across the world, the BBC broadcasts radio programmes in 
32 languages on the BBC World Service and the 24 hour television service, BBC World News. 
 
The BBC's remit as a public service broadcaster is defined in the BBC Charter and Agreement. It is 
the responsibility of the BBC Trust (the sovereign body within the BBC) to ensure that the 
organisation delivers against this remit by setting key objectives, approving strategy and policy, and 
monitoring and assessing performance. The Trustees also safeguard the BBC's independence and 
ensure the Corporation is accountable to its audiences and to Parliament.  
 
Day-to-day operations are run by the Director-General and his senior management team, the 
Executive Board. All BBC output in the UK is funded by an annual Licence Fee. This is determined and 
regularly reviewed by Parliament. Each year, the BBC publishes an Annual Report & Accounts, and 
reports to Parliament on how it has delivered against its public service remit. 
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SPECIFICATION OF REQUIREMENT 
 
1.0 BACKGROUND FOR THE REQUIREMENT 
 
1.1 The BBC requires an accurate, reliable and effective fleet management and administration 

service for its existing UK and Channel Islands fleet and vehicles supplied under the 
contract. 

 
1.2 The successful supplier will be responsible for the provision, funding and management of 

new lease vehicles and the apportionment of their associated charges in accordance with 
agreed performance standards.   

 
1.3 Please note:- “Customer” referred to throughout the document may mean any of the 

following; driver, operational contact, fleet contact, line manager, finance contact and 
divisional contact. 

 
 
2.0 OBJECTIVES FOR THE REQUIREMENT 
 
2.1 The resulting contract between the successful supplier and the BBC will provide fleet 

leasing and management, to include: 
 
2.2 The management and administration to ensure compliance with all legal, routine, 

administrative and good practice requirements of the entire BBC fleet. 
 
2.3 A robust and efficient out of hours provision required to return business critical vehicles to 

operational use within a limited timescale. 
 
2.4 The supply and funding of lease vehicles, as required, with or without maintenance. 
 
3.5 A customer structure recorded against the fleet which includes drivers, operational 

contacts, line managers/business managers, finance contacts, human resources contacts 
and divisional contacts etc. 

 
2.6 Transfer of existing leases, as required. 
 
2.7 Liaison with existing lease companies. 
 
2.8 The setting up and maintenance of the BBC’s fleet records and the payment and re-billing 

of vehicle charges for the existing fleet. 
 
2.9 Liaison with the existing accident and claims management company or insurer.  
 
2.10 The provision of a BBC Helpdesk to be available Monday to Friday between the hours of 

0830 hrs and 1800 hrs with a single telephone number.  This number should also provide 
24 hour out of hours service. 

 
2.11 Consideration of the unique method of funding i.e. the licence fee and the imperative need 

for continued value for money.  
 
3.0 BBC RESPONSIBILITIES  
 
 The BBC will be responsible for:  
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3.1  Providing the supplier with driver, contact details, address and charging data etc for each 
vehicle at the time of order and for communicating any changes throughout the contract. 

 
3.2 Notifying the supplier of the following:- 
 

• New vehicles being purchased  
• Existing owned vehicles being sold 
• Total losses  
• Unrecoverable thefts 

 
3.3  Providing the supplier with the fleet policy and any restrictions on the vehicle entitlement 

policy.   
 
3.4  Appointing the successful Tenderer as its authorised agent and arranging for invoices from 

third party suppliers to be directed to the supplier’s address. 
 
3.5  Providing the supplier with information on the current fleet necessary to fulfil the service 

requirements, including but not limited to, vehicles details, contract details, charges, charge 
codes, allocated drivers, all contact details, addresses. 

 
3.6 Paying a management fee for each vehicle in line with the pricing schedule at Section H 
 
3.7  Ensuring payment for the service highlighted below (in accordance with BBC Terms of 

Trade).  
 
 
4.0 TENDERER’S RESPONSIBILITIES  
  
 The Tenderer will be responsible for: 
 
1.0 Overall Requirements 
 
1.1 Helpdesk Service - The supplier will provide a BBC Helpdesk to be available Monday to 

Friday between the hours of 0830 hrs and 1800 hrs with a single telephone number and 
email address.  

 
 The helpdesk will be the first point of call for all drivers, operational contacts, fleet contacts, 

line managers, departmental heads etc and will respond to 95% of enquiries within 4 hours 
and all within 24 hours. 

 
 The single telephone number will also provide 24 hour access to all driver assistance 

services. 
 
 Telephone response within 10 seconds (95%) and 30 seconds (100%). 
 
1.2 Legal Compliance - The supplier will be 100% responsible for the safe, legal and prudent 

administration of the fleet. 
 
1.3 Compliance - The supplier will ensure that the BBC’s fleet remains 100% compliant with all 

legal requirements for the registration, taxation and all other pre and post delivery 
requirements, together with any other legal requirement that may be introduced. 
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1.4 Northern Ireland and Channel Islands - The BBC operates vehicles in Northern Ireland and 
the Channel Islands and requires the service provided to be standard across the whole of 
the BBC at all times throughout the contract. 

 
 The supplier will ensure that all personnel involved in this contract are familiar with the 

requirements of such vehicles. 
 
1.5 Procedures -To ensure the efficient management of the BBC’s vehicles throughout the 

contract by all personnel involved (helpdesk, back office and any direct or indirect contact 
with the account) a full set of procedures and templates will need to be produced, by the 
successful supplier, and issued to the BBC. 

 
 Procedures that affect the style or timing of contact with the customer require BBC approval 

prior to amendment.   
 
1.6 Quality - The supplier will provide extremely high levels of quality in all areas of service 

provision and in all areas of the supplier’s organisation involved in the contract provision.  
 
1.7 Product Range - The supplier will offer the BBC the following products throughout the 

contract:- 
 

• contract hire 
• contract purchase 
• finance lease 
• outright purchase 
• sale and leaseback 

 
 The BBC may require the following products at some time in the future:- 
 

• credit sale agreements 
• personal contract purchase/private contract plan 

 
1.8 SLA - Please see the Service Level Agreement in Section E. 
 
 Please note that this agreement defines the minimum standard of supply required by the 

BBC and therefore should be clearly understood by the tenderer prior to submitting the 
response to the ITT.   

 
1.9 Pricing - The supplier will maintain an audit trail documenting all movements in vehicle 

prices and other factors affecting BBC quotations, including, but not limited to, residual 
values, interest rates and maintenance budgets, warranty arrangements, servicing etc. 

 
 The supplier will minimise new vehicle costs. 
 
1.10 Price Protection - The supplier will ensure that mechanisms are in place to update and 

communicate in advance of changes any price rises associated with any part of the service 
provision.  Furthermore the supplier will protect the BBC against price rises introduced 
after the order has been placed with the dealer/manufacturer irrespective of when the 
vehicle is invoiced.   

 
 The BBC will not accept any increases as a result of failure to comply with this requirement. 
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1.11 Mitigate Costs - The supplier will constantly strive to mitigate costs and recharges that the 
BBC will be liable for by scrutinising all aspects of cost/recharge and negotiating with third 
party suppliers as appropriate. 

 
1.12 Fleet Management - The supplier’s system is to be fully automated with system generated 

prompts/tasks to cover all aspects of the fleet management service.  Any routines that 
require a manual timetable to prompt action are to be highlighted by the supplier. 

 
 The supplier’s system should limit the amount of manual intervention required to satisfy 

routine and adhoc tasks and administration. 
 
1.13 Fleet profile - The profile of the BBC’s fleet is set out in Appendix B.  This is the best 

estimate of requirements.  However, the BBC offers no guarantee of fleet size or make up 
throughout the contract period. 

 
1.14 Data Protection - All fleet records held by the supplier, including electronically held records, 

will be the property of the BBC and must be handed over to the BBC at the end of the 
contract, and on request on an ad hoc basis. 

 
1.15 Audit - The supplier will provide a complete audit trail for all charges, lease, maintenance, 

refurbishment, fuel, etc accrued on each vehicle throughout its life. 
 
 The supplier’s system will provide a “footprint” of changes to allow a full audit trail of 

activity, updates and amendments. 
 
1.16 Vehicle Records - The supplier is required to set up and maintain, up to date and accurate 

records on the fleet which will be the asset register of BBC leased and owned vehicles. 
 
2.0 Records 
 
2.1 Vehicle Records - The supplier will maintain records on all material aspects of the audit 

trail, including but not limited to; register of drivers including transfer dates, request, 
quotation and order details, contract amendments, charge code changes, MoT and Road 
Fund Licence records, service and maintenance records, charging details, customer 
correspondence etc.  This record will also include communications, emails etc used in the 
management and amendment of the contracts. 

 
2.2 Vehicle Records - The supplier will maintain records of sold and terminated vehicles 

including details of sale proceeds, dates of transfer/sale and the buyer’s details. 
 
2.3 Vehicle Records - The supplier will provide each new vehicle with clear and relevant 

documentation/information about the services provided and the standards expected 
together with methods of contacting by telephone, email and in writing. 

 
2.4 Vehicle Records -The supplier’s system will record all data in a database that supports the 

ability to report routinely and ad-hoc on every element of the vehicle’s record including, but 
not limited to:- 

 
• Vehicle details 
• Driver/operational contact details (tel. mobile, email, address) 
• Charge code 
• Department 
• Division 
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• Additional contacts (line manager/business manager, finance contacts, divisional 
contact, HR contact, etc) 

 
 This requirement supports the need to communicate regularly with customers by their 

contact types i.e. all drivers, all operational contacts, all divisional contacts, all finance 
contacts etc. 

 
 The supplier will highlight any data that is not recorded on the vehicle database.  
 
2.5 Vehicle Records - The successful supplier will assist the BBC in cataloguing it’s specialist 

vehicle fleet recording all the equipment installed, livery and logo designs etc. 
 
3.0 Invoice and Recharges  
 
3.1 Charging - The BBC operates approximately 350 charge code billing points for fleet 

vehicles.  Unless agreed in writing, all costs associated with the contract should be 
allocated to individual vehicles. 

 
 The BBC will not pay any charges not allocated to a valid charge code. 
 
 The supplier must use plain English, not code, to describe all elements of charging on 

invoices and feedfiles and advice notes. 
 
3.2 Invoice Method - The BBC requires a 100% accurate monthly consolidated invoice in 

electronic and paper format accompanied with a detailed summary on all charges (rentals, 
maintenance, fuel, recharges etc) including recharges from third party suppliers as outlined 
in Appendix III.   

 
 The supplier will present the invoice in a standard sequence each month comprising 

invoice, summary documents and documentary evidence of every recharge, third party 
invoice, breakdown charge, penalty notices etc, attached in the order appearing on the 
invoice/summary to allow ease of review.  

    
3.3 Invoice Timescale - The supplier will be required to minimise the timescale from receipt of a 

charge/cost from a third party supplier to recharge to the BBC as detailed within the Service 
Level Agreement.  

 
 The supplier will commence lease charges in the month following delivery and will pursue 

any outstanding invoices to ensure compliance with this requirement, including liaison with 
manufacturers as appropriate. 

 
 The supplier is not permitted to invoice the BBC for costs/charges that the supplier has not 

yet received. 
 
3.4 Feedfile -The supplier will produce a 100% accurate excel spreadsheet feedfile for upload 

into the BBC’s finance system to recharge all charges associated with the BBC fleet (lease 
rentals, fuel card charges, maintenance, recharges etc) including cost recovery on behalf of 
the BBC.   

 
 The BBC will not accept any other invoicing and recharging methods. 
 
 Details of the range of transactions to be accounted for are set out in Appendix C. 
 



Section C                      Commercial In Confidence                                                 

 

Proc200514MW  6 page of 12 

 

3.5 Advice Notes - The BBC emails an individual monthly charge code summary of all vehicle 
related charges, to up to 6 customer contacts per charge code.   The supplier will provide 
the financial data monthly, in the agreed excel format, to support this provision.  The email 
also provides a monthly topical message to the customers.  

 
 The BBC would welcome proposals from the supplier for alternative methods of 

communicating the charges monthly to all charge codes. 
 
 See Appendix D for a sample of the type of advice note currently issued.   
 
3.6 Credits - The supplier will ensure that credits due to the BBC are received in the feedfile 

following the month of notification or sooner if required.  Failure to credit the BBC as 
agreed will result in interest charges being levied daily until satisfactory receipts. 

 
3.7 Open Disclosure - Open disclosure of costs will be a pre-requisite to the review of any 

charges and the BBC reserves the right to audit the suppliers’ books in relation to the 
contract at any time. 

 
4.0 Service Delivery 
 
4.1 Specification - The supplier with be skilled in highlighting the minimum specification 

required to ensure the vehicle is fit for purpose and meets the BBC’s operational and value 
for money needs 

 
4.2 Quotations - The supplier will provide efficient and accurate quotations either electronically 

or on-line within 1 hour of the request. 
 
 The BBC would welcome on-line quotations. 
 
 1 hour (standard policy), 4 hours (non standard, on database) 1 day (non standard, not on 

database). 
 
4.3 Open Quotation - Open quotation of all costs will be required, on request, by the BBC 

throughout the contract at any time. 
 
4.4 Benchmark Quotes -The BBC operates a standard vehicle for its Essential Business Need 

Car (EBNC) – each month the supplier will provide a benchmark quote that will be valid for 
a minimum of one calendar month.  The supplier will provide, in writing, reasons for any 
changes from the previous month and will review whether the vehicle remains the most 
cost effective option for the category.  The supplier will always detail the ITT benchmark 
quote in the monthly benchmark quote.   

 
4.5 Ordering - The supplier will provide an efficient and accurate vehicle ordering process on 

appropriately authorised requests, minimising order lead times, reporting progress on 
orders and delivery dates to customers. 

 
 Vehicle orders will be raised within 1 day of request with orders placed with the dealer 

within 1 day of receipt. 
 
 The BBC would welcome on-line options for the ordering of vehicles. 
 
4.6 Delivery - The supplier will deliver roadworthy vehicles to any UK and Channel Islands 

address at any specified time during normal working hours, Monday to Friday, and obtain 
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signed confirmation of vehicle condition and acceptance.  Familiarisation may be required 
on some vehicles. 

 
4.7 Delivered Vehicles - The supplier’s system will record all delivered vehicles to ensure 

compliance with all fleet, legal and ad-hoc reporting requirements. 
 
4.8 Motor Insurance Database - The supplier will discharge the BBC’s obligations under the 4th 

European Motor Directive.  The supplier will comply fully with the BBC’s requirements for 
updating, on a daily basis, the Motor Insurer’s Database data held within the BBC on 100% 
of all lease, own, loan, hire, test drive and courtesy vehicles etc irrespective of their length 
of time on the fleet. 

 
 There are no vehicles excluded from this requirement. 
 
4.9 Breakdown Cover - The supplier will ensure 24 hour, 365 day access to comprehensive 

breakdown recovery services, throughout the UK and Channel Islands, is available for all 
vehicles with a 1 hour response time throughout the period of the lease.  98% within 1 
hour, 100% within 1.5 hours. 

 
 This will include providing initial mobility for drivers with vehicles off the road for any reason, 

including as a result of an accident, co-ordinating with BBC departments or other BBC 
suppliers to achieve the lowest cost solution acceptable to the user in each case. 

 
5.0 Legal Obligations 
 
5.1 P11d - The supplier will satisfy the BBC’s P11D requirements for all personal issue 

vehicles, notifying the driver within 1 day of delivery and reporting all additions/deletions 
and amendments to the P11D office monthly.  100% accuracy is required. 

 
5.2 RFL - The supplier is to purchase and issue Road Fund Licence discs to the customer in 

line with the legal requirements together with ensuring 100% safe confirmed receipt by the 
driver at least two working days prior to the expiry of the existing disc. 

 
 The BBC will charge the supplier the value of any fines received and associated costs 

incurred as a result of the supplier’s failure to ensure compliance both with the legal and 
BBC requirements. 

 
5.3 MoT Test - The supplier will provide a robust MoT test reminder process (plating process 

for HGV) that commences suitably far in advance to meet the BBC’s operational 
requirements and continues to actively pursue the certificate receipts to ensure that the 
BBC remains 100% compliant, at all times, with legislation. 

 
 The supplier will retain and record all MoT test certificates for the entire BBC fleet. 
 
6.0 Support Services 
 
6.1 Fuel Cards - The BBC presently operates approximately 1000 fuel cards.  The supplier will 

be responsible for the management of the fuel card account, including the senior manager 
fuel cards, liaison with the fuel card provider for the provision of fuel cards, maintaining 
records on the live and cancelled cards, utilising the monthly recharging data from the 
provider to create fuel usage and expenditure by vehicle type, make, fuel type, location etc.   

 
 Card request 98% within 4 hours, 100% within 1 day of request.  Dispatch 98% within 4 

days, 100% with 5 days. 



Section C                      Commercial In Confidence                                                 

 

Proc200514MW  8 page of 12 

 

 
6.2 Maintenance - The supplier is responsible for:- 
 

• Providing an accessible UK and Channel Islands network of vehicle maintenance 
suppliers, including approved BBC in-house workshops. 

• Ensuring that work is carried out to keep vehicles in a safe condition 
• Ensuring that work is carried out to manufacturer recommended standards 
• Paying the BBC for maintenance work carried out on an agreed basis within BBC in-

house workshops. 
• Providing maintenance cards and charge cards as required, subject to eligibility 
• Ensuring that work is progressed to minimise vehicle downtime  
• The monitoring and review of maintenance budgets on BBC maintained vehicles 

and liaison with BBC for appropriate authorisation to amend as required. 
• Assisting in the setting up of an accessible network of vehicle maintenance suppliers 

within Southern Ireland. 
 
6.3 Maintenance Elements - The maintenance and recovery services for all new vehicles 

supplied under the contract are to be priced on the basis of a fixed cost included in the 
monthly lease charge.  Heavy vehicles (over 3.5 tonnes) will generally not require 
maintenance services to be provided.  Please note however that this requirement may 
change. 

 
6.4 Maintenance Management - The supplier will provide, for those vehicles that operate 

without a maintenance contract, a pay and recharge facility for all invoices from third party 
suppliers and recharge BBC in accordance with standard recharging, advice note and 
feedfile requirements.  The precise method of authorisation is to be agreed prior to the 
commencement of the contract. 

 
6.5 Service Intervals - The supplier will provide and communicate an efficient system to ensure 

that the entire fleet remains 100% compliant with manufacturer service intervals on both 
mileage and period specific intervals.  

 
6.6 Service Booking Line - The supplier is to provide a service booking facility to allow all 

customers to book all their service needs, maintenance, repairs, MoTs, recalls etc via a 
dedicated number which includes the locating, booking in, booking delivery & 
collection/while-you-wait service, courtesy vehicle booking with the garage.   

 
 The BBC welcomes an on-line option for this service. 
 
6.7 The Supplier will highlight mileage rate for vehicle re-deployment. 
 
7.0 Vehicle Renewal - Termination 
 
7.1 Renewals - The supplier will efficiently manage the renewal process notifying charge code 

managers and driver/vehicle contacts at least three months prior to the contract end date to 
ensure the efficient replacement or return of vehicles.   

 
7.2 Replacement policy - The BBC’s standard replacement policy for essential business need 

cars (EBNC) is 48 months/ 58,000 miles and for pool vehicles is 48 months/50,000 miles.  
However, actual contract terms will reflect the particular needs of BBC users. 

 
7.3 Demo/test drive vehicles - The supplier will arrange pre-contract, test drive and 

demonstration vehicles on request, subject to BBC policy. 
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7.4 Collection - The supplier will promptly collect cars when requested from anywhere in the UK 
and Channel Islands, including home addresses of allocated vehicles, maximising 
opportunities to synchronise collections and deliveries.   

 
7.5 Collections - 98% within 2 days, 100% within 3 days of request. 
 
 The supplier will complete a vehicle condition form, accurately recording the vehicle 

condition and obtain a BBC signature prior to accepting receipt of a vehicle (100%).  
 
 The BBC will not accept damage/refurbishments recharges that do not comply with this 

requirement. 
 
7.6 Damage Refurbishment Process - The BBC accepts the BVRLA Fair Wear & Tear Guide 

as the industry standard and only recharges for damage over and above this will be 
accepted.  Refurbishment charges are required to be highlighted to the customer within 
one day following collection, with a breakdown of costs, copy of the signed collection note 
and photographic evidence.   

 
 The BBC will not accept any damage/refurbishment charges not supported by a BBC 

signed collection note. 
 
7.7 Disposal BBC owned vehicles - The supplier will, on request, arrange the sale of any BBC 

owned vehicle, remit to the BBC optimised sale proceeds, net only of third party fees 
(reasonably and necessarily incurred) and agreed reconditioning costs.   

 
 The supplier is to detail any fees associated with this requirement in the pricing schedule in 

Section H. 
 
7.9 Termination - The supplier will off hire 100% of leases on the requested date for collection. 
 
 The BBC will not accept further lease charges after this day. 
 
 The supplier will ensure 100% of all sold vehicles are de-registered within one day of the 

date of sale/transfer.  
 
8.0 Vehicle Contract Variations 
 
8.1 Contract Amendment - The supplier will be responsible for the provision of operational 

advice regarding lease alteration and termination, including advance notice of lease 
terminations’ due and obtaining quotations for early termination, extension and ex-lease 
vehicle purchase. 

 
 The supplier will provide an efficient method to amend fleet records within one day of 

notification of changes. 
 
8.2 Contract Extensions - The supplier will provide the facility to formally extend leases for 

periods of three months and over on all lease contracts.  Informal extensions will also be 
permitted.  

 
8.3 Contract Revisions - The supplier will highlight on a monthly basis those vehicles that may 

require a contract revision, with costs, on the basis of current and projected mileage 
predictions for all contracts with six months or more remaining.   
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 The supplier will manage contract revision requests or notices from the BBC within the 
monthly timetable. 

 
8.4 Early Termination - The supplier will provide quotations, based solely on cost recovery, for 

early terminations within 1 day of the request. The sale value is to be assessed against the 
Residual value of the early termination quotation and any profit to be returned to the BBC. 

  
9.0 Customer Service/Management 
 
9.1 Fixed Penalty Fines - BBC drivers are responsible for the payment of all fines.  The 

supplier will identify and alert the driver (including pool driver’s not recorded against the 
vehicle record) of the fine and provide a mechanism for the driver to pay directly.  In the 
event of a recharge the supplier will identify the driver at the time of the offence and report 
to the BBC to allow the deduction from salary. 

 
 The Supplier will provide, when requested, any details necessary to satisfy notice of 
intended prosecution requirements. 

 
 The supplier is to highlight the fees payable for each type of Penalty Notice received 

detailed in the pricing schedule in Section H. 
 
9.2 Accident Damage - The BBC has appointed an Accident Management provider.  The 

successful supplier may be required to liaise with this company from time to time. 
 
9.3 Insurance Certificates - The supplier will manage a quantity of insurance certificates, issued 

by the BBC for legitimate driver requests; overseas travel, police reporting requirements 
etc.  The supplier will control the issue and return and maintain accurate records on all 
certificate activity. 

 
9.4 Letters - The supplier will provide, on request, letters required to assist drivers to acquire 

parking permits, congestion charge discounts, insurance history confirmations etc.  
 
9.5 Reallocation - The supplier will provide an effective system for promoting the availability 

and managing the re-deployment of vehicles within the BBC.  
 
9.6 Storage facility - The BBC requires a secure storage facility to accommodate vehicles 

awaiting reallocation. 
   
9.7 Overseas Travel - The supplier will provide, when requested, all necessary documentation 

for each relevant country together with highlighting any specialist equipment and document 
requirements within one day of request. 

 
 The supplier will arrange European cover on request. 
 
 Urgent requests to be despatched within 3 - 5 hours. 
 
9.8 Driving Licences - The BBC may require the supplier to record driver licence details on their 

system. 
 
9.9 Mobile Phone Kits - The supplier will arrange for the installation and de-installation of car 

telephones at any UK and Channel Islands addresses with a safe area for the work to be 
carried out, subject to BBC mobile phone policy requirements. 
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9.10 Recall process - The BBC requires the supplier to expedite the closing down (issue to 
repair completion) of all manufacturer recalls within a month from the initial alert and sooner 
in the event of safety recalls.  This will require prompt liaison with customers and the 
vehicle manufacturer to expedite the work required under the recall.  The supplier will 
provide a weekly update on the action until conclusion.  

 
9.11 Write-off - The supplier will provide write-off settlement figures within 1 day of the request.  

The supplier will assist to expedite all processes necessary, including liaison with the BBC 
Accident Management Provider, to conclude settlement within 1 month from the date the 
write-off is confirmed. 

 
 The supplier will recharge the settlement figure, once agreed, to the alternative charge 

code provided.  This is the only incident where the charges are not levied against the 
vehicle charge code.  

 
9.12 SORN - The supplier will manage all authorised Statutory Off Road Notice (SORN) 

requirements to ensure the BBC remains compliant at all times.  Notifying DVLA within 
one day of the request. 

 
10.0 Vehicle Acquisition 
 
10.1 Sale and Leaseback - The supplier will be required to provide, when requested, sale and 

leaseback proposals on third party leases.  
 
10.2 Second Hand Vehicles - The supplier may be required to purchase and/or contract hire 

second hand vehicles on the BBC’s written request. 
 
10.3 Outright Purchase - The BBC will occasionally require the supplier to source and procure or 

procure only (i.e. where BBC has sourced) new and second hand vehicles for outright 
purchase.  The supplier is to indicate any fees associated with this requirement in the 
pricing schedule in Section H. 

 
11.0 Reporting 
 
11.1 Reporting - Please see Section E – Service Level Agreement, detailing all standard 

reporting requirements. 
 
 The supplier’s system will allow the full reporting on all data stored on all aspects of the 

contract on a routine and ad-hoc basis.  The supplier is to limit the use of “note” fields that 
don’t permit or limit the reporting potential. 

 
11.2 Innovation - The supplier is to actively research activity and trends within the industry and 

feedback quarterly how new initiatives might be introduced/adapted to benefit the BBC. 
 
11.3 The supplier is to actively monitor the BBC’s fleet and highlight areas of change/trend that 

are both positive and negative to the BBC and offer suggestions and alternative methods of 
workings to address these areas. 

   
11.4 On-line Access - The Supplier will provide password protected on-line access, for approx 

20 BBC authorised staff, to live information on permitted vehicles, including but not limited 
to:- make, model, key dates, driver/operational contact, charge code, monthly charges, 
contract terms, current allocation, vehicle type (pool, personal issue etc), location, Co2 and 
P11D data etc required for the day to day operational management of the fleet. 
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11.5 The BBC welcomes the opportunity to view on-line the full recharge history for each vehicle 
including rentals paid to date, recharges, fines etc. 

 
 The BBC may require access to data for all customers – across 350 charge codes.  
 
12.0 Communication  
 
12.1 Communication - The BBC’s preferred communication method is via email.  Postal 

communications will only be accepted where an item needs to be dispatched e.g. RFL, 
Recall Notice, and will be in addition to the notifying email.   

 
 To ensure consistency with communications the supplier will be required to produce 

communication templates, for prior approval, for all customer facing communications. 
 
13.0 Discounts and Re-imbursements 
 
13.1 Profit Share - The supplier will provide an annual pooling of profits and losses on 

terminated vehicles incorporating residual value, sale proceeds, maintenance budgets and 
expenditure etc.  Any net surplus will be passed back to the BBC.  Any losses will be 
solely borne by the supplier. 

 
13.2 Mileage Pooling - The BBC leases vehicles on the basis that under and over mileage on 

terminated vehicles will be pooled annually by the supplier and credited/recharged to the 
BBC as appropriate. 

 
13.3 Rebates - The supplier will confirm that all rebates, bonuses, incomes streams etc received 

by the supplier resultant from the BBC’s volumes etc will be passed, in full, to the BBC.   
 
13.4 Volume related discounts - The supplier will be responsible for negotiating discount 

arrangements with selected vehicle manufacturers.  The BBC will work with the selected 
supplier on this process. 

 
13.5 Preferred Manufacturer - The supplier will carry out a full manufacturer review within the 

first six months of the contract.  The outcome of the review will be to create a BBC 
preferred supplier for both the essential business need car and pool fleet.   The BBC will 
work with the selected supplier in this process.   
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SPECIFICATION OF REQUIREMENT 
 

1. OVERVIEW 

The BBC requires a fleet management and administration service for its existing UK fleet including 
NI and Channel Islands and for the provision of lease vehicles to be supplied under this contract. 

2. OBJECTIVES 

2.1 The Services are for the provision of an ordering and management service and the associated 
provision of the BBC’s car, van and commercial vehicle lease services. The objectives are: 
 

a. A management service to ensure service delivery and full compliance with all legal, 
routine, administrative and good practice requirements of the BBC Fleet.  

 
b. A 24/7 service provision for all vehicles up to and over 3.5 tonnes which ensures the 

return of business critical vehicles to operational use within a limited timescale, and vehicle 
maintenance, both owned and leased. 

 
c. The supply of lease vehicles, as required, with maintenance subject to the Agreement. 

On occasions the BBC may require vehicles without maintenance. 
 

d. The management of BBC owned vehicles (“Contract Vehicles”)  
 
  

3. SERVICE PROVIDER RESPONSIBILITIES  
 

 
3.1 The Service Provider shall provide a total management of the service delivery to the BBC of the 

fleet vehicle services to the BBC 
 
3.2 The Service Provider shall: 

 
 

a. use its best endeavours to negotiate discount arrangements with selected vehicle 
manufacturers. The BBC will cooperate with Service Provider in such negotiations. 

 
b. with the assistance of the BBC carry out a full manufacturer review within 6 months of 

the Commencement Date with a view to creating a preferred manufacturer supplier for both 
the essential business need car and pool Fleet 

 
c. ensure that under and over mileage will be pooled annually by the Service Provider and 

credited or re- charged to the BBC as appropriate, in accordance with the Agreement 
 

d. be responsible for the administration of all driving penalties and fines incurred by the 
BBC driver.  

 
e. provide, on request by the drivers, letters required to assist drivers to acquire parking 

permits, congestion charge discounts, insurance history confirmations 
 

  
f. carry out transfer of leases of Service Provider vehicles, as required. 

 
g. carry out liaison, management and payment of third party suppliers (including fuel, 

manufacturers and garages). 
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h. manage the setting up and maintenance of the Fleet records and the payment and re-
billing of vehicle charges for the Fleet. 

 
i. liaise with BBC’s accident and claims management company and/or insurer in the 

processing of any motor insurance claims. 
 

j. monitor and reporting of the service performance and associated Service Levels to the 
BBC Representative in accordance with the requirements laid down in Schedule 3, Service 
Level Agreement and Contract Management 

 
k. assist the BBC to ensure compliance by the BBC Users to the BBC Expenses Policy 

and BBC Motor Vehicle Policy 
 

 
l. manage complaints and feedback process direct with BBC Users and suppliers 

 
m. provide a dedicated phone number for all services and queries. This phone number will 

also provide 24 hour access to all driver services.  
 

n. provide a recording and call reporting facility for the off line support service 
 
o. provide a dedicated e-mail address  

 
p. ensure data communications between the Service Provider’s system and the Sub-

Contractor are secure, robust and failsafe 
 
 

q. escalate to the BBC Representative any service issues it is unable to resolve  
 

r. ensure that vehicles are legally parked upon delivery and any charges covered by the 
Service Provider up to the time of the lease commencing 
 

s. provide advice on operating commercial vehicles over 3.5 tonnes and operator licence 
requirements  

 
t. ensure it is aware and complies with any legislative changes that will affect the 

requirements that come under the operator licence.  
 
3.3 The Service Provider shall discharge the BBC’s obligations under the 4th European Motor Directive.  

 
3.4 The Service Provider’s ordering/management system shall be supported by a support service that is 

available 24 hours a day, 7 days a week, 365 days a year throughout the Term, with a dedicated 
helpdesk to be available Monday to Friday (excluding Bank Holidays) between the hours of 0830 hrs 
and 1800 hrs (“Operating Hours”) 

 
3.5 The Service Provider shall ensure that the cover required for all vehicles is roadside and national 

rescue. In addition for BBC essential business need, breakdown cover at home is required. Cover 
shall be available 24 hours, 365 day access to breakdown recovery services, throughout the UK 
including NI and Channel Islands, and available for all vehicles with a 1 hour response time 
throughout the period of the lease. This will include providing initial mobility for drivers with vehicles 
off the road for any reason, including as a result of an accident, co-ordinating with BBC departments 
or other BBC suppliers to achieve the lowest cost solution acceptable to the user in each case. 

 
3.6 The Service Provider shall ensure compliance with all legal requirements for the registration, taxation 

and all other pre and post delivery requirements, together with any other legal requirement that may 
be introduced, including all legal requirements in Northern Ireland and the Channel Islands; and all 
Service Provider Personnel involved in the Services shall be familiar with such requirements.  

 
3.7 The Service Provider shall produce a full set of procedures and templates to the BBC Representative 

such as to ensure the efficient management of the BBC’s vehicles by all personnel involved 
(helpdesk, back office and any direct or indirect contact with the account) (and any procedures that 
affect the style or timing of contact with the BBC Users require BBC approval) 
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3.8 The Service Provider maintain an audit trail documenting all movements in vehicle prices and other 

factors affecting BBC quotations, including, but not limited to, residual values, interest rates and 
maintenance budgets, warranty arrangements, and servicing. The Service Provider shall ensure best 
value for money from any new third party supplier. 

 
3.9 The Service Provider shall ensure that mechanisms are in place to update and communicate in 

advance of changes any price rises associated with any part of the service provision.  Furthermore 
the Service Provider shall protect the BBC against price rises introduced after the order has been 
placed with the dealer/manufacturer irrespective of when the vehicle is invoiced. (The BBC will not 
accept any increases as a result of failure to comply with this requirement.) 

 
3.10 The Service Provider shall constantly strive to mitigate costs and recharges that the BBC will be 

liable for by scrutinising all aspects of cost/recharge and negotiating with Third Party Suppliers as 
appropriate. 

 
3.11 The Service Provider shall provide a complete audit trail for all charges, lease, maintenance, 

refurbishment, and fuel accrued on each vehicle throughout its life, including a system which 
provides a “footprint” of changes to allow a full audit trail of activity, updates and amendments. 

 

3.12 The Booking System must capture and manage the following information as a minimum:   

a. The person requesting the quote first name, surname, Line Manager’ Name building, 
extension number & email address and an alternative contact number 

b. Capture and validate a valid charge code 

c. The driver and vehicle contact’s title, first name in full, surname, contact number and 
alternative contact number (preferably a mobile phone number) Division, Line Manager 
Name, full vehicle details 

d. Capture the following details: Road fund licence expiry date and MOT expiry date; 
SORN expiry date 

e. Capture and validate the drivers staff and driver declaration numbers 

f. The required lease delivery date, in full. 

g. The required lease end date, in full 
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h. A notes section for registering extra services   

i. Enable all vehicle records to be amendable 

j. All vehicle order amendments and cancellations made are to generate a confirmation 
email and/or SMS to the driver or vehicle contact and email and/or SMS summary to the 
driver and another other parties requested on the vehicle order 

k. The Service Provider shall manage 3rd party service providers, including allocating to 
specific suppliers at the request of the BBC Representative 

l. A unique identifier for each quote (quote reference) shall be created 

m. Ensure data communications (orders, quotations, amendments etc) between the 
Service Provider’s system, the Sub-Contractor and Third Party Suppliers are robust, 
secure and failsafe. 

3.13 For fixed penalty fines the Service Provider shall identify and alert the driver (including pool driver’s 
not recorded against the vehicle record) of the fine and provide a mechanism for the driver to pay 
directly.  In the event of recharges the Service Provider shall identify the driver’s status and 
affiliation (BBC staff/freelance etc) from the driver declaration feedfile as defined in the Agency 
Spend Interface. The Service Provider shall advise the driver via e-mail that a salary deduction will 
be made and create a charges in the agency spend file or a separate payroll file to allow deduction 
from salary. BBC drivers are responsible for the payment of all fines. 

3.14 The Service Provider shall provide, when requested by the BBC Representative, any details 
necessary to satisfy notice of intended prosecution requirements. 

3.15 The BBC has appointed an accident management provider that the Service Provider shall liaise with 
when required. 

3.16 The BBC shall provide motor third party insurance certificates to the Service Provider who shall then 
manage the distribution of insurance certificates to drivers. The Service Provider shall maintain 
accurate records on all certificate activity. 

3.17 The Service Provider shall promote the availability and manage the re-deployment of vehicles within 
the BBC. 

3.18 The Service Provider shall provide a secure storage facility to accommodate vehicles awaiting 
reallocation. 

3.19 The Service Provider shall provide, when requested by the drivers, all necessary documentation for 
each relevant country together with highlighting any specialist equipment and document 
requirements within one day of request. The Service Provider shall arrange European breakdown 
cover on request. 

3.20 The Service Provider shall arrange for the installation and de-installation of car telephones at any UK 
and Channel Islands addresses, subject to BBC mobile phone policy requirements. 

3.21 The Service Provider shall expedite the closing down (issue to repair completion) of all manufacturer 
recalls within a month from the initial alert and sooner in the event of safety recalls.  This will require 
prompt liaison with customers and the vehicle manufacturer to expedite the work required under the 
recall.  The Service Provider shall provide a weekly update on the action to the BBC Representative 
until conclusion. 

3.22 The Service Provider shall provide write-off settlement figures for Service Provider vehicles to the 
BBC Representative within 1 Working Day of the request.  The Service Provider shall assist to 
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expedite all processes necessary, including liaison with the BBC Accident Management Provider, to 
conclude settlement within 1 month from the date the write-off is confirmed. 

3.23 The Service Provider shall recharge the settlement figure, once agreed, to the alternative charge 
code provided.    

3.24 The Service Provider shall manage all authorised Statutory Off Road Notice (SORN) requirements to 
ensure the BBC remain compliant at all times.  The Service Provider shall notify DVLA within one 
Working Day of the request. 

3.25 The Service Provider shall manage the pool driver log audits on a quarterly basis requesting from 
the vehicle operational contacts copies of BBC pool driver logs to ensure that their drivers are 
completing these in line with the BBC Expenses Policy and BBC Motor Vehicle Policy. Any non-
compliance should be escalated to the BBC Representative. 

3.26 The Service Provider shall on a monthly basis carry out an audit on the Essential Business Need Car 
drivers whose driver declarations are due to expire within that month to ensure that they are fully 
compliant with BBC Expenses Policy and Motor Vehicle Policy. These can be identified from the 
driver declaration file that the BBC will provide weekly or via an hourly stream file. The Service 
Provider shall send a reminder e-mail to those drivers who have not renewed their driver 
declarations and report to the BBC Representative any drivers who have not renewed within three 
days of the reminder.  

3.27 The Service Provider shall carry out on a monthly basis mileage collection from drivers and vehicle 
contacts for BBC owned and leased vehicles. This data will assist with the management of vehicle 
contract revisions and CO2 reporting. 

 
3.28  Fleet Records  
 
 The Service Provider shall 
 

a. Maintain records on all material aspects of the audit trail, including but not limited to; 
register of drivers including transfer dates, request, quotation and order details, contract 
amendments, charge code changes, MoT and road fund licence records, service and 
maintenance records, charging details, and customer correspondence.  This record will also 
include communications used in the management and amendment of the contracts. 

 
b. Maintain records of sold and terminated vehicles including details of sale proceeds, dates 

of transfer/sale and the buyer’s details. This will form part of the BBC asset register for BBC 
owned vehicles. 

 
c. Provide with each new vehicle clear and relevant documentation/information about the 

services provided and the standards expected together with methods of contacting by 
telephone, email and in writing. 

 
d. Assist the BBC in cataloguing its specialist vehicle fleet recording all the equipment 

installed, livery and logo designs.  
 

e. Ensure an audit trail is recorded for all charges, lease, maintenance, refurbishment, and 
fuel, accrued on each vehicle throughout its life, including a system which provides a “footprint” 
of changes to allow a full audit trail of activity, updates and amendments. 

 
f. Set up, and maintain, up to date records on the fleet which will be the asset register of BBC 

leased and owned vehicles. For BBC owned vehicles this will include the details of the 
purchase price, purchase date and the seller’s details which are to be reported and sent to a 
BBC Representative on a quarterly basis. 

 
g. All fleet records held by the Service Provider, including electronically held records, will be 

the property of the BBC and must be handed over to the BBC at the end of the Agreement, and 
on request on an ad hoc basis. 
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3.29  Service Provider Vehicle Provision 
 

a. The Service Provider shall recommend the minimum specification required to ensure a 
vehicle is fit for purpose and meets the BBC’s operational, environmental and value for money 
needs.  The Service Provider shall also advise the most cost effective vehicle lease contract 
for the BBC i.e. contract hire, and finance lease based on the BBC’s requirements. 

 
b. The Service Provider shall provide quotations within 1 Working Day of receiving the 

request. 
 

c. A breakdown of all costs in the quotation shall be provided on request. 
 

d. The BBC operates a standard vehicle for its Essential Business Need Car (EBNC) – each 
month the Service Provider shall provide a benchmark quote that will be valid for a minimum of 
one calendar month.  The Service Provider shall provide for prior approval by the BBC 
Representative reasons for any changes from the previous month and will review whether the 
vehicle remains the most cost effective option for the category 

 
e. The Service Provider shall minimise order lead times, reporting progress on orders and 

delivery dates to customers. 
 

f. The Service Provider shall deliver vehicles to any UK address including NI and Channel 
Islands at any specified time during Business Hours, and obtain signed confirmation from a 
BBC member of staff of vehicle condition and acceptance.  Familiarisation may be required on 
some vehicles. 

 
  
3.30  Compliance Obligations 
 

a. The Service Provider shall satisfy the BBC’s P11D requirements for all personal issue vehicles 
(Service Provider and Contract Vehicles), notifying the driver within 1 Working Day of delivery 
and reporting accurately all additions/deletions and amendments to BBC Bookkeeping monthly. 
 

b. Road Fund Licence (RFL) - The Service Provider shall purchase and issue RFL discs for Service 
Provider vehicles and Contract Vehicles to the customer in line with the legal requirements 
together with ensuring 100% safe confirmed receipt by the driver at least two Working Days prior 
to the expiry of the existing disc.  
 

c. The Service Provider shall be responsible for any fines received and associated costs incurred 
as a result of the Service Provider’s failure to ensure compliance both with the legal and BBC 
requirements. 
 

d. MoT Test - The Service Provider shall provide an MoT test reminder process (plating process for 
LGV) that commences 4 weeks in advance to meet the BBC’s operational requirements and 
continues to actively pursue the certificate receipts to ensure that the BBC remains compliant, at 
all times, with legislation. 
 

e. The Service Provider shall retain and record all MoT test certificates for the fleet. 
 
  
3.31 Support Services 
 

a. The BBC may wish the service provider to provide and be responsible for the supply 
and management of the fuel cards including the senior manager fuel cards, liaison 
with the fuel card provider for the provision of fuel cards, invoice payment and 
recharges, maintaining records on the live and cancelled cards.  

 
b. The Service Provider is responsible, in relation to Service Provider vehicles and 

Contract Vehicles for:- 
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• Providing an accessible UK including NI and Channel Islands network of 
vehicle maintenance suppliers.   

• Ensuring that work is carried out to keep vehicles in a safe condition 
• Ensuring that work is carried out to manufacturer recommended standards 
• Ensuring that work is progressed to minimise vehicle downtime  
• The monitoring and review of maintenance budgets on BBC maintained 

vehicles and liaison with BBC for appropriate authorisation to amend as 
required. 

• If required by the BBC, assist in the setting up of an accessible network of 
vehicle maintenance Suppliers within Republic of Ireland. 

 
c. The maintenance and recovery services for all new vehicles provided by the 

Service Provider (including third party suppliers) are to be priced on the basis of a 
fixed cost and included in the monthly lease charge.  Large vehicles (over 3.5 
tonnes) will generally not require maintenance services to be provided.   

 
d. The Service Provider shall provide, for those vehicles (Service Provider or contract) 

that operate without a maintenance contract, a pay and recharge facility for all 
invoices from third party suppliers and recharge BBC in accordance with standard 
recharging, agency spend feed file and advice note requirements. There shall be a 
full audit record of these charges against the vehicle record for BBC reporting and 
budget purposes.      

 
e. The Service Provider shall ensure that the Fleet remains fully compliant with 

manufacturer service intervals by advising the BBC Representative of both mileage 
and period specific intervals.  

 
f. The Service Provider shall provide a service booking facility to allow all customers 

to book their service needs, maintenance, repairs, MoTs, recalls etc via a free 
phone number which includes the locating, booking in, booking delivery & 
collection/while-you-wait service, courtesy vehicle booking with the garage.   

 
g. The Service Provider shall arrange and manage independent vehicle inspections 

which will be required for retaining existing BBC owned vehicles and second 
vehicle purchases.     

 
3.32  Vehicle Renewal - Termination 
 

a. The Service Provider shall manage the renewal process notifying line managers and 
vehicle contacts at least three months prior to the contract end date to ensure the 
efficient replacement or return of vehicles.   

 
b. The BBC’s standard replacement policy for essential business need cars (EBNC) is 48 

months/ 58,000 miles and for pool vehicles is 48 months/50,000 miles.  Any usage 
outside of these parameters shall be approved in advance by the BBC representative. 

 
c. The Service Provider shall arrange pre-contract, test drive and demonstration vehicles 

on request, 
 

d. The Service Provider shall promptly (within 3 Working Days) collect vehicles (Service 
Provider or Contract Vehicles) when requested from anywhere in the UK including NI 
and Channel Islands, including the home addresses of Essential Business Need Cars, 
maximising opportunities to synchronise collections and deliveries.   

 
e. The Service Provider shall complete a vehicle condition form, accurately recording the 

vehicle condition and obtain a BBC signature prior to accepting receipt of a vehicle. The 
BBC will not accept damage/refurbishments recharges that do not comply with this 
requirement. 

 
f. Damage Refurbishment Process (Service Provider vehicles) - The BBC accepts the 

BVRLA Fair Wear & Tear Guide as the industry standard and only recharges for 
damage over and above this will be accepted.  Refurbishment charges are required to 
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be highlighted to the customer within one Working Day following collection, with a 
breakdown of costs, copy of the signed collection note and photographic evidence.   

 
g. The BBC will not accept any damage/refurbishment charges not supported by a BBC 

signed collection note. 
 

h. The Service Provider shall, on request, arrange the sale of Contract Vehicles, remit to 
the BBC optimised sale proceeds, net only of third party fees (reasonably and 
necessarily incurred) and agreed reconditioning costs 

 
i. The Service Provider shall off hire all Service Provider vehicles (including third party 

suppliers’) on the requested date for collection. The BBC will not accept further charges 
after this day. 

 
j. The Service Provider shall ensure all sold vehicles are de-registered within one Working 

Day of the date of sale/transfer.  
 
3.33  Vehicle Contract Variations 
 

a. Contract amendment (of both Service Provider vehicles and Contract Vehicles) - The 
Service Provider shall be responsible for the provision of operational advice regarding 
lease alteration and termination, including advance notice of lease terminations’ due and 
obtaining quotations for early termination, extension and ex-lease vehicle purchase.  

 
b. The Service Provider shall amend Fleet records within one Working Day of notification of 

changes. 
 

c. The Service Provider shall provide the facility to formally extend leases for periods of 
three months and over on all Service Provider vehicle contracts.  Informal extensions 
will also be permitted.  

 
d. The Service Provider shall highlight on a monthly basis to the BBC Representative those 

vehicles (Service Provider and Contract Vehicles) that may require a contract revision, 
with costs, on the basis of current and projected mileage predictions for all contracts with 
six months or more remaining.   

 
e. The Service Provider shall manage contract revision requests or notices from the BBC 

within the monthly timetable. 
 

f. The Service Provider shall provide quotations, based solely on cost recovery, for early 
terminations of Service Provider vehicle contracts within 1 day of the request.  The sale 
value is to be assessed against the Residual value of the early termination quotation and 
any profit to be returned to the BBC. 

  
3.34  Vehicle Acquisition 
 

a. The Service Provider shall provide, when requested by the BBC Representative, sale and 
leaseback proposals on third party leases.  

 
b. The Service Provider shall purchase and/or contract hire second hand vehicles on the 

written request of the BBC Representative. 
 

c. The Service Provider shall carry out a HPI check on any second hand vehicle/s that the BBC 
are proposing to purchase.    

 
d. The BBC will occasionally require the Service Provider to source and procure or procure 

only (i.e. where BBC has sourced) new and second hand vehicles for outright purchase. 
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4. INNOVATION AND OPTIONAL SERVICES  

The following are identified potential opportunities (which are to be costed for separately if not part of 
the standard service offerings).  

4.1 Internet access – The Service Provider’s system will be accessible via the internet to Customers 
working at home or on location through a separate login in and individual password. Customer 
Management Information – An online reporting portal for individuals/departments/divisions to 
access real time and historical permitted vehicle records and cost data 

4.2 An online service which gives the ability to search and select all vehicle types with pictorial and 
descriptive assistance per vehicle type; including CO2 emissions; pricing and reflecting the 
cheapest option first, with other options to follow. The online service will include ordering 
functionality enabling placement of online quotes and ordering requests. 

 

5. BBC RESPONSIBILITIES  
  

The BBC shall be responsible for:  

5.1 Charge Codes  
To establish a record of all the valid BBC charge codes, the BBC will provide a one-off full extract 
and subsequent daily validated incremental update of the charge codes feed file. Each file will be 
emailed to the Service Provider overnight. It is estimated that the full extract will contain 500,000 
codes and the daily increment 6000 codes. 

 
The file will include the following codes: Work Breakdown Structure (WBS), Sales Order Numbers 
(SON), Cost Centres (CTC) and Worldwide Ltd. Cost Centres (WW), and profit centre hierarchy data. 
The hierarchy data will enable the Service Provider to derive the Division and Profit Centre of a 
charge code for reporting purposes.  

5.2 BBC Solution Single Sign On  
The BBC will validate and identify users as well as validating the charge code as part of the BBC’s 
single sign on solution hosted on the BBC servers. The BBC will also hold the BBC account number 
and password and be responsible for its security within its own firewall.  The BBC will maintain and 
support the single sign on solution hosted on the BBC servers and will support the network and 
internet availability to BBC staff. 

Agency Spend Interface document details the format. 

5.3 Driver Declaration Information 
To establish a record of all the valid BBC driver declarations, the BBC will provide a one-off full 
extract and subsequent hourly validated incremental update of the driver declaration feed file.  
Anybody who wants to drive a BBC provided vehicle has to record their details on the driver 
declaration database. 

5.4 Notification to the Service Provider of any intention to take the vehicle outside the U.K. 

5.5 Arranging and maintaining Motor Third Party Liability insurance for BBC authorised drivers and in 
compliance with the Road Traffic (Acts) in respect of all Fleet vehicles with own damage risks being 
self-insured through BBC Insurance department  

5.6 Notifying the Service Provider of the vehicle's delivery and collection addresses 

5.7 Notifying as soon as reasonably possible the Service Provider of the following:- 
 

• New vehicles being purchased  
• BBC owned vehicles being sold 
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• Total losses  
• Unrecoverable thefts 

 

5.8 Providing the Service Provider with up-to-date information on the current fleet necessary to fulfil the 
service requirements, including but not limited to, vehicles details, contract details, charges, charge 
codes, allocated drivers, all contact details, addresses.  

5.9 Arranging for invoices from third party suppliers to be directed to the Service Provider’s address. 

5.10 The BBC shall provide details of Third Party Suppliers to the Service Provider. 
 
5.11 The BBC shall provide the Service Provider with up to date versions of BBC policies applicable to the 

Services. 

     

6. REPORTING 
 

6.1 The Service Provider shall provide reports that demonstrate full compliance with all of its obligations 
under Schedule 9 (Management Information Reports). 

 

6.2 The Service Provider shall, if required by the BBC, enter the management information reports on to 
the BBC’s online service performance management tool. 

 

6.3 The Service Provider shall measure the performance of the third party suppliers, and will identify and 
report on; areas that need improving, how the Service Provider shall address this and constant 
evaluation on, but not limited to CO2 and cost savings across the BBC.  

7. CONTINUOUS IMPROVEMENT 

7.1 The Service Provider shall work with the BBC to identify more efficient usage of the Services which 
will result in reduced BBC spend. The target for reduced spend will be net 20% year over the first 
three years of the contract.  

7.2 The Service Provider as the owner of the service provision is obliged to identify further opportunities 
to reduce costs to the BBC, both in its own processes and in those laid down by BBC policy and 
shall propose to the BBC its suggestions for reducing spend 

7.3 Further information can be found at Schedule 18.  

8 SUSTAINABILITY 
 

8.1 The BBC is committed to reducing its Environmental impact by targeting direct source services. 
This includes the promotion of alternative fuel, low emission vehicles, and any other environmental 
initiatives that ultimately result in lower carbon emissions.  The Service Provider shall provide 
reasonable assistance to the BBC to enable it to meet its Sustainability Procurement Strategy with 
regards to the Services. 

. 

8.2 The Service Provider’s annual aggregated target should reduce Co2 emissions for all vehicles hired 
or leased by the BBC by 10% year on year during the life of the Agreement. 
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8.3 The target average for Co2 emissions are: 
• New cars shall not exceed 130g CO2/km 
• New vans shall not exceed 175g CO22/km 

 

  


