Step 1: Initial data collection

New suppliers Data collection from portal

Legal identity

@ -
VAT registration number

Contact details

-—

Information about
product offers:
» type of PPE available

e technical compliance
e pricing
e delivery timescales

INQO00474996_0001



Step 2: Identifying viable opportunities and triaging

Written guidance
e |nitial
e 21/04/20 - Further guidance
e 23/04/20 - Further guidance

PPE Buying Target:
* Provides a long-term view of demand

Initial financial due diligence:
Whether it was incorporated as a company in
England, Wales or Scotland
Whether it was VAT registered
How long it had been in existence
Financial information from its audited annual
accounts
Further credit scoring information
Information about the ultimate beneficial
owners (including any group company
relationships)
Any insolvency history
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Step 3: Validate opportunities

Caseworkers contacted potential suppliers:
Detailed conversation with suppliers to
confirm the offer
Ascertain key details of what was being
offered
Initial estimates on pricing, lead times
and rough orders of magnitude
Researching the manufacturers of the
products
Obtaining technical documentation
Assessing the priority of offers based
on the guidance set

Opportunities Team Case Workers
Guidance:
¢ Revised numerous times to v3.2
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Step 4: Commercial due diligence

Due diligence form requested:
Company name
Company number
Registered address
Date of incorporation
Line of business
Until April 2020 Ultimate Parent Company
Parent Company of Incorporation; and Details on Directors, Persons with
Control and Press Research
Financial Due Diligence (provided by Company Watch, Credit Safe and
financial accounts information from Financial Analysis Made Easy (FAME)
Financial Health Score (H Score)
Industry Average H Score
Credit Safe Score
Then outsourced to Dun & Bradstreet Score
Contingent: Operating Profit margin
e Guidance on due Net Debt
diligence ratings Earnings before Interest, Taxes, Depreciation and Amortisation
(EBTIDA)/Operating profit
Current Ratio
Employees
Operating Cash Flow, Net Assets and
Details of Government Spent (provided by Porge, Bravo, and Crown
Commercial Service)

Volunteers from the Cabinet
Office Market Health Team

RAG rating
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Step 5: Confirm technical review

Early: SCCL CaPA Team

Then: primarily made up of
volunteers from MoD’s DE&S Team
and later, the Defence Quality
Assurance Field Force (DQAFF)

Technical specifications:
* V130/03/20
* V2 06/04/20
* V3 05/05/20
* V4 28/08/20

Certificates of Quality
Management System

Certificates of compliance / conformity

Test data set

International standards (EU,
USA, China etc.) - compatible
with UK standards

Corrective And Preventive
Actions (CAPA) Decision
Tree [INQOO0551710]
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Step 6: Close terms and conditions and pricing

Cost Assurance and Analysis Service (CAAS):

MoD’s internal service

Companies House

Dun and Bradstreet

Other publicly available information

VAT registration checks

Foreign Commonwealth Office checks on
international suppliers

Information from previous cases /
experience

Does the supplier communicate in a timely,
transparent fashion?

Does it provide the information the
Department would expect to see when
asking for it? This information would include
test certificates, information for the
technical assurance process, etc

Does contact with this supplier suggest that
it is genuine and has genuine product to
offer?

Negotiating price and any deposit /
advance payment:
» Negotiate best value and/or
e No more than 25% on reported
average unit price at the time

Contact supplier to set
up administrative and
accounting details

Where the supplierisina
foreign country, liaising with
the FCDO / embassy:
e To do due diligence on the
manufacturer

Contracts with advice of the
lawyers (e.g. GLD/TLT) where
potential supplier unwilling to
contract on standard Terms
and Conditions - usually for
advanced payments

Onboarding supplier through the
completion New Supplier Form:
¢ Including declarations on
Conflict of Interest

Discussing the offer in
detail with the supplier
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Step 7: Complete approval documentation

Closing Team make submission to DHSC Commercial Team and AOs under cover of an
email setting out the key features of the offer attaching eg:
Terms and conditions, including evidence of acceptance or a summary of terms that
were not, highlighting the risks/reasons and subsequent external law firm legal advice
(if sought)
The Department’s ‘Order Form’
Notification of an advance payment
The Department’s ‘New Supplier Form’ including bank details
Notification of an advance payment
The Department’s ‘New Supplier Form’ including bank details
A PDF supplier letter containing bank details (some suppliers failed at this stage as
their details failed to be validated either by the Department or their bank)
CaPA approval (or MoD QA)
Technical documentation including photo and certificates for items
The Department’s ‘Requisition Form’
Foreign currency payments form
Supplier quotation including a comparison to the average price, benchmark process
and an explanation of why the offer was reasonable or better to proceed in the
circumstances
FCO approval for the company concerned
The ‘Submission to DHSC Checklist’
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Step 8: Send to the department for approval

Applying Managing Public Money Guidance Documents:

Terms and conditions including evidence of acceptance or a summary of
terms,

Highlighting the risks/reasons and subsequent external law firm legal advice (if
sought)

The Department’s ‘Order Form’

Notification of any advance (upfront) payment required in the contract

The Department’s ‘New Supplier Form’ including bank details

A PDF supplier letter containing bank details (this would be validated)
Approval by the Clinical and Product Assurance (CaPA) or approval through
the MoD quality assurance - this represented the quality assurance that was
applied

Technical documentation including photo and certificates for items

The Department’s ‘Requisition Form’

Foreign currency payments form (if appropriate)

Supplier quotation including a comparison to the average price, benchmark
Process and an explanation of why the offer was reasonable or better to
Proceed in the circumstances (this would be included in the Order Form)
FCO approval for the company concerned

The ‘Submission to DHSC Checklist’
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