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Annex T Contract Cost Register Potential Extension Guidance 

General Completion Principles 

1. DWP is seeking cost information covering the potential extension to the contract, 

for up to a further two years. This information is being used to inform the Business 

Case and key stakeholders (including HMT) on potential costs of extending Restart 

to pre-empt and inform future funding discussions. DWP will, should an extension 

be subsequently requested, enter such discussions in good faith using the provided 

costs as a guide. Failure to secure a reasonably accurate and reliable pre-estimate 

of costs may undermine any extension where funding is potentially secured that 

then fails to meet the real costs of any extension. 

 

2. Bidders must complete the Contract Cost Register (CCR) documentation for the 

potential extension period (Year 3 to Year 7) and submit this alongside the Annex 

S CCR. This CCR requests the revised costs for Year 3 to Year 5 and beyond this 

to Year 7.  

 

3. The workbook contains seven worksheets which are listed below: 

 

Sheet Title Content 

Declaration Declaration and signature 

Forecast Costs A list of costs expected to be incurred in the 
delivery of this contract 

Direct Staff Profile Proposed costs and FTE in ‘Direct Staff’ category 

Management Staff Profile Proposed costs and FTE in ‘Management Staff’ 
category 

Subcontractor Profile Proposed costs and FTE in ‘Subcontractor’ 
category 

Additional Information 
Costs 

An optional worksheet to add further information. 
We encourage suppliers to populate this where 
required so DWP can understand your costs. 

Performance  Start date of potential extended contract and 
monthly profile of Job Starts.   

 

 

4. Declaration 

 

To complete the Declaration Tab - 

 

4.1. Enter the name of the Contracting Organisation in Cell D4.  

 

4.2. Select the Contract Package Area from the drop down box in Cell D6. 

 

4.3. The table from row 10 to 67 summarises the forecast costs categories from the 

input tabs to give Total Bidder Cost and Total Contract Value figures. Please 

note in column Q provided all the inputs are correct this will show as “TRUE”, if 

“FALSE” then the source of the error must be investigated and corrected. 
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4.4. A senior finance official duly authorised by the Bidder must certify the accuracy 

and content of the Contract Cost Register and that the resources and costs 

relate to and are wholly attributable to the Contract against which they have 

been claimed.  When the Bidder is satisfied the information entered is a true 

and fair reflection of the Cost Data, Cells B77 to B82 must be completed.  

 

 

5. Forecast Costs 

 

5.1. The forecast Costs tab is a simplified version of the main CCR. 

 

5.2. The Authority has categorised the costs into eleven classifications: 

 

 Staff Costs 

 Accommodation Costs 

 ISIT Costs 

 Participant Costs 

 Subcontractor Costs 

 Other Operating Costs 

 Consultancy Services Costs  

 Corporate Overheads 

 Other Costs 

 Risk Premium 

 Profit 

 

5.3. The eleven cost classifications include further detailed sub-headings; this is 

known as the Cost Breakdown Structure (CBS). Only the costs relating to the 

relevant sub-heading should be included.  For example, Staff Costs should 

include the full cost to the employer with both National Insurance Contributions 

and any Pension Costs.  A description of each category is shown in Annex 1. 

 

5.4. The cost categories set out are classified as the ‘Allowable’ costs for the 

contract.  For a cost to be deemed ‘Allowable’ it must meet the following criteria: 

 

 Appropriate – the cost would be expected to be incurred in the conduct 

of delivering the service in question and should be able to withstand 

public scrutiny. 

 Attributable – the cost is incurred in fulfilment of the service 

 Reasonable – the cost should not exceed what might be expected to be 

incurred in the normal delivery of the service 

 

5.5. The Bidder needs to complete the cells in Yellow for the breakdown of costs 

incurred in delivery of the Contract. The entries on the Costs tab are restricted 

to numerical only and where a Bidder has no costs associated with the cost line 

no entry should be made into the Cell. 
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5.6. There are formulae used throughout the document that should not be altered 

or amended. Only yellow cells should be completed. 

 

5.7. If Bidders consider their input VAT (or parts thereof) for component goods and 

services relating to this contract not to be reclaimable from HMRC and have 

included the VAT amount within their costs, they must include full details of the 

amounts included on the Additional Information Costs Tab. Calculations for the 

non-recoverable Input VAT included within costs and an explanation as to why 

the Bidder cannot reclaim from HMRC must be provided. 

 

5.8. Staff Costs: 

 Rows 19 and 20 are summarised from the Direct Staff Profile tab and 

Management Staff Profile tab 

 Rows 21 to 24, in the yellow cells enter the ‘Employment Costs’ for each 

cost category, each month 

 Row 25 is the total of the above inputs 

 

5.9. Accommodation Costs: 

 Rows 27 to 32, in the yellow cells enter the ‘Accommodation Costs’ for 

each cost category, for each month 

 Row 33 is the total of the above inputs 

 

5.10. ISIT Costs: 

 Rows 35 to 40, in the yellow cells enter the ‘ISIT Costs’ for each cost 

category, for each month 

 Row 41 is the total for the above inputs 

 

5.11. Participant Costs: 

 Rows 43 to 47, in the yellow cells enter the ‘Participant Costs’ for each 

cost category, for each month 

 Row 48 is the total for the above inputs 

 

5.12. Subcontractor Costs: 

 Row 50, is the total from row 59 of the subcontractor profile tab 

 

5.13. Other Operating Costs: 

 Rows 52 to 58, in the yellow cells enter the ‘Other Operating Costs’ for 

each cost category, for each month 

 Row 59 is the total of the above inputs 

 

5.14. Consultancy Service Fees: 

 Rows 61 to 64, in the yellow cells enter the ‘Consultancy Service Fee 

Costs’ for each cost category, for each month 

 Row 65 is the total of the above inputs 
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5.15. Corporate Overhead Costs: 

 Rows 67 to 73, in the yellow cells enter the ‘Corporate Overhead Costs’ 

for each cost category, for each month 

 Row 74 is the total of the above inputs 

 

5.16. Other Costs: 

 Row 76, in the yellow cells enter any ‘Other Costs’ not captured in the 

above cost categories for each month 

 An explanation of these costs should be entered on the “Additional 

information Costs” tab 

 

5.17. Total Provider Costs: 

 Row 78, this is the total of all the above inputs and represents the total 

costs declared 

 

5.18. Risk Premium: 

 Row 80, in the yellow cells enter any ‘Risk Premium’ for each month 

 On the “Additional information Costs” tab, for each risk please: 

o Describe each risk that has been identified 

o State any mitigations that are in place to manage the risk 

o Rank the likelihood of the risk materialising as High, Medium & Low 

o Rank the severity if the risk materialises as High, Medium & Low 

 

5.19. Profit: 

 Row 82, in the yellow cells enter any ‘Profit’ for each month 

 On the “Additional information Costs” tab, please provide an explanation 

as to how the bidder has arrived at the stated profit margin/percentage 

 

5.20. Row 84, this is the sum of all the above inputs and represents the ‘Total 

Contract Price’ 

 

 

6. Direct Staff Profile 

 

6.1. The Direct Staff Profile Tab must be completed for each Job Role. 

 

6.2. Table 1, Rows 19 to 58, for each job role enter the number of FTEs by job 

title/role 

 

6.3. Table 2, Rows 66 to 105, the job roles from table 1 are shown in column B, for 

each month enter the corresponding average salary cost, each FTE must have 

a corresponding average salary to enable a full cost calculation. 

 

6.4. Row 153 summarises the Total Direct Staff Costs and is then shown on the 

Forecast Costs tab on Row 19. 
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7. Management Staff Profile Tab 

 

7.1. The Management Staff Profile Tab must be completed for each Job Role. 

 

7.2. Table 1, Rows 19 to 58, for each job role enter the number of FTEs by job 

title/role 

 

7.3. Table 2, Rows 66 to 105, the job roles from table 1 are shown in column B, for 

each month enter the corresponding average salary cost, each FTE must have 

a corresponding average salary to enable a full cost calculation. 

 

7.4. Row 153 summarises the Total Management Staff Costs and is then shown on 

the Forecast Costs tab on Row 20. 

 

 

8. Subcontractor Profile 

 

8.1. The Subcontractor Profile Tab must be completed for each Subcontractor.   

 

8.2. Table 1, Rows 19 to 58, enter the name of each Subcontractor in Column B and 

the activities the Subcontractor undertakes must be entered into Column C to 

confirm if the Supply Chain provides an end to end service, specific activity or 

end to end service.  

 

8.3. The Costs entered should be the Costs incurred by the Subcontractor not the 

payments made by the Bidder to the Subcontractor. This is to ensure any future 

changes to the payment model required take into account the flow of payments 

down the supply chain. Row 59 summarises the Total Subcontractor Costs and 

is then shown on the Contract Cost Register Tab on Row 50. 

 

8.4. Table 2, Rows 67 to 106, for each subcontractor enter the number of Direct 

Staff FTEs. 

 

8.5. Table 3, Rows 114 to 153, for each subcontractor enter the number of 

Management Staff FTEs. 

 

 

9. VAT 

 

9.1. On the ‘Additional Information Costs’ tab, please define the bidders VAT status 

where this differs to the Annex S CCR. The Bidder must be able to assure DWP 

that the VAT status quoted is correct.  Bidders should fully understand HMRC 

Notice 701/30. 
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9.2. If Bidders consider their input VAT (or parts thereof) for component goods and 

services relating to this contract is not reclaimable from HMRC and have 

included the VAT amount within their costs, they must include full details of the 

amounts on the ‘Additional Information Costs’ tab (cross references by row 

number from column A on the ‘Forecast Costs’ tab. Calculations for the non-

recoverable Input VAT included within costs and an explanation as to why the 

Bidder cannot reclaim from HMRC must be provided. 

 

 

10. Additional Information Costs 

 

10.1. The Additional Information Costs Tab is for any assumptions, explanations or 

calculations of cost and should be clearly identified with the cost category 

section, name and cell references.  

 

10.2. For ease of referencing the Forecast Costs Tab has numbers for each Cost 

Category Row in Cell A19 through to A84.The Additional Information worksheet 

is not protected after the heading and description rows, which allows the Bidder 

the ability to format as they wish.  However, please ensure that the format is 

easy to read, is fully referenced and where possible, calculations are provided 

in tabular format. 

 

 

11. Performance 

 

11.1. The anticipated starts from Year 3 through to Year 5 are shown in row 15 with 

the total anticipated starts shown in cell C15. 

 

 

 


