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                                                     CONFIDENTIAL



ANNEX 1 SUPPLIER INFORMATION FORM

This Information Form is part of and shall be governed by, the Maintel Supplier Terms and its schedules (together known as this “Agreement”).  A copy of the Maintel Supplier Terms and its schedules are available at the following:  https://www.maintel.co.uk/about-us/technology-partners/suppliers/ or a copy is available upon request.

[bookmark: _Toc425934016]INTRODUCTION
This Supplier Information Form provides Maintel with the information we need in order to set up a new supplier.

	As part of Maintel quality assurance process we are required to appraise all potential suppliers. Please complete this form as fully as possible and return, with supporting documents, to the person requesting the information.
Maintel reserves the right to reject a suppliers’ application if it deems the company’s financial history is unsound, or it has insufficient technical knowledge or experience to supply the goods or services required and is outside of Maintel acceptable risk profile.

	COMPANY DETAILS

	Supplier Company Name:
	 Click or tap here to enter text.

	Type of Business entity:
	PLC☐
Limited☐
Partnership☐
Sole Trader☐

	
Supplier Company Registered Address:

	Click or tap here to enter text.
	
Trading Address: (if different from above)

	Click or tap here to enter text.
	Supplier Company registration number:
	Click or tap here to enter text.
	VAT Number:
	Click or tap here to enter text.
	Website address: 
	www.Click or tap here to enter text.

	Sales Contact:
	Name:Click or tap here to enter text.
Telephone: Click or tap here to enter text.
Email:Click or tap here to enter text.

	Accounts Contact:
	Name:Click or tap here to enter text.
Telephone:Click or tap here to enter text. 
Email:Click or tap here to enter text.

	Maintel Contracting Entity
	Maintel Europe Limited 

	Maintel Registered Office
	160 Blackfriars Road, London. SE1 8EZ

	Invoice Currency:
Sterling/GBP.
	Click or tap here to enter text.
	Number of years trading:
	Click or tap here to enter text.
	Number of employees:
	Click or tap here to enter text.
	Membership of trade/professional associations:
	Click or tap here to enter text.
	BANK DETAILS

	Bank Name:
	Click or tap here to enter text.
	
Address:

	Click or tap here to enter text.
	Sort Code:
	Click or tap here to enter text.
	Account Name:
	Click or tap here to enter text.
	Account Number:
	Click or tap here to enter text.
	IBAN:
	Click or tap here to enter text.
	SWIFT:
	Click or tap here to enter text.
	INSURANCE, CERTIFICATES & STATEMENTS

	ESG Obligation:
Pursuant to the Supplier Obligations, set out in Schedule 1 paragraph 1.4 you are required to complete and return the embedded workbook (below) prior to the Commencement Date:



	Please attach certificate copies for each of the following:

	Public Liability:
	Choose an item.
	Product Liability:
	Choose an item.
	Professional Indemnity:
	Choose an item.
	COMPANY PORTFOLIO

	Description of goods and/or services provided:
	


Click or tap here to enter text.







	Is a response SLA provided:
	Choose an item.
	State shortest response to site SLA, e.g. 4 Hour:
	Click or tap here to enter text.
	Is a restoration of service SLA provided:
	Choose an item.
	State shortest restoration time, e.g. 4 Hour
	Click or tap here to enter text.
	Are part replacement services, where applicable, from your own stock:
	Choose an item.
	State help desk opening times, e.g. 24/7/365
	Click or tap here to enter text.


	TECHNOLOGY, MODELS, ENGINEERS AND GEOGRAPHICAL COVERAGE

	Technology Supported
e.g. Avaya, Cisco, Mitel etc.
	Models Supported
e.g. S8300, IP500 etc.
	Number of product specific trained engineers
	Geographical coverage

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	This information form is subject to the terms of this Agreement between the Supplier and Maintel as set out in the Maintel Supplier Terms and its schedules.  By executing this annex, the Supplier confirms that the information contained herein is accurate and correct to the best of its knowledge.

	
Signed on behalf of Supplier:

	Click or tap here to enter text.
	Name:
	Click or tap here to enter text.
	Position:
	Click or tap here to enter text.
	Date:
	Click or tap here to enter text.


	The information contained within this document, or subsequently provided, whether verbally or in documentary form, is confidential to Maintel Europe Limited (“Maintel”) and is provided to the organisation named within this document only.  It shall not be published, disclosed or reproduced wholly or in part to any other party without our prior written consent. Maintel has made reasonable efforts to ensure the accuracy and validity of the information provided herein. Maintel should be notified of all requests for disclosure of Maintel supplied information under the Freedom of Information Act.
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ESG Supplier Survey.xlsx
How To



				Welcome to Maintel ESG Supplier Questionnaire



				At Maintel we are committed to providing a sustainable, resilient future and working with our critical suppliers to reduce carbon emissions and improve social and community interaction.



				How to complete the ESG Supplier Questionnaire?



				Please complete the tabs that are highlighted GREEN; Supplier Questionnaire, Environmental Output and Emissions Strategy



				In the Supplier Questionnaire tab, indicate your response with an 'x' in the appropriate column; 'Yes', 'Partial', or 'No' according to your assessment.

				If you think a question does not apply to your type of business, please indicate, in the "Comments" cell,  'N/A'  and provide an explanation.

				Please note some questions require supporting documentation, please ensure appropriate documents are attached to your submission. 

				Insufficient comments and documentation, may delay completion of assessment.

				Complete all unshaded cells. The shaded cells are for Maintel use only



				How to return your completed questionnaire?



				Email Maintel Supplier Manager: lisa.brown@maintel.co.uk and include all supporting documentation





				Revision Control

Polk Burleson: List date and summary of revised text.


				Lisa Brown - Questionnaire Creation - 29/06/2021

				Lisa Brown - Questionnaire Revision - 01/11/2021

				Lisa Brown - Questionnaire Revision - 23/11/2021

				Lisa Brown - Questionnaire Revision - 18/01/2022

				Lisa Brown - Questionnaire Revision - 12/09/2022
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Supplier Questionnaire



		ERROR:#DIV/0!		1. Environmental		Yes		Partial		No		Comments and Supporting Documents
(Please provide supporting information) 

				Do you have an ISO 14001 certified EMS (Environmental Management System)?								Please provide certificate and policy

				Do you work to or have an ISO 50001 certified Energy Management System?								Please provide certificate and policy

				Do you offset CO2e on an annual basis?
Offsetting scopes 1 and 2 emissions: Supplier should demonstrate (with supporting documentation) that its carbon emissions generated through an activity (e.g., fossil fuel-based vehicles' emission) can be calculated, and then the equivalent amount offset via the offsetting projects such as wind farms, planting trees,... Scope 1 and 2 means the emissions caused by the suppliers' own operations (e.g., company owned facilities, company vehicles, purchased electricity). 								Please indicate how many tonnes of CO2e you offset on an annual basis

				Do you currently offset any emissions related to products or services sold to Maintel?								Please provide a link to or copy of offsetting information/certificate

				Are you committed to the Science Based Target Imitative (SBTi)?
SBTi targets adopted by companies to reduce greenhouse gas (GHG) emissions are considered “science-based” if they are in line with what the latest climate science says is necessary to meet the goals of the Paris Agreement – to limit global warming to well-below 2°C above pre-industrial levels and pursue efforts to limit warming to 1.5°C. If the supplier has a set science based target, it demonstrates real commitment to decrease its environmental impact.								Please provide evidence (e.g. email confirmation) from SBTi that the supplier has committed/set a science based target and/or current accepted targets

				Do you disclose through CDP (previously Carbon Disclosure Project)?
Each year CDP supports thousands of companies to measure and manage their risks and opportunities on climate change and other topics. CDP takes the information supplied in its annual reporting process and scores companies based on their journey through disclosure and towards environmental leadership. Through the scoring methodology, CDP measures corporate progress and incentivize action on climate change. If the supplier is disclosing to CDP, it demonstrates the maturity of its environmental program.								Please provide evidence from CDP that the supplier has disclosed and a link to or copy of the report

				Has your organisation received any significant fines and non-monetary sanctions for non-compliance with environmental laws and/or regulations?								Please include administrative and judicial sanctions for failure to comply with environmental laws and/or regulations, including:
- International declarations, conventions, and treaties
- National, sub-national, regional, and local regulations
- Voluntary environmental agreements with regulating authorities that are considered binding and developed as a substitute for implementing new regulations
- Cases brought against the organisation through the use of international dispute mechanisms or national dispute mechanisms supervised by government authorities

				Please provide the link to your externally published CR/CSR/sustainability report?								Please indicate the page/s with the relevant info about your emission reduction strategy

				What percentage of your suppliers assessed for environmental impacts?								Please provide percentage

		ERROR:#DIV/0!		2. Societal		Yes		Partial		No		Comments and Supporting Documents
(Please provide information supporting the rating) 

				Do you report under the Modern Slavery Act? 
(If your annual revenue is £36m or over and you conduct business in the UK you will have to report)								Please provide your Modern Slavery Act policy

				Do you have an ISO 45001 certified Health & Safety Management System?								Please provide certificate and policy

				Has your organisation had any convictions/enforcement notices received for Health & Safety infringement in last 3 years?								Please describe

				Do you have an Equality and Diversity policy?								Please provide Equality and Diversity policy

				Do you have a policy for Anti-Discrimination across your business?								Please provide your Anti-Discrimination policy

				Do you have a Bribery and Corruption policy?								Please provide your Bribery and Corruption policy

				Does your organisation have measures in place to contribute to the elimination of all forms of forced, child or compulsory labour throughout the supply chain?								Please provide examples 


				What percentage of your suppliers are assessed for social impacts?
(Assessments for social impacts can include the topics in the GRI 400 series (Social topics).								Please provide percentage of suppliers assessed along with the negative and potential negative impact

				What training do your provide your employees regarding health and safety?
i.e. generic training as well as training on specific work-related hazards, hazardous activities, or hazardous situations?								Please provide the key points and a short summary

				How do you ensure your suppliers abide by health and safety regulations?								Please provide the key points and a short summary

				Do you involve actively encourage worker participation and undertake worker consultation in the development, implementation, and evaluation of the occupational health and safety management system, and for providing access to and communicating relevant information on occupational health and safety to workers?								Please provide the key points and a short summary below

				Does your organisation officially support any charity, community or volunteering initiatives?								Please provide examples 


				Does your organisation support improved employability of young people?
(e.g. CV advice, mock interviews, careers guidance)								Please provide examples 


				Does your organisation support improved staff wellbeing and mental health?
(e.g. a tailored health improvement web portal; wellness literature; and seminars and workshops focused on identified wellness issues)								Please provide examples 


				Is your organisation qualified in SSIP (safety schemes in procurement)?								Please provide certificate/s

		ERROR:#DIV/0!		3. Governance		Yes		Partial		No		Comments and Supporting Documents
(Please provide information supporting the rating) 

				Do you have an Ethical trading or Responsible Sourcing Policy?								Please provide a copy of your Ethical trading or Responsible Sourcing policy

				Do you have an ISO 22301 certified Business Continuity Management System?								Please provide certificate and policy

				Does your organisation have any legal actions pending or completed regarding anti-competitive behaviour and violations of anti-trust and monopoly legislation in which the organisation has been identified as a participant?								Please provide number

				Have any significant risks related to corruption been identified through the risk assessment?								Please describe

				Has your organisation had any Data Protection breaches, fines and/or legal action/s in the last 5 years?								Please describe

				Does your organisation have employers liability insurance?								Please provide certificate/s

				Do you have an ISO 9001 Quality Assurance Certifications?								Please provide certificate/s

				Do you have an ISO 27001, ISO 27701 Information Security Certificates?								Please provide certificate/s

				Do you have an BS10012, ISO 27701 Data Protection Certificates?								Please provide certificate/s

				Do you have/are you PCI-DSS Attestation?								Please provide certificate/s

				Do you have Cyber Essentials or Cyber Essentials Plus?								Please provide certificate/s

				Overall Score		0



		Name				 Insert the name of the person who completed this questionnaire

		Position				 Insert the position of the person who completed this questionnaire

		Contact Details				Insert contact details for the person who completed this questionnaire

		Date				Insert the date the questionnaire was completed 



		Revision Control
(List date and summary of revised text)
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Environmental Output



				Supplier Details

				Supplier Company Name

				Supplier Contact

				Supplier CO2 emissions 				Select Currency

				Supplier full year company revenue

				Supplier annual revenue receipt from Maintel 

				Latest reporting year

				Unit (CO2e)		tonne

				Scope 1 - Direct Emissions

				Scope 2 - Energy Indirect Emissions

				Scope 3 - Indirect emissions: Upstream activities

				Full scope 3 emissions

Joanne Ballard: Joanne Ballard:
Only provide if the scope 3 upstream emissions located in the B12 cell are not known)

				Scope 1 and 2		0

				Calculation of Maintel (emissions linked to activities)		ERROR:#DIV/0!

				If collected emission data are audited and assured by a third party, please provide details





				Product or Service CO2 emissions
The below is only applicable if you measure carbon for specific products and/or services provided to Maintel

				Total emissions for the hardware/products sold to Maintel in the last financial year in tonnes of CO2e

				Total emissions for the services sold to Maintel in the last financial year in tonnes of CO2e
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Emissions Strategy



				Supplier Emission Reduction Strategy
Please use the areas below to provide a summary of your emission reduction strategy

				Scope 1 emissions

				Reduction target type		Absolute

				Baseline year 

				Baseline year - emission amount in ton of CO2e

				Ambition target year

				Ambition target year - emission amount in ton of CO2e

				Expected % reduction in carbon emissions (baseline vs. target)

				Actions (please list some examples of scope 1 related actions)

				Scope 2 emissions

				Reduction target type		Absolute

				Baseline year 

				Baseline year emission amount in ton of CO2e

				Ambition target year

				Ambition target year - emission amount in ton of CO2e

				Expected % reduction in carbon emissions (baseline vs. target)

				Actions (please list some examples of scope 2 related actions)

				Scope 3 emissions

				Reduction target type		Absolute

				Baseline year 

				Baseline year emission amount in ton of CO2e

				Ambition target year

				Ambition target year - emission amount in ton of CO2e

				Expected % reduction in carbon emissions (baseline vs. target)

				Actions (please list some examples of scope 3 related actions)







Sustainability Report

				Sustainability Report



				As a partner with you we are interested in your achievements, with this in mind please could you provide a copy/link to your sustainability report below. This will allow us to review your output with minimal disruption to yourselves.



				Sustainability Report:

















Summary

		Supplier						Supplier name, Location and date







		Conclusions


		Areas for Improvement														Action Plan								Resp.				Date











		Revision Control

Polk Burleson: List date and summary of revision
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Global Score



0	



Score by Chapter



1. Environmental	2. Societal	3. Governance	0	0	0	



                                                         Under                           
                  Qualified                  Development      Rejected               



Lists

		Select Currency

		British Pounds

		Euros
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