Cabinet Office

CARBON REDUCTION PLAN GUIDANCE

Notes for Completion

Where an In-Scope Organisation has determined that the measure applies to the
procurement, suppliers wishing to bid for that contract are required at the selection stage to
submit a Carbon Reduction Plan which details their organisational carbon footprint and
confirms their commitment to achieving Net Zero by 2050.

Carbon Reduction Plans are to be completed by the bidding supplier’ and must meet the
reporting requirements set out in supporting guidance, and include the supplier's current
carbon footprint and its commitment to reducing emissions to achieve Net Zero emissions by
2050.

The CRP should be specific to the bidding entity, or, provided certain criteria are met, may
cover the bidding entity and its parent organisation. In order to ensure the CRP remains
relevant, a Carbon Reduction Plan covering the bidding entity and its parent organisation is
only permissible where the detailed requirements of the CRP are met in full, as set out in the
Technical Standard? and Guidance?®, and all of the following criteria are met:

e The bidding entity is wholly owned by the parent;

e The commitment to achieving net zero by 2050 for UK operations is set out in the
CRP for the parent and is supported and adopted by the bidding entity, demonstrated
by the inclusion in the CRP of a statement that this will apply to the bidding entity;

e The environmental measures set out are stated to be able to be applied by the
bidding entity when performing the relevant contract; and

e The CRP is published on the bidding entity’s website.

Bidding entities must take steps to ensure they have their own CRP as soon as reasonably
practicable and should note that the ability to rely on a parent organisation’s Carbon
Reduction Plan may only be a temporary measure under this selection criterion.

The Carbon Reduction Plan should be updated regularly (at least annually) and published and
clearly signposted on the supplier's UK website. It should be approved by a director (or
equivalent senior leadership) within the supplier’'s organisation to demonstrate a clear
commitment to emissions reduction at the highest level. Suppliers may wish to adopt the key
objectives of the Carbon Reduction Plan within their strategic plans.

A template for the Carbon Reduction Plan is set out below. Please complete and publish your
Carbon Reduction Plan in accordance with the reporting standard published alongside this
PPN.

1Bidding supplier or ‘bidding entity’ means the organisation with whom the contracting authority will enter into a contract if it is
successful.

2Technical Standard can be found at:
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/991625/PPN_0621_Technic
al_standard_for_the_Completion_of_Carbon_Reduction_Plans__2_.pdf

3Guidance can be found at:
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/991623/Guidance_on_adopti
ng_and_applying PPN_06_21___ Selection_Criteria___3_.pdf



Carbon Reduction Plan Template

Supplier name: Complete IT Systems Ltd
Publication date: July 2025

Commitment to achieving Net Zero

Complete IT Systems Ltd is committed to achieving Net Zero emissions by end of 2030.

Baseline Emissions Footprint

Baseline emissions are a record of the greenhouse gases that have been produced in the
past and were produced prior to the introduction of any strategies to reduce emissions.
Baseline emissions are the reference point against which emissions reduction can be
measured.

Baseline Year: to March 2023

Additional Details relating to the Baseline Emissions calculations.

Complete IT Systems has not previously assessed or reported emissions, so our first reporting
period will act as our baseline.

As this is our first year of reporting.

Complete IT Systems have started collecting emissions data in accordance with the Streamlined
Energy and Carbon Reporting for our financial years ending April 2023. So, in accordance with
these requirements Scope 1 and 2, we have used the last 12 months as a baseline. Our remote
offices are in managed buildings and therefore have no control over the emissions of those
offices.

As we mainly are mainly an administration business(reseller), we don’t physically have
warehousing and are unable to report on Category 4 and 9 (Upstream and downstream
Distribution).

With category 6, Business travel, all staff are encouraged to use public transport (Bus, Train) to
attend meetings, conferences. There are no company vehicles as we use our distribution
partners to fulfil all shipments.

Category 5 waste generated in operations, we do not have any specific data on waste generated
as an organisation, but we do generated waste through employee printing and other materials.
Waste includes plastic cups (Non-Recyclable) and even include lunch time related waste. We
plan to address these areas via behavioural changes in our offices. As we have 3 managed
offices away from our head office, recycling is performed by the managed building services at
those offices.

Category 6 Business Travel




Other than a business expense, we have never analysed any of business travel against our CO2
emissions. Our Fiscal 2023 accounts will now measure this going forward. As mentioned
previously we actively encourage the use of public transport to go to meetings and conferences.

Category 7 Employee Commuting, for our base year 2022/23, we currently do not have any firm
data on how our employees travel to our offices. We have taken the number of employees, their
working pattern and taken in to account annual leave and bank holiday and home workers.

As a total estimate of 0.204 tCO2e for the work commute. This is accepted this doesn’t include
other forms of transport to our offices.

Our 5 home workers produce approximately 3.02 tCO2e.

Baseline year emissions:

EMISSIONS TOTAL (tCOze)
Scope 1 0.00

Scope 2 12.958

Scope 3 Water 92.72
(Included Sources) Homeworkers 30.2

Commuting 0.204

Total Emissions 136.80

Reporting year 2023 -2024

EMISSIONS TOTAL (tCOze)

Scope 1 0.00

Scope 2 12.724

Scope 3 Water 92.02

(Included Sources) Homeworkers 25.58
Commuting 0.358




Total Emissions 130.682

Current Emissions Reporting

Reporting Year: 2024-2025

EMISSIONS TOTAL (tCOze)

Scope 1 0.00

Scope 2 12.351

Scope 3 Water 91.73

(Included Sources) Homeworkers 15.853 reduced due to returns to office
Commuting 0.834 (staff returning to the office)

total 120.768

Emissions reduction targets

In order to continue our progress to achieving Net Zero, we have adopted the following carbon
reduction targets.

We will reduce our carbon emissions from Scope 1 and 2 emissions to achieve NetZero by
2040 and will put in place interim targets to ensure sufficient progress is made. We have
seen a decrease in our reported carbon emissions of 94.82 tCO2e (a 34% reduction) from
our base year to the current year. We are currently gathering data on our Scope 3 emissions
to ensure that we have a robust baseline upon which to build our reduction targets. We
expect to use 2022-23 as our new baseline for Scope 1, 2 and 3 emissions and intend to
bring forward our target date for achieving NetZero from 2040, once we have a firm baseline
established. We will put interim emissions reduction targets in place to ensure that we are on
track to achieve our agreed target date.

We project that carbon emissions will decrease over the next five years to 95 tCO2e by 2028
This is a reduction of 30%

Carbon Reduction Projects

Completed Carbon Reduction Initiatives

The following environmental management measures and projects have been completed or
implemented since the 2023 baseline. The carbon emission reduction achieved by these
schemes equate to 40tCOze, a 30%ge reduction against the 2023 baseline and the
measures will be in effect when performing the contract



In the future we hope to implement further measures such as:

e Business Travel
Evaluate and, where possible, continue with Video conferencing and public transport.

o Energy efficiencies
We are currently looking at introducing Solar energy at our owned premises. This should in
turn reduce our emissions tenfold.

e Reporting
Initiated a new method of recording carbon emissions thus creating a renewed focus on
scope 3 emissions

e Cycle to work schemes

e Engage with a Tree for life partner

e Explore a salary sacrifice scheme for electric cars
¢ Reusing office equipment in other locations

Declaration and Sign Off

This Carbon Reduction Plan has been completed in accordance with PPN 06/21 and
associated guidance and reporting standard for Carbon Reduction Plans.

Emissions have been reported and recorded in accordance with the published reporting
standard for Carbon Reduction Plans and the GHG Reporting Protocol corporate standard*
and uses the appropriate Government emission conversion factors for greenhouse gas
company reporting®.

Scope 1 and Scope 2 emissions have been reported in accordance with SECR
requirements, and the required subset of Scope 3 emissions have been reported in
accordance with the published reporting standard for Carbon Reduction Plans and the
Corporate Value Chain (Scope 3) Standard®.

This Carbon Reduction Plan has been reviewed and signed off by the board of directors (or
equivalent management body).

Signed on behalf of the Supplier:

Avril Reeve

General Office Manager

Complete IT Systems Ltd

Date: ...... 22/712025. ...,

“https://ghgprotocol.org/corporate-standard
Shttps://www.gov.uk/government/collections/government-conversion-factors-for-company-reporting
8https://ghgprotocol.org/standards/scope-3-standard
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