[image: cid:67C3BC6F-651B-4AD8-A4BE-33649401B94B@sema4.co.uk]ORDER FORM
Framework Agreement
FROM
	Customer
	Department for Communities and Local Government 

	Service Address
	North-East Quarter
3rd Floor
Fry Building
2 Marsham Street
London
SW1P 4DF

	Invoice Address
	[REDACTED]

	Contact Ref:
	Name: [REDACTED]
Tel: [REDACTED]
E-mail: [REDACTED] 


	Order Number
	To be quoted on all correspondence relating to this order:
CCZZ16A36

	Order Date
	27th February 2017



TO
	Provider:
	Adroit Economics Ltd

	For the attention of:
E-mail
Telephone number
	[REDACTED]
Email: [REDACTED]

[REDACTED]

	
Address
	Adroit Economics Ltd
31 Finchley Road
Hale 
WA15 9RE



	1. SERVICES REQUIREMENTS

	(1.1) Services [and deliverables] required:

As per proposal submitted 17th February 2017

Figure 1 – Quality Submission
  
[REDACTED]

Figure 2 - Appendix B: Statement of Requirements




Figure 3 - UKSBS Reserach & Evaluation Framework: T's & C's
  

[bookmark: _MON_1548855286][bookmark: _MON_1548855533] 

	(1.2) Commencement date: 

27th February 2017

	(1.3) Price payable by customer  
Price up to a maximum of £1,167,718.00 excl. VAT. 
Day rates will be as per pricing matrix submitted on 3rd February 2017 below:
Figure 4 - Appendix E: Pricing Schedule

[bookmark: _GoBack][REDACTED]

	(1.4) Completion date:

26th February 2020. There is the option to extend this contract for a further 12 months (25th February 2021)




	2 ADDITIONAL REQUIREMENTS

	(2.1) Supplemental requirements in addition to Call-Off Terms and Conditions:

N/A


	(2.2) Variations to Call-Off Terms and Conditions

N/A



	3. PERFORMANCE OF THE SERVICES [AND DELIVERABLES]

	(3.1) Key personnel of the provider to be involved in the services [and deliverables]:
As per Section 1.1

	(3.2) Performance standards
As per Section 1.1

	(3.3) Location(s) at which the services are to be provided:
As per Section 1.1

	(3.4) Quality standards
As per Section 1.1

	(3.5) Contract monitoring arrangements
As per Section 1.1





	4. CONFIDENTIAL INFORMATION

	(4.1) The following information shall be deemed Commercially Sensitive Information or Confidential Information
As per Section 1.1

(4.2) Duration that the information shall be deemed Commercially Sensitive Information or Confidential Information
As per Section 1.1



BY SIGNING AND RETURNING THIS ORDER FORM THE PROVIDER AGREES to enter a legally binding contract with the Customer to provide the Service specified in this Order Form together with, where completed and applicable, the mini-competition order (additional requirements) set out in section 2 of this Order Form. Incorporating the rights and obligations in the Call-Off Terms and Conditions set out in the Framework Agreement entered into by the Provider and UK SBS on 02.01.2016 and any subsequent signed variations to the terms and conditions.   

	For and on behalf of the Provider

	Name and Title
	

	Signature
	

	Date
	



	For and on behalf of the Customer

	Name and Title
	

	Signature
	

	Date
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1. [bookmark: _Toc368573027][bookmark: _Toc472082893]PURPOSE

[bookmark: _Toc296415791]The Department for Communities and Local Government or ‘DCLG’ (here after referred to as ‘The Authority’) is undertaking a Procurement exercise to award a Contract to a Supplier to provide evidence and analysis to enable the Authority to develop and assess policy options, and prepare impact assessments for potential changes to the Building Regulations and supporting guidance. The evidence and analysis will need to be sufficiently detailed for the initial appraisal, consultation and implementation stages.  

[bookmark: _Toc368573028][bookmark: _Toc472082894][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING aUTHORITY

The Authority's job is to create great places to live and work, and to give more power to local people to shape what happens in their area. The Authority’s responsibilities include:

Driving up housing supply.

Increasing home ownership.

Devolving powers and budgets to boost local growth in England.

Supporting strong communities with excellent public services. 



Amongst its other interests, the Authority is also responsible for the Building Regulations in England (and the Energy Performance of Buildings Directive covering England and Wales).

[bookmark: _Toc368573029][bookmark: _Toc472082895]Background to requirement

[bookmark: _Toc297554774]The Government has a commitment to keep the Building Regulations up to date and relevant. It also has a commitment to deliver deregulatory savings and increase house building, part of which will be met by changes to the Building Regulations and their statutory guidance. The Authority is responsible for making these changes and are currently agreeing the programme for the next changes with the Minister but to some extent the programme is dependent upon the information to be provided under this Contract. These changes occur roughly every 5 years but some may be needed sooner, e.g. to respond to an event or developments on Government policy.

At this time it is not possible to predict what these changes may be but the Authority will need to evaluate their potential impacts. Examples of changes under consideration are: streamlining the approved documents and putting them in plain English; modifying requirement H4 to clarify arrangements for building-over sewers; and combining the guidance on resistance to precipitation and condensation in Approved Document C.  

This Research Contract is required to generate cost and benefit data for input into impact assessments. In turn, the costs and benefits need to be based upon technical considerations, which may require investigations to provide the necessary evidence.  Therefore the research will involve economists, analysts, cost consultants, architects, engineers and building surveyors.

This Research may also require physical testing, questionnaire surveys and/or physical surveys.

As well as identifying the economic impacts of possible changes, the Authority will have to specifically identify:

Benefits and costs to business.

Net cost to house builders.

The effect on small and medium sized enterprises.

The levels of risk associated with possible changes. 



The level of analysis will need to be proportionate to whether the Authority is first considering a potential change, consulting upon it or implementing an agreed change.

[bookmark: _Toc472082896][bookmark: _Toc368573030]definitions 

		Expression or Acronym

		Definition



		DCLG

		Means the Department for Communities and Local Government.



		DBEIS

		Means the Department for Business, Energy and Industrial Strategy



		BRAC

		Means the Building Regulations Advisory Committee





[bookmark: _Toc472082897]scope of requirement 

This scope of this Contract is to:

Develop suggestions into proposed changes to the Building Regulations, which might include surveys, physical testing, investigations or modelling.

Assess the implications of proposed changes to the regulations and supporting guidance.

Evaluate the costs and benefits of each proposed change on a variety of stakeholders, including small businesses, material suppliers, housebuilders and building occupants.

Prepare proportionate economic analysis.



All of these elements will need to be based upon robust evidence.

[bookmark: _Toc368573031][bookmark: _Toc472082898]The requirement

The broad objectives of this Contract are to:

Work closely with the Authority’s staff as they develop policy options to ensure the evidence and analytical requirements are properly understood and supported.

Work with key external partners including BRAC Working Parties, to obtain information and to test research findings and analysis.

Prepare analytical content and evidence base for impact assessments to support consultation and implementation.  

Carry out detailed technical modelling and cost assessment of different options relating to possible changes.

Assist in analysing responses to the consultation.

Prepare a publishable report recording the work.



As it is not possible to define the potential changes now, the work will be undertaken on a call-off basis.  The exception to this are items such as the start-up phase, public report (which will be largely edited from technical reports produced under work packages) and handover activities.

The output from this Contract will be:

An agreed project plan following a start-up meeting.

Methodology and cost for approval of individual tasks.

Agreed deliverables for each individual task.

Publishable summary reports suitable for non-technical readership, at the start of the consultation, at the end of the implementation stage and at the end of the Contract.



It is important that the deliverables do not include recommendations or other statements that could possibly restrict policy options.

During the start-up phase, the Supplier will describe how the work will be undertaken in a Project Plan and keep this up to date throughout the duration of the Contract.

During the start-up phase, the Supplier will refine the risk assessment provided with the Tender and then keep it updated throughout the duration of the Contract. 

At the end of the Contract, the Supplier will provide the Authority with background information used in the Contract that is not included in the reports. The handover package will be agreed with the Authority’s Contract Manager but is expected to include items such as lists of key contact, spreadsheets, costs build-up and technical designs used for costing.

[bookmark: _Toc368573032][bookmark: _Toc472082899]key milestones

The programme of changes is being developed but, by its nature, is unpredictable.  However, an indicative timeframe is given below.

		Milestone

		Description

		 Indicative Timeframe



		1

		Start-up phase (start-up meeting, familiarization, briefing) complete

		Within week 3 of Contract Award 



		2

		Initial appraisal complete

		Within week 6 of Contract Award



		3

		Consultation stage complete

		Within week 30 of Contract Award



		4

		Response to consultation stage complete

		Within week 44 of Contract Award



		5

		Implementation stage complete

		Within week 70 of Contract Award



		6

		Responding to queries stage complete

		Within week 122 of Contract Award



		7

		Handover phase (reports and presentations)

		Within week 122 of Contract Award



		8

		Completion

		Within week 122 of Contract Award





[bookmark: _Toc302637211]

7.2	The programme will be developed during the start-up phase of the Contract.

[bookmark: _Toc472082900][bookmark: _Toc368573033]authority’s responsibilities

The Authority will request tasks to be carried out using the Task Request Form shown in Annex 2.  Generally the tasks will be broken down into small elements that can be costed as a lump sum by the Supplier, with additional tasks being issued as dictated by the results of earlier tasks.

[bookmark: _Toc472082901]REPORTING

Technical reports recording the research will be provided to demonstrate that the milestones have been achieved.  These reports will include justification of the research methodology, results and discussion leading to conclusions.  They are not intended for publication but will be made available to external parties upon request.

Publishable reports will also be provided for each work area. 

Reports must comply with the guidance given in Annex 1.

[bookmark: _Toc368573034][bookmark: _Toc472082902]volume OF WORK

Until the building regulation changes programme is confirmed, the subject areas and amount and depth of work is not known.  However, a similar Contract for the 2013 changes to the building regulations resulted in in-depth analysis of 9 subject areas. 

It must be recognised that there is no guarantee that any work will be required, e.g. if the programme were to be cancelled.

[bookmark: _Toc368573036][bookmark: _Toc472082903]quality

Deliverables such as reports and guidance must be written in line with the guidance provided in Annex 1.

[bookmark: _Toc368573037][bookmark: _Toc472082904]PRICE

Work under this Contract falls into two categories:

· Category One - Work that the Authority can specify in sufficient detail at the start of the Contract and will be paid for on a fixed cost basis.  This will include the start-up phase and preparing the non-technical summary reports. 

· Category Two - Work that is not possible to specify in sufficient detail at this time.  This will be paid for on using the time charge rates submitted in the Tender, up to the ceiling agreed in the Task Request Form (Annex 2).

The fixed costs submitted in the Pricing Schedule will be used for payment of Category One tasks.  The time-charge rates will be used for the Category Two tasks. 

Time charge rates should be exclusive of Travel & Subsistence, which will be reimbursed separately on the basis of actual expenditure.

[bookmark: _Toc368573038][bookmark: _Toc472082905]STAFF AND CUSTOMER SERVICE

Throughout the Contract, the Supplier will provide staff at the correct grade and with the necessary experience and expertise to undertake the work.  In particular, the Supplier must have access to staff that have:

Expertise in economics, costing and social impact assessment, including familiarity with DBEIS guidance on impact assessments and the Treasury’s Green Book.

Detailed knowledge of the construction industry, construction techniques, technology and design.

Access to sufficient data to enable a rapid and cost-effective response.

Ability to generate additional data where required to supplement available evidence.

Expertise in presentation of evidence used to arrive at conclusions.

Ability to procure and manage specialised tasks, such as physical testing.



[bookmark: _Toc368573039][bookmark: _Toc472082906]service levels and performance

The Authority will measure the quality of the Supplier’s delivery by assessing each task, including meeting target dates, appropriateness of methodology, completeness of information and readability of reports. The Authority will take account of the views of any Steering Groups and will provide feedback to the Supplier.

[bookmark: _Toc368573040][bookmark: _Toc472082907]Security requirements

The Authority's office is part of the Home Office Building, which has enhanced security arrangements, including baggage searches and photo-ID being needed for entry.  The Supplier must make allowances for delays caused by security when attending meetings or where the Supplier's staff is working at the Authority’s office.

[bookmark: _Toc368573041][bookmark: _Toc472082908]intellectual property rights (ipr)

Intellectual Property Rights of material produced under this Contract will remain the property of the Authority as set out in the terms and conditions of Contract.

[bookmark: _Toc472082909][bookmark: _Toc368573042]payment

During the start-up phase, the Supplier will agree a milestone payment schedule with the Authority and then keep it updated throughout the Contract, to enable the Authority to forecast expenditure over the duration of the Contract.  The schedule must include T&S payments.  All milestones must have a specific date (day, month and year).

A final invoice cannot be submitted for payment until the milestone deliverable and a draft invoice have been accepted by the Authority’s Contract Manager.

Once a deliverable has been accepted by the Authority’s Contract Manager, the invoice, which should include a detailed elemental breakdown of work completed and the associated costs, should be submitted to FSSD CIP Team, Zone 2/10, Hempstead House, 2 Seldon Hill, Hemel Hempstead, HP2 4XN.

Any task request shall be made in writing by the Authority’s Contract Manager, using the Task Request Form (set out at Annex 2).  The Authority’s Contract Manager must agree the fee for the task before the work is undertaken.

All costs should be exclusive of VAT.

[bookmark: _Toc472082910]additional information 

This Contract can be undertaken by a single firm or a consortium.  

In the case of consortium, the Authority will only enter into a Contract with the lead Supplier and all formal contacts between the Authority and members of the consortium should be made through the lead Supplier.

Professional Indemnity Insurance must be provided and maintained to cover claims resulting from this Contract.  (Claims)It will be limited to £5,000,000 in aggregate.

The Supplier must take account of the views of any steering group set up to deliver the changes to the Building Regulations.

Technical reports recording the research must be provided to demonstrate that the milestones have been achieved.  These reports must include justification of the research methodology, results and discussion leading to conclusions.  They are not intended for publication but will be made available to external parties upon request.

[bookmark: _Toc368573043][bookmark: _Toc472082911]Location 

The Services will be carried out at the Supplier's offices, although there may be a need for some tasks to be undertaken at the Authority’s office (currently 2 Marsham Street, London, SW1P 4DF).




[bookmark: _Toc472082912]ANNEX 1 - REPORTS

Reports fall into two broad categories:

1. those that form background material arising from the research project (these would be made available upon request but are not specifically intended for publication)

1. those being prepared specifically for publication.

Background Material

Background material should contain draft material for later publications or should only be of value to anyone wishing the reproduce the project or develop on from it. 

Examples of background material include:

1. project progress report

1. interim report

1. draft of the content for an approved document revision or Impact Assessment (IA)

1. tool, database, software or other deliverables for the purpose of recording raw data or producing those analyses that will be published

1. functional specification and any other development documents for tools, databases, software, etc that are intended for public use.

Publishable Reports

Each project must produce as a minimum 1 report for publication. The key requirement is that any reports for publication succinctly provide all the information arising from the project that can usefully be used without unnecessary details. Reports for publication must be clearly written and in a style suitable for the target readership. The Supplier should consider using a professional technical editor to ensure that published reports can be easily understood.  Their content should:

1. attract the interest and attention of the relevant stakeholders and have an appropriate impact

1. be authoritative and challenge-proof

1. be written in plain English.



Authors should consider the following three questions and address them in the Executive Summary and Introduction sections of their report: 

1. What is the report or publication’s purpose?

An in-depth technical report?  A summary of a new process?  A best practice guide to improve safety or efficiency?  A draft of a new approved document? 

2. Who will use the publication?

Who is it being written for? Will it provide guidance to the Authority’s Policy Officers or is it designed for a wider audience? Can you identify the market for the publication? How big is the market (be realistic)? Do the intended readers work at boardroom, office or site level? Are they regulators, executives and managers, professionals, designers, or students? Are the readers purely UK-based or does the information have European or worldwide relevance? 

3. How will they use it?

Will the intended audience read it from cover to cover or dip in to particular sections? Is it a reference work with a long life or will it be old news in six months’ time? 

The answers to the questions will help dictate the organisation of the content within the document.

Examples of publications are:

1. brief summary report on expert advice and contributions made at codes and standards committees

1. guidance document to be referenced in an approved document

1. guidance document on best practice

1. final research report

1. information paper

1. impact assessment (IA)

1. consultation document

1. user guide for a tool, database, software etc that is intended for public use.

In most cases, the Authority will publish deliverables with a disclaimer.  The Authority will decide whether to use a disclaimer during its preparation of the publication. Publication will normally be on www.gov.uk but the Authority may consider producing a printed version as well. 

Format of Reports

All reports should include a front cover and QA sheet including:

1. report title

1. DCLG CI (Contract) and BD (project) reference numbers

1. milestone identification number

1. version number and date

1. checking and approval signatures.

They should also be marked as draft until an approved final version is requested. The front cover may be removed and replaced when reports are prepared for publication by the Authority.

The status of a report should be clearly indicated as one of the following:

· Progress Report

· Interim Report

· Information Report

· Policy Implications Report 

· Final Research Report.

Progress Report 

Progress reports should be provided on a quarterly basis where there are less than two milestones in any 12 month period. They are intended for the Authority’s internal use and are needed to track project progress. They should clearly outline work undertaken in that quarter. They should identify any milestones achieved within the programme of work and any difficulties anticipated that may hinder the project’s performance. Progress reports should be completed in a standard template agreed with the Authority and should:

1. define the period covered

1. describe progress against each of the tasks or activities for which work has been undertaken, identifying any implications

1. provide interim conclusions that have been derived from the work to date

1. comment on future work, identifying any issues arising that may hinder timely progress or performance against the objectives and outlining what action is needed

1. include a list of deliverables to date as an Appendix

A progress report does not require an Executive Summary. Typically the length of a progress report should be: 

· ½ page per task for progress against objectives 

· up to 1 page for interim conclusions

· up to 1 page for a forward look.

Interim Report 

An interim report will be expected to cover particular tasks or groups of tasks at interim stages of a project. Interim reports should:

1. provide an introduction identifying the tasks or activities being reported on in the context of the project objectives

1. describe the work carried out including the methodology adopted, the results or outcome and any dissemination or discussion with stakeholders

1. provide interim conclusions relating to the project objectives and a summary of the impact/implications for regulation and/or policy

1. comment on future work, identifying any issues arising that may hinder timely progress or performance against the objectives and outlining what action is needed.

An interim report does not require an Executive Summary. The length of the report will be as necessary to provide a full understanding of what the project is delivering against the objectives. 



Information Report

An Information Report may cover specific information arising from a project that warrants a stand-alone publication from the Final Research Report (eg a specific user guide or package of training materials).  The content may be bespoke and will be agreed with the Authority either through inclusion in the project proposal where possible or at least in advance of drafting. 

Project proposals should offer deliverables that are appropriately named (eg a User Guide), the generic name Information Report is just used here as report category covering these types of deliverables.

Policy Implications Report 

A Policy Implications Report may take the form of:

1. revision to an Approved Document

1. Impact Assessment

1. Consultation Document

1. supporting guide to be referenced in an approved document or the Authority’s other publication.

Such reports should provide the initial contents of documents that the Authority will publish after due process including any editing arising from the Authority and stakeholder review and/or required to achieve Ministerial approval. Formatting will, as far as possible, emulate that used in any recent and similar publications but should be prefaced on separate pages by some contextual content as follows:

1. The Supplier's normal QA cover

1. statement that the content is subject to review and amendment by the Authority and stakeholders prior to publication  

1. introduction covering the objectives of the research project under which it was generated 

1. explanation of any underlying issues that were considered in drafting the revision and what decisions were made to arrive at the proposed content 

1. comment on the impact/implications of the content for stakeholders.

Project proposals should offer deliverables that are appropriately named (eg a Consultation Document), the generic name Policy Implications Report is just used here as report category covering these types of deliverables. 











Final Research Report

A Final Research Report should cover the whole project and should:

1. provide a brief (no more than two pages) non-technical Executive Summary including advice on who may benefit from reading the report, what they should know as a result and what the implication of the new knowledge may be for them

1. provide an introduction outlining the purpose and scope of the project and the expected outcomes in the context of the project objectives

1. describe the work carried out including the methodology adopted, the results or outcome and any dissemination or discussion with stakeholders

1. provide conclusions relating to the project objectives and a summary of the potential impact/implications for regulation and/or policy

1. be a standalone document with no cross referencing back to earlier progress or interim reports

1. refer to Information Reports generated within the project if this is appropriate and does not compromise the requirement to be standalone.

A 200 - 400 word summary suitable for publicising the results of the work in journals, newsletters, annual reports or web sites should be provided with the Final Research Report as a separate document.

Final Research Reports must not contain recommendations or any proposed text for a revision to an approved document or supporting guidance, including draft/initial Impact Assessments. Such material should be provided in a separate Policy Implications Report as this will typically need to be published separately. 

A final research report will be the last deliverable for every project. It may be brief if the project has largely provided representation and advice or generated other deliverables for publications (eg information papers or policy implication reports).  



Publication Guidelines

[bookmark: _Toc96769477]Introduction

The following guidance focuses primarily on final research reports. However a large part of the guidance is standard good practice for the preparation of written reports and hence will also apply to other forms of reports to the Authority e.g. interim reports.  

All reports for publication must be proof-read by the Supplier.  Any comments from the Authority or the Steering Group must be addressed and edited as appropriate by the Supplier prior to acceptance by the Authority. The associated milestone invoice should not be submitted until the Authority has accepted the report for publication. 

This guidance sets out basic ‘Do’s and Don’ts’ to follow so that the report delivered is in a consistent style that meets Government publications guidance. 



[bookmark: _Toc96769478]This guidance also identifies ‘Do’s and Don’ts’ concerned with copyright and approval issues. 

DCLG standards

All publications that are available through the Authority are produced to a uniformly high standard. All material submitted for publication should be:

1. provided in the required format, in accordance with this guidance or as otherwise agreed with the Authority.

1. written in a style appropriate for the intended readership

1. structured logically

1. factually accurate

1. cleared for copyright

1. up to date

1. consistent in style and approach

1. free from grammatical and spelling errors

1. free from jargon and acronyms

1. fully referenced.

[bookmark: _Toc96769480]
Writing style and ‘Plain English’

Reports should be written impersonally using the passive voice. This means that the words "I" or “we” should not appear in the report. 

It is recognised that reports will address technically complex and specialist subjects, but authors must use ‘plain English’ as much as possible in all cases. The executive summary, conclusions and recommendations must be comprehensible to the non-specialist educated reader. All other scientific and engineering concepts addressed in the report should be expressed in language that will be readily understood by the target specialist or technical audience.  Where the report is aimed primarily at a non-technical audience, ‘plain English’ must be used throughout. Jargon and acronyms should be avoided.

Structure

The default page order is:

Title page (right-hand page, p 1) 

Acknowledgements 

Content List

List of figures	┐

List of tables	├ include, if appropriate, in technical reports

List of boxes	┘ 

		Glossary

Abbreviations

Notation – essential for those publications that contain formulae and equations

Executive summary 

		Main text of report - structured as appropriate to the type of publication

Conclusions

Recommendations

References/bibliography/further reading

Appendices - if required

[bookmark: _Toc96769481]Output type

Reports should normally be provided in a standard word processing package e.g. Microsoft Word, and in Adobe Acrobat pdf. Authors should contact the Authority’s Contract Manager regarding any specialist software used in diagrams. 

[bookmark: _Toc96769482]Use of word processing style settings

Wherever possible word processing style settings should be used to create normal text, headings, captions, indexes, lists etc. This will ensure consistency and assist reformatting the document e.g. to meet the needs of visually impaired readers, without the need to manually retype headings etc.

[bookmark: _Toc96769483]Font

The default style for normal text is Arial 12 point. Other fonts may be used, but whichever one is chosen, it should be clearly legible on the screen and in hard copy. 

[bookmark: _Toc96769484]Page layout

The page layout should be set up for double sided printing. Each chapter should start on a right hand page. 

Either left handed justification or full justification is acceptable. 

Margin sizes should be adequate for binding (at least 2.5 cms). 

[bookmark: _Toc96769485]Layout of text

Closely typed long paragraphs should be avoided. The text should be broken up and present a neat, well shaped layout with headings and sub-titles.

[bookmark: _Toc96769486]Headings

A numbering system for chapters and section headings is preferred for easy reference. It is most usual for the decimal numbering system to be used (2.1, 2.2, 2.3, 2.3.1, 2.3.2 etc). There should be no more than three levels of numbering. 

Roman numerals should not be used for paragraph numbering or elsewhere.

If more levels are required within a section, bullet points or unnumbered section headings should be used.



Headings should be meaningful so that the reader can interpret them correctly and quickly find information required. Imprecise headings such as "Other considerations" should be avoided. The headings should follow a logical order.

[bookmark: _Toc96769487]Paragraph numbering

The default is for paragraphs not to be numbered. If paragraph numbers are used, they should be consistent with the heading numbering system.

[bookmark: _Toc96769488]Page numbers

Wherever possible reports should have consecutive page numbers which should follow through to the Appendices. Where it is impractical or potentially confusing to have consecutive numbering through the Appendices, these should be separately numbered using an alternative numbering system that clearly identifies each Appendix e.g. A-1.1, A-1.2, A-2.1 etc. 

There is no preference for the position of page numbers (centre or right). The default style is for page numbers to be centered.

[bookmark: _Toc96769489]Lists

Either bulleted lists or numbered lists may be used.

Roman numerals must not be used in numbered lists (e.g. i., ii., iii. etc) or elsewhere.

Bulleted lists are preferable for brief entries. They should be introduced by an incomplete sentence ending with a colon. Entries should start with a lower-case letter and only the final entry should end with a full stop. 

It is best to use numbered lists for longer entries (each containing one or more complete sentences), where the sequence of items is important, or where

the list is introduced by a phrase stating the number of items. Numbered lists should be punctuated by a full stop at the end of the introductory statement, then full stops at the end of each numbered item. 

Text under bulleted and numbered lists should be indented to line up with the first line of the bullet point e.g.

1. example example example example example example example example example example example example.

Usage of bulleted and numbered lists (including punctuation in lists) should be consistent throughout the document. 

[bookmark: _Toc96769490]Bullet points

Bullet points may be indented (as above) or lined up with the margin of the preceding paragraph. Whichever style is selected, it should be used consistently throughout the report. 



[bookmark: _Toc96769491]References

References to publications (and interviews if appropriate) should be listed in a reference list. The default location for the reference list is at the end of the report, before any appendices. It is also acceptable to locate references at the foot of a page; this system works best when there are a limited number of references and they are not duplicated in later pages. 

A separate bibliography may also be included to cite all material used in putting together the work (whether this has been referred to in the main text or not). 

In the case of a reference to a book, the reference should give author/editor, year of publication, title, edition, volume number, place of publication and publisher as found on the front and back of the title page. (Not all of these details will necessarily be applicable.) 

In the case of a journal article the details required include: author of the article, year of publication, title of the article, title of the journal, volume and issue number of the journal, and page numbers.

For all electronic information, in addition to the above authors should note the date that the information was accessed, and database name or web address (URL). The default style for web addresses is www.gov.uk.

When citing references within a report the name of the author, followed by the year of publication (Harvard style), should be used. In other respects, please refer to Copy-editing: The Cambridge Handbook for Editors, Authors and Publishers; Judith Butcher, Cambridge University Press  isbn 0-5214007-4-0.

[bookmark: _Toc96769492]Tables and Figures

Where graphs or tables are used, all source data files must be supplied at the initial stage. Tables and figures should be of reproducible quality, should include captions and should not duplicate material presented in the text. All tables and figures must be cited in the text. 

Tables should be numbered consecutively in the order of their first citation in the text. The table number and caption should be placed consistently throughout the report (either above or below the table). The default style is for the table number and caption to be placed above the table. 

The same guidance applies to numbering of figures.

Where figures have been imported from other software packages (e.g. graphs imported as pictures from Microsoft Excel) care must be taken to ensure that legends and axis titles are large enough to be legible in the printed report – see guidance on line artwork below. 

Explanatory notes should be placed in footnotes, not in the table or figure heading. 

Explain in footnotes all non-standard abbreviations.



[bookmark: _Toc96769493]Pictures and other Images

The Supplier should check with the Authority’s Contract Manager what the publication route is likely to be (web or hard copy - web publishing is the default). This may influence the format and file size of any pictures and images either embedded in the report or provided separately.

For printed reports, all pictures and illustrations (line drawings, diagrams, graphs, boxes, photographs etc) must be suitable for high-quality reproduction at their intended size in the final publication. Sub-standard illustrations, such as photocopies, pencil sketches, rough drawings, distorted or damaged material, or photographs that are too light, too dark or out of focus are not acceptable. Images scanned from printed media or downloaded from the Internet are not acceptable.

Please supply each illustration both as an electronic file and in hard copy form (the latter should be a good-quality printout). You may also embed low resolution copies of the illustrations in your main document to give an indication of size and positioning. If you do this, please supply a separate text-only document, indicating within it the position of each illustration.

Figures, pictures etc provided as electronic files should be identified with a file name that matches the number given to the figure, picture etc in the report e.g. Fig04.04.tif or Fig12.01.wmf.  Printouts should be labelled with the corresponding electronic filenames. Note that all illustrations – drawings, graphs, photographs etc – should be identified as figures. 

Please check whether the Authority intends to produce the publication in mono (black print only), two-colour (black plus one other colour) or four-colour (full colour). Do not generate multi-coloured diagrams or line figures if the publication is to be printed only in mono or two-colour, since different colours can be indistinguishable when printed in monochrome.

If the publication is to include many illustrations, you can help reduce the risk of problems by submitting some samples to the Authority’s Contract Manager for assessment before you complete the final draft. Should you have any queries about illustrations, contact the Authority’s Contract Manager.

Formats

Electronic files should be virus-checked and supplied preferably via a drop-box, or on PC formatted DVDs or CDs. Do not zip the files. 

The following formats are acceptable:

1. for photographs (black-and-white or colour) – tif is preferred; jpeg is acceptable

1. for line artwork – wmf.

The Supplier must inform the Authority’s Contract Manager before final draft stage if it is intended to supply an illustration in any format other than tif, jpeg or wmf. Please wait for written approval before including any such illustration in the final draft.

The Authority cannot accept CAD files, so please export any CAD file as a wmf.

Where graphs or tables are used, all source data files must be supplied at the initial stage.

Photographs

The resolution (image quality) of electronic files of photographs must be a minimum of 300 dpi – files at lower resolutions cannot be accepted. 

Please save photo files at about the size they will be used in the publication (maximum 157 mm/6¼ in wide, 250 mm/9¾ in deep). Whether traditional or digital, photographs should be sharp, clear and with a good colour and tonal balance. If the camera prints the date on the picture, compose the picture so that the date does not intrude on the main image area. 

Line artwork

Where possible, line artwork (graphs, diagrams, drawings etc) should be drawn or redrawn to a standard style for the publication. Rules (lines) should be no thinner than 0.5 pt when reduced to their final size on the page. Labeling of artwork should be no less than 6 pt after the figure has been reduced to its final size. 

Maps should have accurate, legible scales and keys. Check that any colours, shading, symbols and labeling are clear and easily distinguished when reduced to fit on the page.

[bookmark: _Toc96769494]Logos

Use of the Supplier’s logos should be limited to the title page of the report. When subsequently published, this may be omitted at the discretion of the Authority.

[bookmark: _Toc96769495]Spelling

UK spelling should be used throughout (not American). 

[bookmark: _Toc96769496]Use of acronyms

Acronyms must be used sparingly. The reader may not be familiar with the acronym used, therefore all references to acronyms must be written in full when they first occur, with the acronym following in brackets e.g. Communities and Local Government (DCLG).  Acronyms should be spelled out in the Executive Summary (where provided) and again on the first occasion of their use in the main body of the report. 

A glossary, including acronyms, may also be useful.

[bookmark: _Toc96769497]Executive summary/abstract

An executive summary/abstract should normally be provided at the start of the report. It should give a brief and factual survey of what is contained in the report itself with the material summarised in the same order. It should give readers enough information to assess the importance of the material and its relevance to them. 



[bookmark: _Toc96769498]Table of contents

This should be on a separate page listing the contents chronologically by page number. The titles of each section should make it informative and should match the chapter/section headings. Two levels within the Table of Contents are normally sufficient; no more than three should be given.

[bookmark: _Toc96769500]Reference to Third Parties

If reference is made to third parties who have contributed to the work (e.g. contributors at workshops, interviewees etc) their permission must be obtained if they are named in the report.  It is generally preferred that individuals are not named or quoted in person. In some cases it will also be necessary to obtain the approval of organisations, companies and professional bodies for their views and opinions to be given in a report. 

Acknowledgements

[bookmark: _Toc471977951]ACKNOWLEDGEMENTS will normally come after the title page and should include the chair and members of any research project steering group, project funders and other contributors. Authors should note that the Authority reserves the right to adapt acknowledgement pages (or extract acknowledgements from elsewhere in the report) to conform to the house style for the opening pages of the Authority’s reports. 

[bookmark: _Toc96769501]Data Protection

The Supplier is responsible for checking that the provisions of the Data Protection Act 1998 are met.

[bookmark: _Toc96769502]Copyright Approval

Authors and the research Supplier are responsible for obtaining written permission to use other organizations’ or individuals’ copyright material (text or illustrations) in the publication. This includes material published on the Internet. Be sure to include appropriate credits or acknowledgements for such material. Make sure that co-authors, collaborators and contributors also obtain copyright clearance for their portions of the document.

Appropriate credits should be placed adjacent to the respective matter in the text

Please ensure that the copyright permission that is obtained will cover the intended use of the material, including where appropriate multiple print runs and publication on other media e.g. CD, Internet.




[bookmark: _Toc472082913]ANNEX 2. Task Request Form



SECTION 1:	REQUEST FOR WORK

		Title of Contract:

		Economic and analytical support for impact assessment of changes to the Building Regulations



		Task No:

		x

		BD Number:

		BD 2911



		Task title:

		Xxxx



		Description of required work:

(as requested by the Authority’s Policy Lead or Contract Manager) 



xxxx





		Required timescales:

(as specified by the Authority’s Policy Lead or Contract Manager) 



Xxxx



		Request made by: 

		Xxxx



		Date:

		xxxx 







SECTION 2:	SUPPLIER’S RESPONSE

To be completed by Supplier’s Project Manager

		Proposed work programme:

Xxxx



		Description of deliverables and delivery schedule

Xxxx



		Costs:

Xx days FBE Band xxx, xxx

Cost £xxxx



		Provided by:

		Xxxx



		Date:

		Xxxx







SECTION 3:	ACCEPTANCE

To be completed by the Authority’s Contract Manager or other authorized officer

		Name:

		Xxxx



		Position:

		xxxx



		Date:

		Xxxx
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PARTIES 

(1) [NAME OF CONTRACTING BODY] whose principal place of business is at [ADDRESS] [acting as part of the Crown] (Customer). 

(2) [FULL COMPANY NAME] incorporated and registered in England and Wales with company number [NUMBER] whose registered office is at [REGISTERED OFFICE ADDRESS] (Service Provider). 

BACKGROUND 

(A) The Authority placed a contract notice 111177-2015 on 26th March 2015 in the Official Journal of the European Union seeking expressions of interest from potential service providers for the provision of Services (divided into Lots) to Contracting Bodies under a Framework Agreement. 

(B) Following receipt of expressions of interest, the Authority invited potential service providers (including the Service Provider) on 6 July 2015 to tender for the provision of research and evaluation services. 

(C) On the basis of the Service Provider's Tender, the Authority selected the Service Provider to enter a framework agreement to provide services to Contracting Bodies who will place Commissions in accordance with the Framework Agreement. 

(D) The Framework Agreement sets out the procedure for ordering Services, the main terms and conditions for the provision of Services and the obligations of the Service Provider under the framework agreement. 

(E) The Customer is a Contracting Body, as specified in the OJEU Notice. It has selected the Service Provider to provide the Services and the Service Provider is willing and able to provide the Services in accordance with the terms and conditions of this Contract. 

GENERAL PROVISIONS 

[bookmark: _Toc36957]DEFINITIONS 

In the Contract, unless the context otherwise requires, the following provisions shall have the meanings given to them below: 

Approval:  the prior written approval of the Customer. 

Auditor:  the National Audit Office or an auditor appointed by the Audit Commission as the context requires. 

Authorised Representative:  the persons respectively designated as such by the Customer and the Service Provider in the Commissioning Letter. 

Authority:  Secretary of State for Business, Innovation and Skills, being the contracting authority that established the Framework Agreement. 

Commission: the order placed by the Customer to the Service Provider in accordance with the Framework Agreement, which sets out the description of the Services to be supplied including, where appropriate, the Key Personnel, the timeframe, the Deliverables and the Quality Standards.  

Commissioning Letter:  the document used to place a Commission. 

Confidential Information:  means any information which has been designated as confidential by either Party in writing or that ought to be considered as confidential (however it is conveyed or on whatever media it is stored) including information which would or would be likely to prejudice the commercial interests of any person, trade secrets, Intellectual Property Rights, know-how of either Party and all personal data and sensitive data within the meaning of the DPA. 

Contract:  the written agreement between the Customer and the Service Provider consisting of the Commissioning Letter and these clauses (except that, for the purposes of clause 44.3 only, reference to "Contract" shall not include the Commissioning Letter). 

Contract Period: the period from the Service Commencement Date to:  

(a) the date of expiry set out in clause 3; 

(b) following an extension pursuant to clause 4, the date of expiry of the extended period; or 

(c) such earlier date of termination or partial termination of the Contract in accordance with the Law or the provisions of the Contract. 

Contract Price: the price (exclusive of any applicable VAT), payable to the Service Provider by the Customer under the Contract, as set out in the Commissioning Letter, for the full and proper performance by the Service Provider of its obligations under the Contract. 

Contract Year: a period of 12 months, commencing on the Service Commencement Date. 

Contracting Authority: any contracting authority as defined in regulation 3 of the Public Contracts Regulations 2006 (SI 2006/5) other than the Customer. 

Contracting Body: a Contracting Authority identified in the contract notice as a potential purchaser of Services under the Framework Agreement. 

Crown: the government of the United Kingdom (including the Northern Ireland Assembly and Executive Committee, the Scottish Executive and the National Assembly for Wales), including, but not limited to, government ministers and government departments and particular bodies, persons, commissions or agencies from time to time carrying out functions on its behalf. 

Data Protection Legislation: means the Data Protection Act 1998 (DPA), the EU Data Protection Directive 95/46/EC, the Regulation of Investigatory Powers Act 2000, the Telecommunications (Lawful Business Practice) (Interception of Communications) Regulations 2000, the Electronic Communications Data Protection Directive 2002/58/EC, the Privacy and Electronic Communications (EC Directive) Regulations 2003 and all applicable laws and regulations relating to processing of personal data and privacy, including where applicable the guidance and codes of practice issued by the Information Commissioner. 

Default: any breach of the obligations of the relevant Party (including but not limited to fundamental breach or breach of a fundamental term) or any other default, act, omission, negligence or negligent statement of the relevant Party or the Staff in connection with or in relation to the subject matter of the Contract and in respect of which such Party is liable to the other. 

Deliverables: those deliverables listed in the Commissioning Letter. 

Dispute Resolution Procedure: the dispute resolution procedure in clause42. 

Environmental Information Regulations: the Environmental Information Regulations 2004 (SI 2004/3391), together with any guidance and codes of practice issued by the Information Commissioner or relevant government department in relation to such regulations. 

Fees Regulations: the Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations 2004 (SI 2004/3244). 

FOIA: the Freedom of Information Act 2000 and any subordinate legislation made under this Act from time to time, together with any guidance and codes of practice issued by the Information Commissioner or relevant government department in relation to such legislation. 

Force Majeure: any event or occurrence that is outside the reasonable control of the Party concerned and which is not attributable to any act or failure to take preventative action by that Party, including: fire; flood; violent storm; pestilence; explosion; malicious damage; armed conflict; acts of terrorism; nuclear, biological or chemical warfare; or any other disaster, natural or man-made, but excluding: 

(a) any industrial action occurring within the Service Provider's or any Sub-Contractor's organisation; or 

(b) the failure by any Sub-Contractor to perform its obligations under any Sub-Contract. 

Framework Agreement: the framework agreement for the provision of Research and Evaluation Framework Services between the Authority and the Service Provider dated 2 January 2016. 

Good Industry Practice: standards, practices, methods and procedures conforming to the Law and the degree of skill and care, diligence, prudence and foresight which would reasonably and ordinarily be expected from a skilled and experienced person or body engaged in a similar type of undertaking under the same or similar circumstances. 

Information: has the meaning given under section 84 of the FOIA. 

Initial Contract Period: the period set out in clause 3. 

Intellectual Property Rights: any and all intellectual property rights of any nature anywhere in the world whether registered, registerable or otherwise, including patents, utility models, trademarks, registered designs and domain names, applications for any of the foregoing, trade or business names, goodwill, copyright and rights in the nature of copyright, design rights, rights in databases, moral rights, know-how and any other intellectual property rights which subsist in computer software, computer programs, websites, documents, information, techniques, business methods, drawings, logos, instruction manuals, lists and procedures and particulars of customers, marketing methods and procedures and advertising literature, including the look and feel of any websites, and Intellectual Property shall refer to such materials. 

Key Personnel: any individual identified in the Commissioning Letter as being key personnel. 

Law: any applicable Act of Parliament, subordinate legislation within the meaning of section 21(1) of the Interpretation Act 1978, exercise of the royal prerogative, enforceable community right within the meaning of section 2 of the European Communities Act 1972, regulatory policy, guidance or industry code, judgment of a relevant court of law, or directives or requirements of any Regulatory Body of which the Service Provider is bound to comply. 

Management Information: the management information specified in the Commissioning Letter. 

Month: calendar month. 

Parent Company:  any company which is the ultimate Holding Company of the Service Provider or any other company of which the ultimate Holding Company of the Service Provider is also the ultimate Holding Company and which is either responsible directly or indirectly for the business activities of the Service Provider or which is engaged by the same or similar business to the Service Provider. The term Holding Company shall have the meaning ascribed in section 1159 of the Companies Act 2006 or any statutory reenactment or amendment thereto. 

Party: the Service Provider or the Customer and Parties shall mean both the Service Provider and the Customer. 

Prohibited Act:  the following constitute Prohibited Acts:  

(c) to directly or indirectly offer, promise or give any person working for or engaged by the Customer a financial or other advantage to: 

(i) induce that person to perform improperly a relevant function 

or activity; or 

(ii) reward that person for improper performance of a relevant 

function or activity; 

(d) to directly or indirectly request, agree to receive or accept any financial or other advantage as an inducement or a reward for improper performance of a relevant function or activity in connection with this Contract;  

(e) committing any offence:   

(i) under the Bribery Act 2010; 

(ii) under legislation creating offences concerning fraudulent acts; 

(iii) at common law concerning fraudulent acts relating to this Contract or any other contract with the Customer; or  

(f) defrauding, attempting to defraud or conspiring to defraud the Customer. 

Property: the property, other than real property, issued or made available to the Service Provider by the Customer in connection with the Contract. 

Quality Standards: the quality standards published by BSI British Standards, the National Standards Body of the United Kingdom, the International Organisation for Standardisation or other reputable or equivalent body (and their successor bodies), that a skilled and experienced operator in the same type of industry or business sector as the Service Provider would reasonably and ordinarily be expected to comply with (as may be further detailed in the Commissioning Letter) and any other quality standards set out in the Commissioning Letter. 

Regulatory Bodies: those government departments and regulatory, statutory and other entities, committees, ombudsmen and bodies which, whether under statute, rules, regulations, codes of practice or otherwise, are entitled to regulate, investigate, or influence the matters dealt with in the Contract or any other affairs of the Customer. 

Replacement Service Provider: any third party service provider appointed by the Customer to supply any services that are substantially the same as or similar to any of the Services and which the Customer receives in substitution for any of the Services following the expiry, termination or partial termination of the Contract. 

Request for Information: shall have the meaning set out in the FOIA or the Environmental Information Regulations as relevant (where the meaning set out for the term "request" shall apply). 

RFI Response:  the response to the pre-qualification questionnaire issued by the Authority and submitted by the Service Provider on 8 May 2015. 

Service Commencement Date: the service commencement date set out in the Commissioning Letter. 

Services: the research services to be supplied as specified in the Commissioning Letter. 

Staff: all persons employed by the Service Provider to perform its obligations under the Contract together with the Service Provider's agents, suppliers and Sub-Contractors used in the performance of its obligations under the Contract. 

Sub-Contract: any contract between the Service Provider and a third party under which the Service Provider agrees to source the provision of any of the Services from that third party. 

Sub-Contractor: the contractors or service providers that enter into a SubContract with the Service Provider. 

Tender: the document(s) submitted by the Service Provider to the Authority for admission onto the Framework Agreement as supplemented by the documents submitted to the Customer in response to the Customer's Commission, including the Service Provider's Supplemental Tender. 

Variation: has the meaning given to it in clause29. 

VAT: value added tax in accordance with the provisions of the Value Added Tax Act 1994. 

Working Day: any day other than a Saturday or Sunday or public holiday in England and Wales. 

[bookmark: _Toc36958]INTERPRETATION 

The interpretation and construction of the Contract shall be subject to the following provisions: 

(a) words importing the singular meaning include where the context so admits the plural meaning and vice versa; 

(b) words importing the masculine include the feminine and the neuter; 

(c) reference to a clause is a reference to the whole of that clause unless stated otherwise; 

(d) references to any statute, enactment, order, regulation or other similar instrument shall be construed as a reference to the statute, enactment, order, regulation or instrument as amended by any subsequent enactment, modification, order, regulation or instrument as subsequently amended or re-enacted; 

(e) references to any person shall include natural persons and partnerships, firms and other incorporated bodies and all other legal persons of whatever kind and however constituted and their successors and permitted assigns or transferees; 

(f) the words "include", "includes" and "including" are to be construed as if they were immediately followed by the words "without limitation";  

(g) headings are included in the Contract for ease of reference only and shall not affect the interpretation or construction of the Contract; 

(h) the Schedules form part of the Contract and shall have effect as if set out in full in the body of the Contract and any reference to the Contract shall include the Schedules; 

(i) references in the Contract to any clause or sub-clause or Schedule without further designation shall be construed as a reference to the clause or sub-clause or Schedule to the Contract so numbered; and 

(j) references in the Contract to any paragraph or sub-paragraph without further designation shall be construed as a reference to the paragraph or sub-paragraph of the relevant Schedule to the Contract so numbered. 

[bookmark: _Toc36959]INITIAL CONTRACT PERIOD 

The Contract shall take effect on the Service Commencement Date and shall expire automatically on the date set out in the Commissioning Letter, unless it is otherwise terminated in accordance with the provisions of the Contract. 

[bookmark: _Toc36960]EXTENSION OF INITIAL CONTRACT PERIOD 

The Customer may, by giving written notice to the Service Provider not less than 14 days before the last day of the Initial Contract Period, extend the Contract for any further period or periods specified in the Commissioning Letter. The provisions of the Contract will apply throughout any such extended period.  

[bookmark: _Toc36961]SERVICE PROVIDER'S STATUS 

At all times during the Contract Period the Service Provider shall be an independent service provider and nothing in the Contract shall create a contract of employment, a relationship of agency or partnership or a joint venture between the Parties and, accordingly, neither Party shall be authorised to act in the name of, or on behalf of, or otherwise bind the other Party except as expressly permitted by the terms of the Contract. 

[bookmark: _Toc36962]CUSTOMER'S OBLIGATIONS 

Except as otherwise expressly provided, the obligations of the Customer under the Contract are obligations of the Customer in its capacity as a contracting counterparty and nothing in the Contract shall operate as an obligation on, or in any other way fetter or constrain, the Customer in any other capacity, nor shall the exercise by the Customer of its duties and powers in any other capacity lead to any liability under the Contract (howsoever arising) on the part of the Customer to the Service Provider. 

[bookmark: _Toc36963]MISTAKES IN INFORMATION 

The Service Provider shall be responsible for the accuracy of all documents and information supplied to the Customer by the Service Provider in connection with the supply of the Services and shall pay the Customer any extra costs occasioned by any discrepancies, errors or omissions therein. 

SUPPLY OF SERVICES 

[bookmark: _Toc36964]SERVICES 

8.1 The Service Provider shall supply the Services during the Contract Period in accordance with the Customer's requirements as set out in the Contract in consideration for the payment of the Contract Price.  

8.2 The Service Provider acknowledges that it has made its own enquiries to satisfy itself as to the accuracy and adequacy of any information supplied to it by or on behalf of the Customer before submitting its Tender so as to be satisfied in relation to all matters connected with the performance of its obligations under the Contract. 

8.3 	The Service Provider shall:  

(a) at all times comply with the Quality Standards, and, where applicable, shall maintain accreditation with the relevant Quality Standards authorisation body; 

(b) to the extent that the standard of Services has not been specified in the Contract, agree the relevant standard of the Services with the Customer before the supply of the Services; and 

(c) at all times perform its obligations under the Contract in accordance with the Law and Good Industry Practice. 

8.4 The Service Provider shall ensure that all Staff supplying the Services shall do so with all due skill, care and diligence and shall possess such qualifications, skills and experience as are necessary for the proper supply of the Services. 

8.5 Subject to the Customer providing Approval in accordance with clause 9, timely supply of the Services shall be of the essence of the Contract, including in relation to commencing the supply of the Services within the time agreed or on a specified date. 

STAFFING 

[bookmark: _Toc36965]KEY PERSONNEL 

9.1 The Parties have agreed to the appointment of the Key Personnel. The Service Provider shall, and shall procure that any Sub-Contractor shall, obtain the prior Approval of the Customer before removing or replacing any Key Personnel during the Contract Period, and, where possible, at least one Months' written notice must be provided by the Service Provider of its intention to replace Key Personnel. 

9.2 The Customer shall not unreasonably delay or withhold its consent to the appointment of a replacement for any relevant Key Personnel by the Service Provider or Sub-Contractor, but the Customer may interview the candidates for Key Personnel positions before they are appointed. 

9.3 The Service Provider acknowledges that the Key Personnel are essential to the proper provision of the Services to the Customer. The Service Provider shall ensure that the role of any Key Personnel is not vacant for any longer than ten Working Days and that any replacement shall have suitable qualifications and experience and be fully competent to carry out the tasks assigned to the Key Personnel whom he or she has replaced. 

9.4 The Customer may also require the Service Provider to remove any Key Personnel that the Customer considers in any respect unsatisfactory. The Customer shall not be liable for the cost of replacing any Key Personnel. 

[bookmark: _Toc36966]TAX ARRANGEMENTS OF STAFF AND SUB-CONTRACTORS 

10.1 The Service Provider shall ensure that any contract with Service Provider’s Staff and/or procure that any Sub-Contractor arrangements with any individual or organisation engaged in the performance of the Services shall contain and comply with the provisions set out in Annex C of this Contract.  

10.2 The Service Provider shall provide to the Customer, within 10 Working Days of a written request,  information to UKTI’s satisfaction to demonstrate the Service Provider’s, the Service Provider’s Personnel’s and Sub-Contractors’ compliance with Procurement Policy Note – Tax Arrangements of Public Appointees as required under paragraphs 1 and 2 of Annex C. 

PAYMENT AND CONTRACT PRICE 

[bookmark: _Toc36967]CONTRACT PRICE 

11.1 In consideration of the Service Provider's performance of its obligations under the Contract, the Customer shall pay the Contract Price in accordance with clause 12. 

11.2 The Customer shall, in addition to the Contract Price and following evidence of a valid VAT invoice, pay the Service Provider a sum equal to the VAT chargeable on the value of the Services supplied in accordance with the Contract. 

[bookmark: _Toc36968]PAYMENT AND VAT 

12.1 The Customer shall pay all sums due to the Service Provider within 30 days of receipt of a valid invoice, submitted in accordance with the payment profile and deliverables set out in the Commissioning Letter. 

12.2 The Service Provider shall ensure that each invoice contains all appropriate references and a detailed breakdown of the Services supplied and that it is supported by any other documents reasonably required by the Customer to substantiate the invoice. 

12.3 Where the Service Provider enters into a Sub-Contract for the purpose of performing its obligations under the Contract, it shall ensure that a provision is included in such a Sub-Contract which requires payment to be made of all sums due by the Service Provider to the Sub-Contractor within a specified period not exceeding 30 days from the receipt of a valid invoice. 

12.4 The Service Provider shall add VAT to the Contract Price at the prevailing rate as applicable. 

12.5 The Service Provider shall indemnify the Customer on a continuing basis against any liability, including any interest, penalties or costs incurred, which is levied, demanded or assessed on the Customer at any time in respect of the Service Provider's failure to account for or to pay any VAT relating to payments made to the Service Provider under the Contract. Any amounts due under this clause 12.5 shall be paid by the Service Provider to the Customer 

not less than five Working Days before the date on which the tax or other liability is payable by the Customer. 

12.6 The Service Provider shall not suspend the supply of the Services unless the Service Provider is entitled to terminate the Contract under clause 37for failure to pay undisputed sums of money. 

[bookmark: _Toc36969]RECOVERY OF SUMS DUE 

13.1 Wherever under the Contract any sum of money is recoverable from or payable by the Service Provider (including any sum which the Service Provider is liable to pay to the Customer in respect of any breach of the Contract), the Customer may unilaterally deduct that sum from any sum then due, or which at any later time may become due to the Service Provider under the Contract or under any other agreement or contract with the Customer. 

13.2 Any overpayment by either Party, whether of the Contract Price or of VAT or otherwise, shall be a sum of money recoverable by the Party who made the overpayment from the Party in receipt of the overpayment. 

13.3 The Service Provider shall make any payments due to the Customer without any deduction whether by way of set-off, counterclaim, discount, abatement or otherwise unless the Service Provider has a valid court order requiring an amount equal to such deduction to be paid by the Customer to the Service Provider. 

13.4 All payments due shall be made within a reasonable time unless otherwise specified in the Contract, in cleared funds, to such bank or building society account as the recipient Party may from time to time direct. 

STATUTORY OBLIGATIONS AND REGULATIONS 

[bookmark: _Toc36970]CONFLICTS OF INTEREST 

14.1 The Service Provider shall take appropriate steps to ensure that neither the Service Provider nor any Staff are placed in a position where (in the reasonable opinion of the Customer), there is or may be an actual conflict, or a potential conflict, between the pecuniary or personal interests of the Service Provider or Staff and the duties owed to the Customer under the provisions of the Contract. 

14.2 The Service Provider shall promptly notify the Customer (and provide full particulars to the Customer) if any conflict referred to in clause 14.1 above arises or is reasonably foreseeable. 

14.3 The Customer reserves the right to terminate the Contract immediately by giving notice in writing to the Service Provider and/or to take such other steps it deems necessary where, in the reasonable opinion of the Customer, there is or may be an actual conflict, or a potential conflict, between the pecuniary or personal interests of the Service Provider and the duties owed to the Customer under the provisions of the Contract. The actions of the Customer under this clause shall not prejudice or affect any right of action or remedy which shall have accrued or shall thereafter accrue to the Customer. 

[bookmark: _Toc36971]PREVENTION OF BRIBERY 

15.1 	The Service Provider: 

(a) shall not, and shall procure that the Staff and all Sub-Contractor personnel shall not, in connection with this Contract commit a Prohibited Act; and 

(b) warrants, represents and undertakes that it is not aware of any financial or other advantage being given to any person working for or engaged by the Customer, or that an agreement has been reached to that effect, in connection with the execution of this Contract, excluding any arrangement of which full details have been disclosed in writing to the Customer before execution of this Contract. 

15.2 	The Service Provider shall: 

(a) if requested, provide the Customer with any reasonable assistance, at the Customer's reasonable cost, to enable the Customer to perform any activity required by any relevant government or agency in any relevant jurisdiction for the purpose of compliance with the Bribery Act 2010; and 

(b) within 20 Working Days of the Commencement Date, and annually thereafter, certify to the Customer in writing (such certification to be signed by an officer of the Service Provider) compliance with this clause 15by the Service Provider and all persons associated with it or other persons who are supplying goods or services in connection with this Contract. The Service Provider shall provide such supporting evidence of compliance as the Customer may reasonably request. 

15.3 The Service Provider shall have an anti-bribery policy (which shall be disclosed to the Customer) to prevent any Staff or Sub-Contractors from committing a Prohibited Act and shall enforce it where appropriate. 

15.4 If any breach of clause 15.1 is suspected or known, the Service Provider must notify the Customer immediately. 

15.5 If the Service Provider notifies the Customer that it suspects or knows that there may be a breach of clause 15.1, the Service Provider must respond promptly to the Customer's enquiries, co-operate with any investigation, and allow the Customer to audit books, records and any other relevant documents. This obligation shall continue for 6 years following the expiry or termination of this Contract. 

15.6 The Customer may terminate this Contract by written notice with immediate effect if the Service Provider, its Staff or Sub-Contractors (in all cases whether or not acting with the Service Provider's knowledge) breaches clause15.1. 

15.7 Any notice of termination under clause 15.6 must specify: 

(a) the nature of the Prohibited Act; 

(b) the identity of the party whom the Customer believes has committed the Prohibited Act; and 

(c) the date on which this Contract will terminate. 

15.8 	Despite clause 42, any dispute relating to: 

(a) the interpretation of clause 15; or 

(b) the amount or value of any gift, consideration or commission, 

shall be determined by the Customer and its decision shall be final and conclusive. 

15.9 Any termination under clause 15will be without prejudice to any right or remedy which has already accrued or subsequently accrues to the Customer. 

[bookmark: _Toc36972]DISCRIMINATION 

16.1 The Service Provider shall not unlawfully discriminate within the meaning and scope of any law, enactment, order or regulation relating to discrimination (whether in race, gender, religion, disability, sexual orientation, age or otherwise). 

16.2 The Service Provider shall take all reasonable steps to secure the observance of clause 16by all servants, employees or agents of the Service Provider and all suppliers and Sub-contractors employed in the execution of the Contract. 

INFORMATION 

[bookmark: _Toc36973]CONFIDENTIALITY 

17.1 Subject to clause 17, the parties shall keep confidential the Confidential Information of the other Party and shall use all reasonable endeavours to prevent their representatives from making any disclosure to any person of any matters relating hereto. 

17.2 Clause Error! Reference source not found. shall not apply to any disclosure of information: 

(a) required by any applicable law, provided that clause 19 shall apply to any disclosures required under the FOIA or the Environmental Information Regulations; 

(b) that is reasonably required by persons engaged by a Party in the performance of such Party's obligations under this Contract; 

(c) that is reasonably required by the Authority; 

(d) where a party can demonstrate that such information is already generally available and in the public domain otherwise than as a result of a breach of clause Error! Reference source not found.; 

(e) by the Customer of any document to which it is a party and which the parties to this Contract have agreed contains no Confidential Information; 

(f) to enable a determination to be made under clause 42; 

(g) which is already lawfully in the possession of the receiving party, before its disclosure by the disclosing party, and the disclosing party is not under any obligation of confidence in respect of that information; 

(h) by the Customer to any other department, office or agency of the government, provided that the Customer informs the recipient of any duty of confidence owed in respect of the Confidential Information; and 

(i) by the Customer relating to this Contract and in respect of which the Service Provider has given its prior written consent to disclosure and which was independently developed by the receiving party – independently of information disclosed to it by the independent party. 

17.3 On or before the expiry of the Contract, the Service Provider shall ensure that all documents and/or computer records in its possession, custody or control which contain Confidential Information or relate to personal information of the Authorities' employees, rate-payers or service users, are delivered up to the Customer or securely destroyed. 

[bookmark: _Toc36974]DATA PROTECTION ACT 

18.1 The Service Provider shall, and shall procure that any of its Staff involved in the provision of the Contract shall, comply with any notification requirements under the Data Protection Legislation and both Parties shall duly observe all their obligations under the Data Protection Legislation, which arise in connection with the Contract. 

18.2 Notwithstanding the general obligation in which the Service Provider is processing personal data as a data processor for the Customer, within the meaning of the Data Protection Act 1998 (DPA), the Service Provider shall ensure that it has in place appropriate technical and contractual measures to ensure the security of the Personal Data (and to guard against unauthorised or unlawful processing of the Personal Data and against accidental loss or destruction of, or damage to, the Personal Data), as required under the Seventh Data Protection Principle in Schedule 1 to the DPA and:  

(a) provide the Customer with such information as the Customer may reasonably require to satisfy itself that the Service Provider is complying with its obligations under the DPA; 

(b) promptly notify the Customer of any breach of the security measures required to be put in place under clause 18.2; and 

(c) ensure it does not knowingly or negligently do or omit to do anything which places the Customer in breach of the Customer's obligations under the DPA. 

18.3 Where specified in the Commission, the Service Provider shall enter into a data sharing agreement in the form provided by the Customer.  

[bookmark: _Toc36975]FREEDOM OF INFORMATION 

19.1 The Service Provider acknowledges that the Customer is subject to the requirements of the FOIA and the Environmental Information Regulations and shall assist and co-operate with the Customer (at the Service Provider's expense) to enable the Customer to comply with these information disclosure requirements. 

19.2 	The Service Provider shall and shall procure that its Sub-Contractors shall: 

(a) transfer the Request for Information to the Customer as soon as practicable after receipt and in any event within three Working Days of receiving a Request for Information; 

(b) provide the Customer with a copy of all Information in its possession or power in the form that the Customer requires within five Working Days (or such other period as the Customer may specify) of the Customer requesting that Information; and 

(c) provide all necessary assistance as reasonably requested by the Customer to enable the Customer to respond to a Request for Information within the time for compliance set out in section 10 of the FOIA or regulation 5 of the Environmental Information Regulations. 

19.3 In no event shall the Service Provider respond directly to a Request for Information unless expressly authorised to do so by the Customer. 

19.4 The Service Provider acknowledges that the Customer may, acting in accordance with the Secretary of State for Constitutional Affairs' Code of Practice on the discharge of public authorities' functions under Part 1 of FOIA (issued under section 45 of the FOIA, November 2004) (Code), be obliged under the FOIA or the Environmental Information Regulations to disclose Information: 

(a) without consulting with the Service Provider; or 

(b) following consultation with the Service Provider and having taken its views into account, 

provided always that where clause 19.4(b) applies the Customer shall, in accordance with any recommendations of the Code, take reasonable steps, where appropriate, to give the Service Provider advanced notice, or failing that, to draw the disclosure to the Service Provider's attention after any such disclosure. 

19.5 The Service Provider shall ensure that all Information produced in the course of the Contract or relating to the Contract is retained for disclosure and shall permit the Customer to inspect such records as requested from time to time. 

19.6 The Service Provider acknowledges that any lists or Schedules provided by it outlining Confidential Information are of indicative value only and that the Customer may nevertheless be obliged to disclose Confidential Information in accordance with clause 19.4. 

[bookmark: _Toc36976]PUBLICITY, MEDIA AND OFFICIAL ENQUIRIES 

20.1 The Service Provider shall not make any press announcements or publicise the Contract in any way without the Customer's prior written Approval. 

20.2 The Customer shall be entitled to publicise the Contract in accordance with any legal obligation on the Customer, including any examination of the Contract by the Auditor. 

20.3 The Service Provider shall not do anything, or cause anything to be done, which may damage the reputation of the Customer or bring the Customer into disrepute. 

[bookmark: _Toc36977]INTELLECTUAL PROPERTY RIGHTS 

21.1 All Intellectual Property Rights in the output from the Contract Services shall vest in the Service Provider who shall grant to the Customer a non-exclusive, unlimited, irrevocable licence to use the Intellectual Property Rights for any purpose relating to the exercise of the business or function of the Customer provided in each case that such rights shall not extend to the commercial exploitation of the Intellectual Property.  This licence shall, during its term, include the right to sub-licence to a third party (including, for the avoidance of doubt, any replacement service provider or other third party invited by the Customer to participate in a tendering process for the award of a contract to deliver replacement services).  

21.2 Subject to Clause 21.1 and save as expressly granted elsewhere under the Contract, the Customer shall not acquire any right, title or interest in or to the Intellectual Property Rights of the Service Provider or its licensors and the Service Provider shall not acquire any right, title or interest in or to the Intellectual Property Rights of the Customer or its licensors. 

21.3 The Service Provider shall on demand fully indemnify and keep fully indemnified and hold the Customer and the Crown harmless from and against all actions, suits, claims, demands, losses, charges, damages, costs and expenses and other liabilities which the Customer and or the Crown may suffer or incur as a result of any claim that the performance by the Service 

Provider of the Contract Services infringes or allegedly infringes a third party’s Intellectual Property Rights (any such claim being a “Claim”). 

21.4 If a Claim arises, the Customer shall notify the Service Provider in writing of the Claim and the Customer shall not make any admissions which may be prejudicial to the defence or settlement of the Claim. The Service Provider 

shall at its own expense conduct all negotiations and any litigation arising in connection with the Claim provided always that the Service Provider:  

(a) shall consult the Customer on all substantive issues which arise during the conduct of such litigation and negotiations; 

(b) shall take due and proper account of the interests of the Customer; 

(c) shall consider and defend the Claim diligently using competent counsel and in such a way as not to bring the reputation of the Customer into disrepute; and 

(d) shall not settle or compromise the Claim without the prior written approval of the Customer (not to be unreasonably withheld or delayed). 

21.5 The Service Provider shall have no rights to use any of the Customer’s names, logos or trademarks without the prior written approval of the Customer. 

[bookmark: _Toc36978]RECORDS AND AUDIT ACCESS 

22.1 The Service Provider shall keep and maintain until six years after the end of the Contract Period (or as long a period as may be agreed between the Parties), full and accurate records and accounts of the operation of the Contract including the Services provided under it, the Contracts entered into with the Customer and the amounts paid by the Customer. 

22.2 The Service Provider shall keep the records and accounts referred to in clause 22.1 above in accordance with good accountancy practice. 

22.3 The Service Provider shall on request afford the Customer, the Customer's representatives and/or the Auditor such access to such records and accounts as may be required by the Customer from time to time. 

22.4 The Service Provider shall provide such records and accounts (together with copies of the Service Provider's published accounts) during the Contract Period and for a period of 6 years after the expiry of the Contract Period to the Customer and the Auditor. 

22.5 The Customer shall use reasonable endeavours to ensure that the conduct of each audit does not unreasonably disrupt the Service Provider or delay the provision of the Services, except insofar as the Service Provider accepts and acknowledges that control over the conduct of audits carried out by the Auditor is outside of the control of the Customer. 

22.6 Subject to the Customer's rights of confidentiality, the Service Provider shall on demand provide the Auditor with all reasonable co-operation and assistance in relation to each audit, including: 

(a) all information requested by the Customer within the scope of the 

audit; 

(b) reasonable access to sites controlled by the Service Provider and to Equipment used in the provision of the Services; and (c) access to Staff. 

22.7 The Parties agree that they shall bear their own respective costs and expenses incurred in respect of compliance with their obligations under this clause 22, unless the audit reveals a material Default by the Service Provider in which case the Service Provider shall reimburse the Customer for the Customer's reasonable costs incurred in relation to the audit. 

[bookmark: _Toc36979]REPLACEMENT OF CORRUPTED DATA 

If, through any Default of the Service Provider, data transmitted or processed in connection with the Contract is either lost or sufficiently degraded as to be unusable, the Service Provider shall be liable for the cost of reconstitution of that data and shall reimburse the Customer in respect of any charge levied for its transmission and any other costs charged in connection with such Default. 

CONTROL OF THE CONTRACT 

[bookmark: _Toc36980]MONITORING OF CONTRACT PERFORMANCE 

The Service Provider shall comply with the monitoring arrangements set out in the Commissioning Letter including, but not limited to, providing such data and information as the Service Provider may be required to produce under the Contract. 

[bookmark: _Toc36981]REMEDIES IN THE EVENT OF INADEQUATE PERFORMANCE 

25.1 Where a complaint is received about the standard of Services or about the manner in which any Services have been supplied or work has been performed or about the materials or procedures used or about any other matter connected with the performance of the Service Provider's obligations under the Contract, then the Customer shall take reasonable steps to investigate the complaint. The Customer may, in its sole discretion, uphold the complaint, and may, acting reasonably:  

(a) Subject to clause 25.4, withhold a sum; or 

(b) deduct a sum, 

in each case equal to a maximum of ten % of the Contract Price payable in respect of the Month in which the complaint arose. 

25.2 The parties agree that a deduction made pursuant to clause 25.1(b) represents a genuine pre-estimate of the loss likely to be suffered by the Customer.  

25.3 Where the Customer withholds a sum pursuant to clause 25.1(a) then that sum shall be paid to the Service Provider when, in the reasonable opinion of the Customer, the matters complained of have been rectified  

25.4 If the Customer is of the reasonable opinion that there has been a material breach of the Contract by the Service Provider, then the Customer may, without prejudice to its rights under clause 37, do any of the following: 

(a) without terminating the Contract, itself supply or procure the supply of all or part of the Services until such time as the Service Provider shall have demonstrated to the reasonable satisfaction of the Customer that the Service Provider will once more be able to supply all or such part of the Services in accordance with the Contract; 

(b) without terminating the whole of the Contract, terminate the Contract in respect of part of the Services only (whereupon a corresponding reduction in the Contract Price shall be made) and thereafter itself supply or procure a third party to supply such part of the Services; and/or 

(c) charge the Service Provider for and the Service Provider shall pay any costs reasonably incurred by the Customer (including any reasonable administration costs) in respect of the supply of any part of the Services by the Customer or a third party to the extent that such costs exceed the payment which would otherwise have been payable to the Service Provider for such part of the Services and provided that the Customer uses its reasonable endeavours to mitigate any additional expenditure in obtaining replacement Services. 

25.5 If the Service Provider fails to supply any of the Services in accordance with the provisions of the Contract and such failure is capable of remedy, then the Customer shall instruct the Service Provider to remedy the failure and the Service Provider shall at its own cost and expense remedy such failure (and any damage resulting from such failure) within [ten] Working Days of the Customer's instructions or such other period of time as the Customer may direct. 

25.6 If the Service Provider: 

(a) fails to comply with clause 25.5 above and the failure is materially adverse to the interests of the Customer or prevents the Customer from discharging a statutory duty; or 

(b) persistently fails to comply with clause 25.5 above, 

the Customer may terminate the Contract with immediate effect by giving the Service Provider notice in writing. 

[bookmark: _Toc36982]RIGHTS AND REMEDIES 

The rights and remedies provided under this Contract are in addition to, and not exclusive of, any rights or remedies provided by law.  

[bookmark: _Toc36983]TRANSFER AND SUB-CONTRACTING 

27.1 The Service Provider shall not assign, novate, sub-contract or in any other way dispose of the Contract or any part of it without prior Approval. Subcontracting any part of the Contract shall not relieve the Service Provider of any of its obligations or duties under the Contract. 

27.2 The Service Provider shall be responsible for the acts and omissions of its Sub-Contractors as though they are its own. 

27.3 Where the Customer has consented to the placing of Sub-Contracts, copies of each Sub-Contract shall, at the request of the Customer, be sent by the Service Provider to the Customer as soon as reasonably practicable. 

27.4 The Customer may assign, novate or otherwise dispose of its rights and obligations under the Contract or any part thereof to: 

(a) any Contracting Authority; 

(b) any other body established by the Crown or under statute to substantially perform any of the functions that had previously been performed by the Customer; or 

(c) any private sector body which substantially performs the functions of the Customer, 

provided that any such assignment, novation or other disposal shall not increase the burden of the Service Provider's obligations under the Contract. 

[bookmark: _Toc36984]WAIVER 

28.1 A waiver of any right or remedy under this Contract or by law is only effective if given in writing and shall not be deemed a waiver of any subsequent breach or default. 

28.2 A failure or delay by a party to exercise any right or remedy provided under this Contract or by law shall not constitute a waiver of that or any other right or remedy, nor shall it prevent or restrict any further exercise of that or any other right or remedy. No single or partial exercise of any right or remedy provided under this Contract or by law shall prevent or restrict the further exercise of that or any other right or remedy.  

[bookmark: _Toc36985]VARIATION 

29.1 Subject to the provisions of this clause 29, the Customer may request a variation to the Services ordered provided that such variation does not amount to a material change to the Commission. Such a change is hereinafter called a "Variation". 

29.2 The Customer may request a Variation by completing and sending the Variation form attached at Annex B (the Variation Form) to the Service Provider, giving sufficient information for the Service Provider to assess the extent of the Variation and any additional cost that may be incurred. The Service Provider shall respond to a request for a Variation within the time limits specified in the Variation Form. Such time limits shall be reasonable having regard to the nature of the Commission. 

29.3 If the Service Provider is unable to provide the Variation to the Services or where the Parties are unable to agree a change to the Contract Price, the Customer may: 

(a) agree that the Parties continue to perform their obligations under the Contract without the Variation; or 

(b) terminate the Contract with immediate effect, except where the Service Provider has already delivered part or all of the Commission in accordance with the Commissioning Letter or where the Service Provider can show evidence of substantial work being carried out to fulfil the Commission, and in such a case the Parties shall attempt to agree on a resolution to the matter. Where a resolution cannot be reached, the matter shall be dealt with under the Dispute Resolution Procedure. 

29.4 If the Parties agree the Variation and any variation in the Contract Price, the Service Provider shall carry out such Variation and be bound by the same provisions so far as is applicable, as though such Variation was stated in the Contract. 

[bookmark: _Toc36986]THE CONTRACTS (RIGHTS OF THIRD PARTIES) ACT 1999 

30.1 A person who is not a party to this Contract shall not have any rights under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Contract.  

[bookmark: _Toc36987]SEVERANCE 

31.1 If any provision or part-provision of this Contract is or becomes invalid, illegal or unenforceable, it shall be deemed modified to the minimum extent necessary to make it valid, legal and enforceable. If such modification is not possible, the relevant provision or part-provision shall be deemed deleted. Any modification to or deletion of a provision or part-provision under this clause shall not affect the validity and enforceability of the rest of this Contract. 

31.2  If any provision or part-provision of this Contract is invalid, illegal or unenforceable, the parties shall negotiate in good faith to amend such provision so that, as amended, it is legal, valid and enforceable, and, to the greatest extent possible, achieves the intended commercial result of the original provision.  

LIABILITIES 

[bookmark: _Toc36988]LIABILITY, INDEMNITY AND INSURANCE 

32.1 	Nothing in the Contract shall be construed to limit or exclude either Party's 

liability for: 

(a) death or personal injury caused by its negligence; 

(b) Fraud or fraudulent misrepresentation; 

(c) any claim under clause 12.5; 

(d) any claim under clause 34; or 

(e) any claim under the indemnity in clause 21.3. 

32.2 Subject to clause 32.1 and clause 32.4, the Service Provider shall indemnify and keep indemnified the Customer in full from and against all claims, proceedings, actions, damages, costs, expenses and any other liabilities which may arise out of, or in consequence of, the supply, or late or purported supply, of the Services or the performance or non-performance by the Service Provider of its obligations under the Contract, including in respect of any death or personal injury, loss of or damage to property, financial loss arising from any advice given or omitted to be given by the Service Provider, or any other loss which is caused directly or indirectly by any act or omission of the Service Provider. The Service Provider shall not be responsible for any injury, loss, damage, cost or expense if and to the extent that it is caused by the negligence or wilful misconduct of the Customer or by breach by the Customer of its obligations under the Contract. 

32.3 Subject always to clause 32.1 and clause 32.4,  

the annual aggregate liability under the Contract of either Party for all Defaults shall in no event exceed the greater of £2,000,000 or 150% of the Contract Price payable by the Customer to the Service Provider in the Contract Year in which the liability arises unless specified otherwise in the Commissioning Letter. 

32.4 Subject to clause 32.1, in no event shall either Party be liable to the other for any: 

(a) loss of profits; 

(b) loss of business; 

(c) loss of revenue; 

(d) loss of or damage to goodwill; and 

(e) any indirect or consequential loss or damage. 

32.5 	The Customer may, among other things, recover as a direct loss: 

(a) any additional operational and/or administrative expenses arising from the Service Provider's Default; 

(b) any wasted expenditure or charges rendered unnecessary and/or incurred by the Customer arising from the Service Provider's Default; and 

(c) the additional cost of any replacement services for the remainder of the Contract Period following termination of the Contract as a result of a Default by the Service Provider. 

32.6 Nothing in the Contract shall impose any liability on the Customer in respect of any liability incurred by the Service Provider to any other person, but this shall not be taken to exclude or limit any liability of the Customer to the Service Provider that may arise by virtue of either a breach of the Contract or by negligence on the part of the Customer, or the Customer's employees, servants or agents. 

[bookmark: _Toc36989]INSURANCES 

33.1 The Service Provider shall at its own cost effect and maintain with a reputable insurance company a policy or policies of insurance providing as a minimum the following levels of cover: 

(a) public liability insurance with a limit of indemnity of not less than £2 million in relation to any one claim or series of claims; 

(b) employer's liability insurance in accordance with any legal requirement for the time being in force in relation to any one claim or series of claims; 

(c) professional indemnity insurance with a limit of indemnity of not less than £2 million in relation to any one claim or series of claims and shall ensure that all professional consultants or Sub-Contractors involved in the provision of the Services hold and maintain appropriate cover;  

(the Required Insurances). The cover shall be in respect of all risks which may be incurred by the Service Provider, arising out of the Service Provider's performance of the Contract, including death or personal injury, loss of or damage to property or any other loss. Such policies shall include cover in respect of any financial loss arising from any advice given or omitted to be given by the Service Provider. 

33.2 The Service Provider shall give the Customer, on request, copies of all insurance policies referred to in this clause or a broker's verification of insurance to demonstrate that the Required Insurances are in place, together with receipts or other evidence of payment of the latest premiums due under those policies. 

33.3 If, for whatever reason, the Service Provider fails to give effect to and maintain the Required Insurances, the Customer may make alternative arrangements to protect its interests and may recover the costs of such arrangements from the Service Provider.  

33.4 The terms of any insurance or the amount of cover shall not relieve the Service Provider of any liabilities under the Contract. 

33.5 The Service Provider shall hold and maintain the Required Insurances for a minimum of six years following the expiry or earlier termination of the Contract. 

[bookmark: _Toc36990]TAXATION, NATIONAL INSURANCE AND EMPLOYMENT LIABILITY 

The Parties acknowledge and agree that the Contract constitutes a contract for the provision of Services and not a contract of employment. The Service Provider shall at all times indemnify the Customer and keep the Customer indemnified in full from and against all claims, proceedings, actions, damages, costs, expenses, liabilities and demands whatsoever and howsoever arising by reason of any circumstances whereby the Customer is alleged or determined to have been assumed or imposed with the liability or responsibility for the Staff (or any of them) as an employer of the Staff and/or any liability or responsibility to HM Revenue or Customs as an employer of the Staff whether during the Contract Period or arising from termination or expiry of the Contract. 

[bookmark: _Toc36991]WARRANTIES AND REPRESENTATIONS 

The Service Provider warrants and represents that: 

(a) it has full capacity and authority and all necessary consents (including where its procedures so require, the consent of its Parent Company) to enter into and perform its obligations under the Contract;  

(b) the Contract is executed by a duly authorised representative of the Service Provider; 

(c) in entering the Contract it has not committed any Prohibited Act; 

(d) as at the Service Commencement Date, all information, statements and representations contained in the Tender and the PQQ Response for the Services are true, accurate and not misleading except as may have been specifically disclosed in writing to the Customer before execution of the Contract and it will advise the Customer of any fact, matter or circumstance of which it may become aware during the Contract Period which would render any such information, statement or representation to be false or misleading; 

(e) no claim is being asserted and no litigation, arbitration or administrative proceeding is presently in progress or, to the best of its knowledge and belief, pending or threatened against it or its assets which will or might affect its ability to perform its obligations under the Contract; 

(f) it is not subject to any contractual obligation, compliance with which is likely to have an adverse effect on its ability to perform its obligations under the Contract; 

(g) no proceedings or other steps have been taken and not discharged (nor, to the best of its knowledge, are threatened) for the winding up of the Service Provider or for its dissolution or for the appointment of 

a receiver, administrative receiver, liquidator, manager, administrator or similar officer in relation to any of the Service Provider's assets or revenue; 

(h) it owns, has obtained or is able to obtain, valid licences for all Intellectual Property Rights that are necessary for the performance of its obligations under the Contract; 

(i) the Services shall be provided and carried out by appropriately experienced, qualified and trained Staff with all due skill, care and diligence; 

DEFAULT, DISRUPTION AND TERMINATION 

[bookmark: _Toc36992]TERMINATION ON INSOLVENCY AND CHANGE OF CONTROL 

36.1 Without affecting any other right or remedy available to it, the Customer may terminate this Contract with immediate effect by giving [written] notice to the Service Provider if: 

(a) the Service Provider suspends, or threatens to suspend, payment of its debts or is unable to pay its debts as they fall due or admits inability to pay its debts or (being a company or limited liability partnership) is deemed unable to pay its debts within the meaning of section 123 of the Insolvency Act 1986;  

(b) the Service Provider commences negotiations with all or any class of its creditors with a view to rescheduling any of its debts, or makes a proposal for or enters into any compromise or arrangement with its creditors other than (being a company) for the sole purpose of a scheme for a solvent amalgamation of Service Provider with one or more other companies or the solvent reconstruction of the Service Provider; 

(c) a petition is filed, a notice is given, a resolution is passed, or an order is made, for or in connection with the winding up of the Service Provider (being a company) other than for the sole purpose of a scheme for a solvent amalgamation of the Service Provider with one or more other companies or the solvent reconstruction of the Service Provider;  

(d) an application is made to court, or an order is made, for the appointment of an administrator, or if a notice of intention to appoint an administrator is given or if an administrator is appointed, over the Service Provider (being a company);  

(e) the holder of a qualifying floating charge over the assets of the Service Provider (being a company) has become entitled to appoint or has appointed an administrative receiver;  

(f) a person becomes entitled to appoint a receiver over the assets of the Service Provider or a receiver is appointed over the assets of the Service Provider;  

(g) a creditor or encumbrancer of the Service Provider attaches or takes possession of, or a distress, execution, sequestration or other such process is levied or enforced on or sued against, the whole or any part of the Service Provider's assets and such attachment or process is not discharged within 14 days;  

(h) any event occurs, or proceeding is taken, with respect to the Service Provider in any jurisdiction to which it is subject that has an effect equivalent or similar to any of the events mentioned in clause 36.1(a) to clause 36.1(g) (inclusive); or 

(i) the Service Provider suspends or ceases, or threatens to suspend or cease, carrying on all or a substantial part of its business;  

36.2 The Service Provider shall notify the Customer immediately if the Service Provider undergoes a change of control within the meaning of section 1124 of the Corporation Tax Act 2010 (Change of Control). The Customer may terminate the Contract by notice in writing with immediate effect within six Months of: 

(a) being notified that a Change of Control has occurred; or 

(b) where no notification has been made, the date that the Customer becomes aware of the Change of Control, 

but shall not be permitted to terminate where an Approval was granted before the Change of Control. 

[bookmark: _Toc36993]TERMINATION ON DEFAULT 

37.1 The Customer may terminate the Contract by giving written notice to the Service Provider with immediate effect if the Service Provider commits a material breach and if: 

(a) the Service Provider has not remedied the material breach to the satisfaction of the Customer within 20  Working Days, or such other period as may be specified by the Customer, after issue of a written notice specifying the material breach and requesting it to be remedied; or   

(b) the material breach is not, in the opinion of the Customer, capable of remedy. 

37.2 For the purposes of clause 37.1, material breach means a breach (including an anticipatory breach) that is serious in the widest sense of having a serious effect on the benefit which the Customer would otherwise derive from: 

(a) a substantial portion of this Contract; or 

(b) any of the obligations set out in clauses 8, 16 and 17.  

In deciding whether any breach is material no regard shall be had to whether it occurs by some accident, mishap, mistake or misunderstanding.  

37.3 The Customer may terminate the Contract by giving written notice to the Supplier with immediate effect if: 

(a) The Supplier repeatedly breaches any of the terms of this Contract in such a manner as to reasonably justify the opinion that its conduct is inconsistent with it having the intention or ability to give effect to the terms of this Contract 

(b) If any of the provisions of Regulation 73(1) of the Public Contracts Regulations 2015 apply; 

(c) Any warranty given by the Supplier in clause 35 of this Contract is found to be untrue or misleading. 

37.4 If the Customer fails to pay the Service Provider undisputed sums of money when due, the Service Provider shall notify the Customer in writing of such failure to pay. If the Customer fails to pay such undisputed sums within 60 Working Days of the date of such written notice, the Service Provider may terminate the Contract in writing with immediate effect, except that such right of termination shall not apply where the failure to pay is due to the Customer exercising its rights under clause 13. 

[bookmark: _Toc36994]TERMINATION FOR CONVENIENCE 

The Customer may terminate this Contract at any time by giving written notice to the Service Provider in accordance with the Commissioning Letter. 

[bookmark: _Toc36995]CONSEQUENCES OF TERMINATION OR EXPIRY 

39.1 Where the Customer terminates the Contract under clause 37 and then makes other arrangements for the supply of Services, the Customer may recover from the Service Provider the cost reasonably incurred of making those other arrangements and any additional expenditure incurred by the Customer throughout the remainder of the Contract Period. The Customer shall take all reasonable steps to mitigate such additional expenditure. Where the Contract is terminated under clause 37, no further payments shall be payable by the Customer to the Service Provider until the Customer has established the final cost of making those other arrangements. 

39.2 Subject to clause 32, where the Customer terminates the Contract under clause 37.4, the Customer shall indemnify the Service Provider against any reasonable commitments, liabilities or expenditure which would otherwise represent an unavoidable loss by the Service Provider by reason of the termination of the Contract, provided that the Service Provider takes all reasonable steps to mitigate such loss. Where the Service Provider holds insurance, the Service Provider shall reduce its unavoidable costs by any insurance sums available. The Service Provider shall submit a fully itemised and costed list of such loss, with supporting evidence, of losses reasonably and actually incurred by the Service Provider as a result of termination under clause 37.4. 

39.3 	The Customer shall not be liable under clause 39.2 to pay any sum that: 

(a) was claimable under insurance held by the Service Provider, and the Service Provider has failed to make a claim on its insurance, or has failed to make a claim in accordance with the procedural requirements of the insurance policy; or 

(b) when added to any sums paid or due to the Service Provider under the Contract, exceeds the total sum that would have been payable to the Service Provider if the Contract had not been terminated before the expiry of the Contract Period. 

39.4 	Except as otherwise expressly provided in the Contract: 

(a) termination or expiry of the Contract shall be without prejudice to any rights, remedies or obligations accrued under the Contract before termination or expiration and nothing in the Contract shall prejudice the right of either Party to recover any amount outstanding at such termination or expiry; and 

(b) termination of the Contract shall not affect the continuing rights, remedies or obligations of the Customer or the Service Provider under clause 11 (Contract Price), clause 12 (Payment and VAT), clause 13 (Recovery of Sums Due), clause 14 (Conflicts of Interest), clause 17 (Confidentiality), clause 18 (Data Protection Act), clause 19 (Freedom of Information), clause 21 (Intellectual Property Rights), clause 22 (Records and Audit Access), clause 26 (Rights and Remedies), clause 32 (Liability, indemnity and insurance), clause 33 (Insurances), clause 34 (Taxation, National Insurance and employment liability), clause 39 (Consequences of termination or expiry), clause 41 (Recovery on termination), and clause 46 (Governing law and Jurisdication). 

[bookmark: _Toc36996]DISRUPTION 

40.1 The Service Provider shall take reasonable care to ensure that in the performance of its obligations under the Contract it does not disrupt the operations of the Customer, its employees or any other Service Provider employed by the Customer. 

40.2 The Service Provider shall immediately inform the Customer of any actual or potential industrial action, whether such action be by their own employees or others, which affects or might affect its ability at any time to perform its obligations under the Contract. 

40.3 In the event of industrial action by the Staff, the Service Provider shall seek the Customer's Approval to its proposals for the continuance of the supply of the Services in accordance with its obligations under the Contract. 

40.4 If the Service Provider's proposals referred to in clause 40.3 are considered insufficient or unacceptable by the Customer acting reasonably then the Customer may:  

(a) require the Service Provider to provide alternative proposals; or 

(b) undertake the services itself and recover from the Service Provider the additional costs incurred in the process.  

Subject to clause 40.5, nothing in this clause shall release the Service Provider from the proper performance of its obligations under the Contract. 

40.5 If the Service Provider is temporarily unable to fulfil the requirements of the Contract owing to disruption of normal business by direction of the Customer, an appropriate allowance by way of extension of time will be approved by the Customer. In addition, the Customer will reimburse any additional expense reasonably incurred by the Service Provider as a direct result of such disruption. 

[bookmark: _Toc36997]RECOVERY ON TERMINATION 

41.1 	On the termination of the Contract for any reason, the Service Provider shall: 

(a) immediately return to the Customer all Confidential Information, Personal Data and Customer's Intellectual Property in its possession or in the possession or under the control of any permitted suppliers or Sub-Contractors, which was obtained or produced in the course of providing the Services; 

(b) assist and co-operate with the Customer to ensure an orderly transition of the provision of the Services to any Replacement Service Provider and/or the completion of any work in progress; and 

(c) promptly provide all information concerning the provision of the Services which may reasonably be requested by the Customer for the purposes of adequately understanding the manner in which the Services have been provided or for the purpose of allowing the Customer or the Replacement Service Provider to conduct due diligence. 

41.2 If the Service Provider fails to comply with clause 41.1(a), the Customer may recover possession thereof and the Service Provider grants a licence to the Customer or its appointed agents to enter (for the purposes of such recovery) any premises of the Service Provider or its permitted suppliers or SubContractors where any such items may be held. 

41.3 Where the end of the Contract Period arises due to the Service Provider's Default, the Service Provider shall provide all assistance under clause 41.1(b) and clause 41.1(c) free of charge. Otherwise, the Customer shall pay the Service Provider's reasonable costs of providing the assistance and the Service Provider shall take all reasonable steps to mitigate such costs. 

[bookmark: _Toc36998]DISPUTE RESOLUTION 

42.1 If a dispute arises out of or in connection with this Contract or the performance, validity or enforceability of it (Dispute) then the parties shall follow the procedure set out in this clause:  

(a) either party shall give to the other written notice of the Dispute, setting out its nature and full particulars (Dispute Notice), together with relevant supporting documents. On service of the Dispute Notice, the Framework Coordinator of the Customer and [EMPLOYEE TITLE] of the Service Provider shall attempt in good faith to resolve the Dispute; 

(b) if the Framework Coordinator of The Customer and [EMPLOYEE TITLE] of the Service Provider are for any reason unable to resolve the Dispute within 30 days of service of the Dispute Notice, the Dispute shall be referred to the Head of Skills Research of the Customer and [SENIOR OFFICER TITLE] of the Service Provider who shall attempt in good faith to resolve it; and   

(c) if the Head of Skills Research of the Customer and [SENIOR OFFICER TITLE] of the Service Provider are for any reason unable to resolve the Dispute within 30 days of it being referred to them, the parties will attempt to settle it by mediation in accordance with the CEDR Model Mediation Procedure. Unless otherwise agreed between the parties, the mediator shall be nominated by CEDR Solve. To initiate the mediation, a party must serve notice in writing (ADR notice) to the other party to the Dispute, requesting a mediation. A copy of the ADR notice should be sent to CEDR Solve. The mediation will start not later than 10 days after the date of the ADR notice.    

42.2 No party may commence any proceedings under clause 46 in relation to the whole or part of the Dispute until 20 days after service of the ADR notice, provided that the right to issue proceedings is not prejudiced by a delay. 

42.3 If the Dispute is not resolved within 30 days after service of the ADR notice, or either party fails to participate or to continue to participate in the mediation before the expiration of the said period of 30 days, or the mediation terminates before the expiration of the said period of 30 days, the Dispute shall be finally resolved by the courts of England and Wales in accordance with clause 46 in this Contract.  

[bookmark: _Toc36999]FORCE MAJEURE 

Neither party shall be in breach of this Contract nor liable for delay in performing, or failure to perform, any of its obligations under this Contract if such delay or failure result from events, circumstances or causes beyond its reasonable control. In such circumstances the affected party shall be entitled to a reasonable extension of the time for performing such obligations. If the period of delay or non-performance continues for 2 weeks, the party not affected may terminate this Contract by giving 14 days' written notice to the affected party.  

[bookmark: _Toc37000]ENTIRE AGREEMENT 

44.1  This Contract constitutes the entire agreement between the parties and supersedes and extinguishes all previous agreements, promises, assurances, warranties, representations and understandings between them, whether written or oral, relating to its subject matter. 

44.2 Each party agrees that it shall have no remedies in respect of any statement, representation, assurance or warranty (whether made innocently or negligently) that is not set out in this Contract. Each party agrees that it shall have no claim for innocent or negligent misrepresentation or negligent misstatement based on any statement in this Contract, provided that nothing in this clause 44 shall operate to exclude any liability for fraud.  

44.3 In the event of and only to the extent of any conflict between the Commissioning Letter, the clauses of the Contract and any document referred to in those clauses, the conflict shall be resolved in accordance with the following order of precedence: 

(a) the clauses of the Contract; 

(b) the Commissioning Letter except Appendices B (Service Provider's Tender) and C (Supplemental Tender) to the Commissioning Letter; 

(c) the terms of the Framework Agreement, the Schedules to the Framework Agreement and the appendices to the Commissioning Letter, except Schedule 1, part 2, Appendix B (the Service Provider's 

Tender), and Appendix C to the Commissioning Letter (Supplemental Tender);  

(d) any other document referred to in the clauses of the Contract; and 

(e) Schedule 1, part 2 of the Framework Agreement and Appendix B to the Commissioning Letter (the Service Provider's Tender), and Appendix C to the Commissioning Letter (Supplemental Tender). 

44.4 This Contract may be executed in any number of counterparts, each of which when executed  shall constitute a duplicate original, but all the counterparts shall together constitute the one agreement. 

[bookmark: _Toc37001]NOTICES 

45.1 Except as otherwise expressly provided within the Contract, no notice or other communication from one Party to the other shall have any validity under the Contract unless made in writing by or on behalf of the Party sending the communication. 

45.2 Any notice or other communication which is to be given by either Party to the other shall be given by letter (sent by hand, post, registered post or by the recorded delivery service) or by or e-mail. Such letters shall be addressed to the other Party in the manner referred to in clause 45.3. Provided the relevant communication is not returned as undelivered, the notice or communication shall be deemed to have been given two Working Days after the day on which the letter was posted, or four hours in the case of e-mail, or sooner where the other Party acknowledges receipt of such letters,  or e-mail. 

45.3 	For the purposes of clause 45.2 the address of each Party shall be: 

(a) for the Customer: the address set out in the Commissioning Letter. 

(b) for the Service Provider: the address set out in the Commissioning Letter. 

45.4 Either Party may change its address for service by serving a notice in accordance with this clause. 

[bookmark: _Toc37002]GOVERNING LAW AND JURISDICTION 

46.1 This Contract and any dispute or claim arising out of or in connection with it or its subject matter or formation (including non-contractual disputes or claims) shall be governed by and construed in accordance with the law of England and Wales.  

46.2 Each party irrevocably agrees that the courts of England and Wales shall have exclusive jurisdiction to settle any dispute or claim arising out of or in connection with this Contract or its subject matter or formation (including noncontractual disputes or claims). 

 

 

 

 

 

 

 

 

Authorised to sign for and on behalf of the Customer 

  

Signature............................................................. 

  

Date.....................................................................   

Name in capitals................................................... 

  

Address.......................................................................................................................... .................................................. 

 Authorised to sign for and on behalf of the Service Provider 

  

Signature............................................................. 

  

Date.....................................................................   

Name in capitals................................................... 

  

Address.......................................................................................................................... .................................................. 

  

 

[bookmark: _Toc37003]Annex A. Completed Commissioning Letter 

Addressee name 

Job Title 

Company name 

Address 

 

Insert Date 

 

Dear 

 

Research and Evaluation Framework Agreement – Lot xx 

Insert detail of services to be provided 

 

Thank you for your response to the Specification for the above Commission by [insert organisation name] (the Customer) through the Research and Evaluation Framework dated [insert date] between (1) Secretary of State for Business, Innovation and Skills and (2) [insert tenderer’s name] (the Framework Agreement). 

 

Annexes: 	A. 	Supplemental Tender dated [insert date] 

B. Specification for [insert title] 

C. [Insert references to any post-tender correspondence which clarifies or modifies the Supplemental Tender] 

 	 

[organisation name] accepts your Supplemental Tender (Annex A), submitted in response to our Specification (Annex B), [as clarified or modified by the correspondence between us (Annex C)]. 

 

The Call –off Terms and Conditions for this Contract are those set out in [Schedule 5] to the Framework. 

 

		[Insert any supplemental requirements or variations to the Call-Off Terms and 

Conditions. These may be non-substantial amendments which are required for the 



		Services, in line with clause 4.3(c) of the Framework]

		 





 

The agreed total charges are £xxxx exclusive of VAT which should be added at the prevailing rate. The agreed invoice schedule is as follows: 

 

[Insert invoice schedule] 

 

All invoices should be sent to [insert contact name and details] 

 

You are reminded that any Customer Intellectual Property Rights provided in order to perform the Services will remain the property of the Customer.  The following deliverables have been agreed: 

 

[Insert deliverables]  

 

The Services Commencement Date is XXX 

 

The Completion date is XXX 

 

The Contract may be terminated for convenience by giving [insert proportionate period] notice in accordance with clause 37 of the Call-off Terms and Conditions. 

 

Your invoice(s) for this work must include the following information: 

Commission number: [insert project number] 

 

		[The Service necessitate the sharing of personal data, the Supplier will complete and 



		return the data sharing agreement as requested.]

		 





 

The Authorised Representative for this Commission will be [insert name] who can be contacted at [insert contact details].  

 

		[Insert details of any Key Personnel, Contract monitoring, Management Information and meetings, and Confidential Information (what information is confidential and how 



		long must its confidentiality be maintained)]

		 





 

Congratulations on your success in being selected to undertake this Commission. 

 

Yours sincerely 

 

 

[Name of authorised signature of Customer] 

 

BY SIGNING AND RETURNING THIS COMMISSIONING LETTER THE SERVICE 

PROVIDER AGREES to enter a legally binding contract with the Customer to provide to the Customer the Services specified in this Commissioning Letter and Annexes incorporating the rights and obligations in the Call-off Terms and Conditions set out in the Framework Agreement. 

 

Signed on behalf of [ORGANISATION NAME] 

 

 

 

Annex A Supplemental Tender 

Annex B Specification 

[Annex C Post-tender Clarification] 	 

[bookmark: _Toc37004]Annex B. Variation Form 

Variation Letter 

Call-off terms and conditions for services 

  

  

[NAME OF LOT] 

...................................................................................................................................... 

Commission Number being varied:..................................................................................... 

Variation Form 

No:.........................................................................................................   

BETWEEN: 

  

[NAME OF CONTRACTING AUTHORITY] (the Customer) 

  

and 

[NAME OF SERVICE PROVIDER] (the Service Provider) 

  

1. 	The Commission is varied as follows:  

 

[TIMELINE: Following the original timeline agreed for the above project, this is to confirm the updated end date for this project is XXX. 

 

The reason for the extended timeline is XXX 

 

This update does not have any financial implication; therefore charges will remain as agreed in the original commissioning letter for this project.] 

[FINANCIAL: Charges for this assignment were agreed at £XXX (exclusive of VAT) as per the commissioning letter dated XXX.   

 

In addition to the above costs, the following funding has been agreed: 

 

		INSERT SENTENCE / PARAGRAPH TO EXPLAIN REASON FOR ADDITIONAL 



		COSTS

		 





 

This will total £XXX (exclusive of VAT which should be added at the prevailing rate) 

 

The total agreed charges for this assignment are now £XXX, exclusive of VAT, which should be added at the prevailing rate. 

The outstanding balance for this project is £XXX (exclusive of VAT) taking into account the additional costs as specified above. 

Terms of payment for the balance of £XXX (exclusive of VAT) will be: 

INSERT INVOICE SCHEDULE] 

[LIST ANY OTHER DETAILS OF THE VARIATION]. 

2. Words and expressions in this Variation shall have the meanings given to them in the Contract. 

3. The Contract, including any previous Variations, shall remain effective and unaltered except as amended by this Variation. 

  

 Authorised to sign for and on behalf of the Customer 

  

Signature............................................................. 

  

Date.....................................................................   

Name in capitals................................................... 

  

Address.......................................................................................................................... .................................................. 

  

Authorised to sign for and on behalf of the Service Provider 

  

Signature............................................................. 

  

Date.....................................................................   

Name in capitals................................................... 

  

Address.......................................................................................................................... .................................................. 

 

 

Annex C. Tax Arrangements of Staff and 

Sub-Contractors 

 

1. Where a member of Staff is liable to be taxed in the UK in respect of consideration received under this contract, it shall at all times comply with the Income Tax (Earnings and Pensions) Act 2003 (ITEPA) and all other statutes and regulations relating to income tax in respect of that consideration. 

 

2. Where a member of Staff is liable to National Insurance Contributions (NICs) in respect of consideration received under this contract, it shall at all times comply with the Social Security Contributions and Benefits Act 1992 (SSCBA) and all other statutes and regulations relating to NICs in respect of that consideration. 

 

3. Service Provider may, at any time during the term of this contract, request [Worker] to provide information which demonstrates how a member of Staff complies with paragraphs 1 and 2 above or why those paragraphs do not apply to it. 

 

4. A request under paragraph 3 above may specify the information which a member of Staff must provide and the period within which that information must be provided. 

 

5. Service Provider may terminate this contract if- 

(a) in the case of a request mentioned in paragraph 3 above- 

(i) a member of Staff fails to provide information in response to the request within a reasonable time, or 

(ii) a member of Staff provides information which is inadequate to demonstrate either how [Worker] complies with paragraphs 1 and 2 above or why those paragraphs do not apply to it; 

(b) in the case of a request mentioned in paragraph 4 above, a member of Staff fails to provide the specified information within the specified period, or 

(c) it receives information which demonstrates that, at any time when paragraphs 1 and 2 apply to a member of Staff, a member of Staff is not complying with those paragraphs. 

6. The Customer may supply any information which it receives under paragraph 3 to the Secretary of State for Business, Innovation and Skills and to the Commissioners of Her Majesty’s Revenue & Customs for the purpose of the collection and management of revenue for which they are responsible. 

 

  

  

 

Confidential Information 

Any specification issued by a Customer for Standard Services or for Competed Services. 


Framework Agreement Variation 

Procedure 

1. INTRODUCTION 

1.1 0 details the scope of the variations permitted and the process to be followed where the Authority proposes a variation to the Framework Agreement. 

1.2 The Authority may propose a variation to the Framework Agreement under 0 only where the variation does not amount to a material change in the Framework Agreement or the Services. 

2. PROCEDURE FOR PROPOSING A VARIATION 

2.1 Except where paragraph 5 applies, the Authority may propose a variation using the procedure contained in this paragraph 2. 

2.2 In order to propose a variation, the Authority shall serve each Framework Provider with written notice of the proposal to vary the Framework Agreement (Notice of Variation, as per Schedule 5 Annex B). 

2.3 The Notice of Variation shall: 

(a) contain details of the proposed variation providing sufficient information to allow each Framework Provider to assess the variation and consider whether any changes to the prices set out in its Pricing Matrices are necessary; and 

(b) require each Framework Provider to notify the Authority within 14 days of any proposed changes to the prices set out in its Pricing Matrices. 

2.4 On receipt of the Notice of Variation, each Framework Provider has 14 days to respond in writing with any objections to the variation. 

2.5 Where the Authority does not receive any written objections to the variation within the timescales detailed in paragraph 2.4, the Authority may then serve each Framework Provider with a written agreement detailing the variation to be signed and returned by each Framework Provider within 14 days of receipt. 

2.6 On receipt of a signed agreement from each Framework Provider, the Authority shall notify all Framework Providers in writing of the commencement date of the variation. 

3. OBJECTIONS TO A VARIATION 

In the event that the Authority receives one or more written objections to a variation, the Authority may: 

(a) withdraw the proposed variation; or 

(b) propose an amendment to the variation. 

4. CHANGES TO THE PRICING MATRICES 

4.1 Where a Framework Provider can demonstrate that a variation would result in a change to the prices set out in its Pricing Matrices, the Authority may require further evidence from the Framework Provider that any additional costs to the Framework Provider will be kept to a minimum. 

4.2 The Authority may require the Framework Provider to meet and discuss any proposed changes to the Pricing Matrices that would result from a variation. 

4.3 Where a change to a Framework Provider's Pricing Matrices is agreed by the Authority, the Authority shall notify its acceptance of the change to the Framework Provider in writing. 

4.4 In the event that the Authority and the Framework Provider cannot agree to the changes to the Pricing Matrices, the Authority may: 

(a) withdraw the variation; or 

(b) propose an amendment to the variation. 

5. VARIATIONS THAT ARE NOT PERMITTED 

In addition to the provisions contained in paragraph 1.2, the Authority may not propose any variation that: 

	(a) 	may prevent one or more of the Framework Providers from 

performing its obligations under the Framework Agreement; or (b) 	is in contravention of any Law. 
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