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ANNEX 1 - TERMS AND CONDITIONS

Terms and Conditions of Contract for Services
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1 INTERPRETATION

1.1 In this Agreement, the following words shall have the following meanings:

“‘Agreement”

“Award Letter”

“Charges”

“Crown”

“DPAH

“Expiry Date”

“‘FOIA”

“Information”

“‘Key
Personnel”

shall mean these terms and
conditions, the Purchase Order,
and (if applicable) the Award
Letter;

means the letter signed by the
Customer and the Supplier which
confirms the award of the contract
and which may give details of the
Services to be supplied by the
Supplier to the Customer in
accordance with the terms of this
Agreement;

means the charges for the
Services as set out in the
Purchase Order or Award Letter
(as applicable);

means the government of the
United Kingdom including, but not
limited to, government ministers,
government departments,
government offices and
government agencies;

means the Data Protection Act
1998;

means the date for expiry of this
Agreement as set out in the
Purchase Order or Award Letter;

means the Freedom of
Information Act 2000;

has the meaning given under
section 84 of the FOIA;

any persons specified as such in
the Purchase Order or Award
Letter (as the case may be), or
otherwise notified by the
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“Party/Parties”

“Premises”

“Purchase
Order”

"Relevant

Convictions"

“Request for

Information”

“Services”

“Specification”

Customer to the Supplier in
writing;

the Supplier and/or the Customer
(as appropriate);

shall mean have the meaning
detailed in the Purchase Order or
Award Letter (as applicable) or if
such term is not defined it shall
be the “Ship To” address;

means the Customer’s order for

Services which has a unique PO
number, and details the Services
to be supplied by the Supplier to
the Customer in accordance with
the terms of this Agreement;

means a conviction that is
relevant to the nature of the
Services, relevant to the work of
the Customer, or as otherwise
advised by the Customer;

shall have the meaning set out in
the FOIA or the Environmental
Information Regulations 2004 as
relevant (where the meaning set
out for the term “request” shall

apply);

means the services to be
provided by the Supplier to the
Customer under this Agreement
as specified in the Purchase
Order or Award Letter (as
applicable);

means any specification for the
Services produced by the
Supplier and agreed with the
Customer; or supplied to the
Supplier by the Customer
including any specification
contained in the Purchase Order
or Award Letter and any
documents referred to therein
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which set out the quantity,
description, quality and price of
the Services;

“Staff” means all persons employed by
the Supplier to perform its
obligations under this Agreement
together with the Supplier’s
servants, agents, suppliers and
sub-contractors used in the
performance of its obligations
under this Agreement;

“Staff Vetting  shall mean the Customer’s

Procedures” procedures for the vetting of
personnel as advised to the
Supplier by the Customer;

“Term” shall mean the term set out in the
Purchase Order or Award Letter
unless extended or terminated
earlier in accordance with the
terms and conditions of this
Agreement;

“VAT” means value added tax in
accordance with the provisions of
the Value Added Tax Act 1994;
and

“‘Working Day” means a day (other than a
Saturday or Sunday) on which
banks are open for business in
the City of London.

1.2 Where a capitalised word is not defined in this Agreement it shall have the meaning

given to it in the Purchase Order or Award Letter.
1.3 Inthis Agreement unless the context otherwise requires:

1.3.1 references to numbered clauses are references to the relevant clause in this

Agreement;

1.3.2 any obligation on any Party not to do or omit to do anything is to include an obligation

not to allow that thing to be done or omitted to be done;
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1.3.3 the headings to the clauses of this Agreement are for information only and do not affect

the interpretation of this Agreement;

1.3.4 any reference to an enactment includes reference to that enactment as amended or
replaced from time to time and to any subordinate legislation or byelaw made under
that enactment;

1.3.5 Where the word ‘including’ is used in this Agreement, it shall be understood as

meaning ‘including without limitation’.

2 BASIS OF CONTRACT

2.1 The Purchase Order constitutes an offer by the Customer to purchase Services from

the Supplier in accordance with this Agreement.

2.2 The Agreement shall be deemed to be accepted on the earlier of: (a) the Supplier
signing the Award Letter or Purchase Order; or (b) any act by the Supplier consistent

with fulfilling the Purchase Order.

3 SUPPLY OF SERVICES

3.1 In consideration of the amounts due under this Agreement, the Supplier shall, from the
date set out in the Purchase Order or Award Letter, provide the Services to the
Customer for the Term, in accordance with the terms and conditions with this

Agreement.
3.2 In providing the Services, the Supplier shall:

3.2.1 co-operate with the Customer in all matters relating to the Services, and comply with all

instructions of the Customer;

3.2.2 perform the Services with all reasonable care, skill and diligence in accordance with

good industry practice in the Supplier’s industry, profession or trade;

3.2.3 use personnel who are suitably skilled and experienced to perform tasks assigned to
them, and in sufficient number to ensure that the Supplier’s obligations are fulfilled in

accordance with this Agreement;

3.2.4 ensure that the Services will conform with all descriptions and specifications set out in

the Specification;
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3.2.5 comply with all applicable laws; and

3.2.6 Provide all equipment, tools and vehicles and such other items as are required to

3.3

3.4

4.1

5.1

6.1

provide the Services.

On completion of the Services, or termination or expiry of this Agreement (whichever is
the earlier) the Supplier shall vacate the Premises, remove his plant, equipment and
unused materials and shall clear away from the Premises all rubbish arising out of the
Services and leave the Premises in a clean, safe and tidy condition. The Supplier is
solely responsible for making good any damage to the Premises or any objects
contained thereon, other than fair wear and tear, which is caused by the Supplier or
any Staff.

The Customer may inspect and examine the manner in which the Supplier supplies the

Services, at the Premises, during normal business hours, on reasonable notice.

REPRESENTATIONS AND WARRANTIES

The Supplier warrants that it has full capacity and authority, and all necessary
consents, licences and permissions to enter into and perform its obligations under this
Agreement, and that this Agreement is executed by a duly authorised representative of

the Supplier.

VARIATION OF THE SERVICES

The Customer reserves the right to vary the Services required, should this at any time
become necessary. In the event of any variation to the scope of the Services, the
Charges shall be subject to fair and reasonably adjustment to be agreed between the
Customer and the Supplier.

CHARGES AND PAYMENT

The Charges for the Services shall be as set out in the Purchase Order or Award
Letter, and shall be the full and exclusive remuneration of the Supplier in respect of the
performance of the Services. Unless otherwise agreed in writing by the Customer, the
Charges shall include every cost and expense of the Supplier directly or indirectly

incurred in connection with the performance of the Services.
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6.2

6.3

6.4

6.5

6.6

6.7

7.1

The Supplier shall invoice the Customer as specified in the PO. Each invoice shall
include such supporting information required by the Customer to verify the accuracy of
the invoice including but not limited to the relevant purchase order number and a

breakdown of the Services supplied in the invoice period.

In consideration of the supply of the Services by the Supplier, the Customer shall pay
the Supplier the invoiced amounts no later than 30 days after receipt of a valid invoice
which includes a valid PO number. Payments may be withheld or reduced by the
Customer in the event of unsatisfactory performance without prejudice to the

Customer’s other rights and remedies under this Agreement.

All amounts stated are exclusive of VAT which shall be charged at the prevailing rate.
The Customer shall, following the receipt of a valid VAT invoice, pay to the Supplier a
sum equal to the VAT chargeable on the value of the Services supplied in accordance

with this Agreement.

If there is a dispute as to the amount invoiced the Customer shall pay the undisputed

amount.

If a payment of an undisputed amount is not made by the Customer by the due date,
then the Customer shall pay the Supplier interest at a rate which shall compensate for
such loss as has been directly caused by the late payment. The interest rate shall not
be at a rate higher than the interest rate specified in the Late Payment of Commercial
Debts (Interest) Act 1998. Any disputed amounts shall be resolved through the dispute

resolution procedure detailed in clause 40.

The Supplier shall not suspend the supply of the Services unless the Supplier is
entitled to terminate this Agreement for a failure to pay undisputed sums in accordance

with clause 15.2.

RECOVERY OF SUMS DUE

Wherever under this Agreement any sum of money is recoverable from or payable by
the Supplier (including any sum which the Supplier is liable to pay to the Customer in
respect of any breach of this Agreement), that sum may be deducted unilaterally by the

Customer from any sum then due, or which at any later time may become due, to the
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8.1

8.2

8.3

9.1

9.2

10

10.1

Supplier under this Agreement or under any other agreement or contract with the
Customer or with any department, agency or authority of the Crown. The Supplier
shall not be entitled to assert any credit, set-off or counterclaim against the Customer
in order to justify withholding payment of any such amount in whole or in part.

PROPERTY

The Customer shall provide the Supplier with reasonable access at reasonable times
to the Premises for the purpose of providing the Services.

All equipment, tools and vehicles brought onto the Premises shall be at the Supplier’s
risk.

Any equipment provided by the Customer for the purpose of this Agreement shall
remain property of the Customer and shall only be used for the purpose of carrying out
this Agreement, and shall be returned promptly to the Customer on expiry or
termination of this Agreement. The Supplier will reimburse the Customer for any loss
or damage to the equipment (other than deterioration resulting from normal and proper
use) caused by any Staff. Equipment supplied by the Customer shall be deemed to be
in a good condition when received by the Supplier unless the Customer is notified

otherwise in writing within seven days.

KEY PERSONNEL

Any Key Personnel shall not be released from supplying the Services without the
Agreement of the Customer, except by reason of long-term sickness, maternity leave,

paternity leave, and termination of employment or other extenuating circumstances.

Any replacements to the Key Personnel shall be subject to the agreement of the
Customer (not to be unreasonably withheld). Such replacements shall be of at least
equal status or of equivalent experience and skills to the Key Personnel being replaced

and be suitable for the responsibilities of that person in relation to the Services.

INSPECTION OF PREMISES

The Supplier is deemed to have inspected the Premises before submitting its tender so
as to have understood the nature and extent of the Services to be carried out and

satisfied himself in relation to all matters connected with the performance of its
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111

11.2

11.3

12

12.1

12.2

12.3

obligations under this Agreement.
INSURANCE

The Supplier shall effect and maintain (for the Term and for 1 year following the end of
the Term), with a reputable insurance company, a policy or policies of insurance
providing an adequate level of cover in respect of (i) all risks which may be incurred by
the Supplier, arising out of the Supplier's performance of its obligations under this

Agreement; (ii) public liability insurance; and (iii) professional indemnity insurance.

The Supplier, shall give to 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
appropriate cover is in place, together with receipts or other evidence of payment of the

latest premiums due under those policies.

The insurance may be limited in respect of one claim (but not in any other respect)

provided that any such limit shall be at least £2 million.

INTELLECTUAL PROPERTY RIGHTS

All intellectual property rights in any materials (i) provided by the Customer to the
Supplier for the purposes of this Agreement, shall remain the property of the Customer;
and (ii) prepared by or for the Supplier solely for delivery of the Services under this
Agreement, shall vest in the Customer. If, and to the extent, that such materials do not
vest automatically in the Customer, the Supplier hereby assigns (with full title
guarantee and free from all third party rights) all intellectual property rights in such

materials to the Customer.

The Supplier hereby grants to the Customer a royalty-free, irrevocable and non-
exclusive licence (with a right to sub-licence) to use any intellectual property rights that
the Supplier owns, or has developed, prior to the Commencement Date of this
Agreement and which the Customer reasonably requires in order to exercise its rights

and take the benefit of this Agreement including the Services provided.

The Supplier shall indemnify, and keep indemnified, the Customer in full against all
cost, expenses, damages and losses (whether direct or indirect), including any interest,

penalties, and reasonable legal and other professional fees awarded against or
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13

13.1

13.2

13.3

13.4

14

14.1

14.2

incurred or paid by the Customer as a result of or in connection with any claim made
against the Customer for actual or alleged infringement of a third party’s intellectual
property arising out of, or in connection with, the supply or use of the Services, to the
extent that the claim is attributable to the acts or omission of the Supplier, its
employees, agents or subcontractors.

ASSIGNMENT AND SUB-CONTRACTING

The Supplier shall not without the written consent of the Customer assign, sub-
contract, novate or in any way dispose of the benefit and/ or the burden of this
Agreement or any part thereof. The Customer may, in the granting of such consent,
provide for additional terms and conditions relating to such assignment, sub-contract,
novation or disposal. The Supplier shall be responsible for the acts and omissions of

its sub-contractors as though those acts and omissions were its own.

Where the Supplier enters into a sub-contract with a supplier or contractor for the
purpose of performing its obligations under this Agreement, 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 Supplier to the sub-contractor within a specified period not exceeding

30 days from the receipt of a valid invoice.

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 to the Supplier to the Customer

as soon as reasonably practicable.

The Customer may assign, novate, or otherwise dispose of its rights and obligations
under this Agreement without the consent of the Supplier provided that such
assignment, novation or disposal shall not increase the burden of the Supplier’s

obligations under this Agreement.
TERM

This Agreement shall take effect on the date of the Purchase Order and shall expire on
the Expiry Date, unless it is otherwise extended in accordance with clause 14.2 below,

or terminated in accordance with the terms and conditions of this Agreement.

The Customer may, by giving written notice to the Supplier not less than 3 months prior
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to the Expiry Date, extend this Agreement for a period of up to six (6) months. The
provisions of this Agreement will apply throughout any such extended period.

15 TERMINATION

15.1 Without prejudice to any other right or remedy it might have, the Customer may
terminate this Agreement by written notice to the Supplier with immediate effect if:

15.1.1 the Customer gives the Supplier three (3) month’s written notice

15.1.2 the Supplier is in material breach of any obligation which is not capable of
remedy;

15.1.3 the Supplier repeatedly breaches any of the terms of this Agreement 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 Agreement;

15.1.4 the Supplier is in material breach of any obligation which is capable of
remedy, and that breach is not remedied within 30 days of the Supplier receiving notice

specifying the breach and requiring it to be remedied,;

15.1.5 the Supplier undergoes a change of control, within the meaning of section

416 of the Income and Corporation Taxes Act 1988; or

15.1.6 the Supplier becomes insolvent, or if an order is made or a resolution is
passed for the winding up of the Supplier (other than voluntarily for the purpose of
solvent amalgamation or reconstruction), or if an administrator or administrative
receiver is appointed in respect of the whole or any part of the Supplier's assets or
business, or if the Supplier makes any composition with its creditors or takes or suffers
any similar or analogous action (to any of the actions detailed in this clause 15.1.6) in

consequence of debt in any jurisdiction.

15.2 The Supplier may terminate this Agreement if the Customer has not paid any

undisputed amounts within 90 days of them falling due.

15.3 Termination or expiry of this Agreement shall not affect the continuing rights under
clauses 2, 3.2, 3.3, 8, 11, 12, 16, 23, 24, 25, 29, 31, 38 and 40.

16 CONSEQUENCES OF TERMINATION/EXPIRY
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16.1 Upon termination or expiry of this Agreement, the Supplier shall:

16.1.1 Give all reasonable assistance to the incoming supplier of the Services.

16.1.2 Return all relevant documents, information and data to the Customer as
soon as reasonably practicable.

17 VARIATION

17.1 This Agreement cannot be varied except in writing signed by a duly authorised
representative of both the parties.

18 PREVENTION OF CORRUPTION

18.1 The Supplier shall comply with, and shall ensure that it's Staff or anyone acting on the
Supplier’'s behalf comply with the applicable laws, regulations, codes and sanctions
relating to anti-bribery and anti-corruption, including but not limited to the Bribery Act
2010.

18.2 The Supplier shall not offer or give, or agree to give, to the Customer or any other
public body or any person employed by or on behalf of the Customer or any other
public body any gift or consideration of any kind as an inducement or reward for doing,
refraining from doing, or for having done or refrained from doing, any act in relation to
the obtaining or execution of the Agreement or any other contract with the Customer or
any other public body, or for showing or refraining from showing favour or disfavour to
any person in relation to the Agreement or any such contract.

18.3 The Supplier warrants that it has not paid commission or agreed to pay commission to
the Customer or any other public body or any person employed by or on behalf of the
Customer or any other public body in connection with the Agreement.

18.4 If the Supplier, its Staff or anyone acting on the Supplier’s behalf, engages in conduct
prohibited by clauses 18.1 or 18.3, the Customer may:

18.4.1 terminate the Agreement and recover from the Supplier the amount of any

loss suffered by the Customer resulting from the termination, including the cost
reasonably incurred by the Customer of making other arrangements for the supply of

the Services and any additional expenditure incurred by the Customer throughout the
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remainder of the Agreement; or
18.4.2 recover in full from the Supplier any other loss sustained by the Customer

in consequence of any breach of those clauses.

19 PREVENTION OF FRAUD

19.1 The Supplier shall take all reasonable steps, in accordance with good industry practice,
to prevent fraud by Staff and the Supplier (including its shareholders, members and

directors) in connection with the receipt of monies from the Customer.

19.2 The Supplier shall notify the Customer immediately if it has reason to suspect that any
fraud has occurred or is occurring or is likely to occur.

19.3 If the Supplier or its Staff commits fraud in relation to this or any other contract with the

Crown (including the Customer) the Customer may:

19.3.1 terminate this Agreement and recover from the Supplier the amount of any
loss suffered by the Customer resulting from the termination, including the cost
reasonably incurred by the Customer of making other arrangements for the supply of
the Services and any additional expenditure incurred by the Customer throughout the

remainder of the Agreement; or

19.3.2 recover in full from the Supplier any other loss sustained by the Customer

in consequence of any breach of this clause.

20 THE CONTRACTS (RIGHTS OF THIRD PARTIES) ACT 1999

20.1 A person who is not a Party to the Agreement shall have no right to enforce any of its
provisions which, expressly or by implication, confer a benefit on him, without the prior

written agreement of both Parties.

21 HEALTH AND SAFETY

21.1 The Supplier shall promptly notify the Customer of any health and safety hazards
which may arise in connection with the performance of its obligations under the
Agreement. The Customer shall promptly notify the Supplier of any health and safety
hazards which may exist or arise at the Premises and which may affect the Supplier in

the performance of its obligations under the Agreement.
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21.2

21.3

22

221

22.2

23

23.1

23.2

While on the Premises, the Supplier shall comply with any health and safety measures
implemented by the Customer in respect of Staff and other persons working there.

The Supplier shall notify the Customer immediately in the event of any incident
occurring in the performance of its obligations under the Agreement on the Premises
where that incident causes any personal injury or damage to property which could give

rise to personal injury.

DISCRIMINATION

The Supplier shall not unlawfully discriminate either directly or indirectly on such
grounds as race, colour, ethnic or national origin, disability, sex or sexual orientation,
religion or belief, or age and without prejudice to the generality of the foregoing the
Supplier shall not unlawfully discriminate within the meaning and scope of the Human
Rights Act 1998 and the Equality Act 2010 or other relevant or equivalent legislation, or

any statutory modification or re-enactment thereof.

The Contractor shall take all reasonable steps to secure the observance of clause 22.1
by all Staff.

DATA PROTECTION ACT

The Supplier shall (and shall ensure that all of its Staff) comply with any notification
requirements under the DPA and both Parties will duly observe all their obligations

under the DPA which arise in connection with the Agreement.

Notwithstanding the general obligation in clause 23.1, where the Supplier is processing
Personal Data (as defined by the DPA) as a Data Processor for the Customer (as
defined by the DPA) the Supplier shall ensure that it has in place appropriate technical
and organisational 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

23.2.1 provide the Customer with such information as the Customer may

reasonably request to satisfy itself that the Supplier is complying with its obligations
under the DPA;
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23.2.2 promptly notify the Customer of any breach of the security measures to be
put in place pursuant to this clause; and

23.2.3 ensure that 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.

24 OFFICIAL SECRETS ACTS 1911 TO 1989, SECTION 182 OF THE FINANCE ACT
1989

24.1 The Supplier shall comply with, and shall ensure that its Staff comply with, the
provisions of:

(a) the Official Secrets Acts 1911 to 1989; and
(b) Section 182 of the Finance Act 1989.

24.2 In the event that the Supplier or its Staff fail to comply with this clause, the Customer
reserves the right to terminate the Agreement by giving notice in writing to the Supplier.

25 FREEDOM OF INFORMATION

25.1 The Supplier acknowledges that the Customer is subject to the requirements of the
FOIA and the Environmental Information Regulations 2004 and shall assist and
cooperate with the Customer to enable the Customer to comply with its Information
disclosure obligations.

25.2 The Supplier shall and shall procure that any sub-contractors shall transfer to the
Customer all Requests for Information that it receives as soon as practicable and in
any event within two Working Days of receiving a Request for Information;

(a) 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's request; and

(b) provide all necessary assistance as reasonably requested by the Customer to
enable the Customer to respond to the Request for Information within the time
for compliance set out in section 10 of the FOIA or Regulation 5 of the
Environmental Information Regulations 2004.

25.3 The Customer shall be responsible for determining in its absolute discretion and
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25.4

25.5

25.6

26

26.1

26.2

27

notwithstanding any other provision in this Agreement and/or any other Information is
exempt from disclosure in accordance with the provisions of the FOIA or the
Environmental Information Regulations 2004.

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

The Supplier acknowledges that (notwithstanding the provisions of this clause 25 and
the provisions of clause 32) the Customer may, acting in accordance with the
Secretary of State for Constitutional Affairs Code of Practice on the Discharge of the
Functions of Public Authorities under Part 1 of the Freedom of Information Act 2000
(“the Code”), be obliged under the FOIA, or the Environmental Information Regulations
2004 to disclose information concerning the Supplier or the Services in certain

circumstances:
(a) without consulting the Supplier; or

(b) following consultation with the Supplier and having taken their views into
account; provided always that where clause 25.5(a) applies the Customer shall,
in accordance with any recommendations of the Code, take reasonable steps,
where appropriate, to give the Supplier advanced notice, or failing that, to draw

the disclosure to the Supplier’s attention after any such disclosure.

The Supplier shall ensure that all Information is retained for disclosure and shall permit

the Customer to inspect such records as requested from time to time.

PUBLICITY, MEDIA AND OFFICIAL ENQUIRIES

Without prejudice to the Customer’s obligations under the FOIA, neither Party shall
make any press announcement or publicise this Agreement or any part thereof in any

way, except with the prior written consent of the other Party.

Both Parties shall take reasonable steps to ensure that their servants, employees,
agents, sub-contractors, suppliers, professional advisors and consultants comply with

clause 26.1.

SECURITY
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27.1

The Customer shall be responsible for maintaining the security of the Premises in
accordance with its standard security requirements. The Supplier shall comply with all
security requirements of the Customer while on the Premises, and shall ensure that all
Staff comply with such requirements.

27.2 Where additional data security measures are required, as indicated in the Purchase

28

28.1

28.2

28.3

28.4

Order, the Supplier shall comply with the security measures contained in the Annex

(Security) in full.

SUPPLIER’S STAFF

The Customer may, by written notice to the Supplier, refuse to admit onto, or withdraw

permission to remain on, the Premises:
(a) any member of the Staff; or

(b) any person employed or engaged by any member of the Staff, whose
admission or continued presence would, in the reasonable opinion of the
Customer, be undesirable.

The Supplier shall take the steps reasonably required by the Customer to prevent
unauthorised persons from being admitted to the Premises. If the Customer gives the
Supplier notice that any person is not to be admitted to or is to be removed from the
Premises or is not to become involved in or is to be removed from involvement in the
performance of the Contract, the Supplier shall take all reasonable steps to comply
with such notice and if required by the Customer the Supplier shall replace any person
removed under this clause with another suitably qualified person and procure that any

pass issued to the person removed is surrendered.

At the Customer’s written request, the Supplier shall provide a list of the names and
addresses of all persons who may require admission in connection with the Agreement
to the Premises, specifying the capacities in which they are concerned with the

Agreement and giving such other particulars as the Customer may reasonably request.

The Supplier's Staff, engaged within the boundaries of the Premises, shall comply with
such rules, regulations and requirements (including those relating to security

arrangements) as may be in force from time to time for the conduct of personnel when
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28.5

28.6

28.7

28.8

29

20.1

at or outside the Premises.

If the Supplier fails to comply with clause 28.2 within 2 months of the date of the
request and in the reasonable opinion of the Customer such failure may be prejudicial
to the interests of the Crown then the Customer may terminate the Agreement,
provided always that such termination shall not prejudice or affect any right of action or
remedy which shall have accrued or shall thereafter accrue to the Customer.

The decision of the Customer as to whether any person is to be refused access to the
Premises and as to whether the Supplier has failed to comply with clause 28.2 shall be

final and conclusive.

The Supplier shall comply with Staff Vetting Procedures in respect of all persons
employed or engaged in the provision of the Services. The Supplier confirms that all
persons employed or engaged by the Supplier were vetted and recruited on a basis

that is equivalent to and no less strict than the Staff Vetting Procedures.

The Customer may require the Supplier to ensure that any person employed in the
provision of the Services has undertaken a Criminal Records Bureau check as per the
Staff Vetting Procedures. The Supplier shall ensure that no person who discloses that
he/she has a Relevant Conviction, or is found by the Supplier to have a Relevant
Conviction (whether as a result of a police check or through the Criminal Records
Bureau check or otherwise) is employed or engaged in the provision of any part of the

Services.
AUDIT

The Supplier shall keep and maintain until 6 years after the end of the Agreement, or
as long a period as may be agreed between the Parties, full and accurate records of
the Agreement including the Services supplied under it, all expenditure reimbursed by
the Customer, and all payments made by the Customer. The Supplier shall on request
afford the Customer or the Customer’s representatives such access to those records

as may be reasonably requested by the Customer in connection with the Agreement.
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30

30.1

31

31.1

31.2

31.3

31.4

TRANSPARENCY

The parties acknowledge that, except for any information which is exempt from
disclosure in accordance with the provisions of the FOIA, the content of this Agreement
is not confidential. The Customer shall be responsible for determining in its absolute
discretion whether any of the content of the Agreement is exempt from disclosure in
accordance with the provisions of the FOIA. Notwithstanding any other term of this
Agreement, the Supplier hereby gives his consent for the Customer to publish the
Agreement in its entirety, including from time to time agreed changes to the
Agreement, to the general public.

CONFLICTS OF INTEREST

The Supplier shall take appropriate steps to ensure that neither the Supplier 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 Supplier or Staff and the duties owed to the Customer under

the provisions of the agreement or contract.

The Supplier shall promptly notify the Customer and provide the Customer with full
particulars or as much detail as it is able to in circumstances where any conflict

referred to in clause 31.1 above arises or is reasonably foreseeable.

The Customer reserves the right to terminate the agreement or contract immediately by
giving notice in writing to the Supplier and/or 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 Supplier and
the duties owed to the Customer under the provisions of this agreement or contract.
The actions of the Customer pursuant to this clause shall not prejudice or affect any
right of action or remedy which shall have accrued or shall thereafter accrue to the

Customer.

This clause 31 shall apply:

(@) During the period of the agreement or contract; and

(b) For a period of two (2) years following the end of the agreement or contract
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32

32.1

33

33.1

33.2

33.3

period or such other period as agreed in the Purchase Order.

CONFIDENTIALITY

(Subject to clause 24 and 25) each Party shall keep confidential and not disclose, and
shall procure that his employees and the employees of any sub-contractor keep
confidential and do not disclose, any information of a confidential nature obtained by
him (concerning the other Party) by reason of this Agreement except information which
(a) is in the public domain otherwise than by reason of a breach of this provision; (b) is
received from a third party who lawfully acquired it and who is under no obligation
restricting its disclosure; (c) was in a Party’s possession without restriction as to its
disclosure prior to receiving such information from the other Party; (d) is required to be
disclosed by law (including under the FOIA and Environmental Information
Regulations), or for the purposes of audit or regulatory requirements; (€) is hecessary
for a Party to disclose for the purposes of the performing its obligations under this
Agreement (but only to the extent it is necessary to do so); (f) the other Party has given
its specific express prior written consent can be disclosed; (g) in the case of the
Customer, disclosed to any other government department provided that such
government department shall comply with confidentiality provisions in respect of such
disclosed information which are no less onerous than this clause 32. The provisions of
this clause 32 shall apply during the continuance of this Agreement and after its expiry

or termination howsoever arising.

COMPLIANCE WITH VALUE ADDED TAX AND OTHER TAX REQUIREMENTS

The Supplier shall at all times comply with the Value Added Tax Act 1994 and all other

statutes relating to direct or indirect taxes.

Failure to comply may constitute a material breach of this Agreement and the

Customer may exercise the rights and provisions conferred by clause 14.

The Supplier shall furnish to the Customer the name, and if applicable, the Value
Added Tax registration number and relevant Income Tax reference number(s) of any
agent, supplier or sub-contractor of the Supplier prior to the commencement of any
work under this Agreement by that agent, supplier or sub-contractor. Upon a request

by the Customer, the Supplier shall not employ or will cease to employ any agent,
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34

34.1

35

35.1

36

36.1

37

37.1

38

supplier or sub-contractor.

FORCE MAJEURE

Neither Party shall have any liability under or be deemed to be in breach of this
Agreement for any delays or failures in performance of this Agreement which result
from circumstances beyond the reasonable control of that Party (those circumstances
excluding any industrial action occurring within the Supplier’s organisation). The Party
affected by such circumstances shall promptly notify the other Party in writing when
such circumstances cause a delay or failure in performance and when they cease to do
so. If such circumstances continue for a continuous period of more than six months,

either Party may terminate this Agreement by written notice to the other Party.

ENTIRE AGREEMENT

This Agreement contains the whole agreement between the parties and supersedes

and replaces any prior written or oral agreements, representations or understandings
between them. The parties confirm that they have not entered into this Agreement on
the basis of any representation that is not expressly incorporated into this Agreement.

Nothing in this clause shall exclude liability for fraud or fraudulent misrepresentation.
WAIVER

Any waiver or relaxation either partly, or wholly of any of the conditions of the
Agreement shall be valid only if it is communicated to the other party in writing and
expressly stated to be a waiver. A waiver of any right or remedy arising from a breach
of contract shall not constitute a waiver of any right or remedy arising from any other

breach of the Agreement.

AGENCY, PARTNERSHIP ETC

This Agreement shall not constitute or imply any partnership, joint venture, agency,
fiduciary relationship or other relationship between the Parties other than the
contractual relationship expressly provided for in this Agreement. Neither Party shall
have, nor represent that it has, any authority to make any commitments on the other
Party’s behalf.

REMEDIES CUMULATIVE
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38.1

39

39.1

40

40.1

40.2

41

41.1

Except as otherwise expressly provided by this Agreement, all remedies available to
either Party for breach of this Agreement (whether under this Agreement, statute or
common law) are cumulative and may be exercised concurrently or separately, and the
exercise of one remedy shall not be deemed an election of such remedy to the

exclusion of other remedies.
SEVERANCE

If any provision of this Agreement is prohibited by law or judged by a court to be
unlawful, void or unenforceable, the provision shall, to the extent required, be severed
from this Agreement and rendered ineffective as far as possible without modifying the
remaining provisions of this agreement, and shall not in any way affect any other

circumstances of or the validity or enforcement of this Agreement.

DISPUTE RESOLUTION

The parties shall attempt in good faith to negotiate a settlement to any dispute between
them arising out of or in connection with the Agreement. If the dispute cannot be
resolved by the parties within a reasonable period, the dispute may, by agreement
between the parties, be referred to a neutral adviser or mediator (“the Mediator”)
chosen by agreement between the parties. If they are unable to agree a Mediator or if
the chosen Mediator is unable or unwilling to act either party shall be able to apply an
appropriate mediation provider to appoint a Mediator. Within 10 Working Days of
appointing the Mediator, the parties will meet with the Mediator to agree a procedure

for negotiations.

All negotiations connected with the dispute will be conducted in confidence and without
prejudice to the rights of the parties in any further proceedings. The parties agree to be
bound by any written agreement once signed by both parties. If the parties fail to
appoint a Mediator, or fail to reach agreement within one month of the Mediator being

appointed, either party may exercise any remedy that it has under this Agreement.
NOTICES

Any notice to be given under this Agreement shall be in writing and shall be sent by

first class mail or air mail, or by facsimile or e-mail (confirmed by first class mail or air
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mail), to the address of the relevant Party set out in the Purchase Order or Award
Letter, or such other address or facsimile number as that Party may from time to time
notify to the other Party in accordance with this clause.

41.2 Notices sent as above shall be deemed effectively given on the day when in ordinary
course of the means of transmission, it would first be received by the addressee in

normal business hours.

42 GOVERNING LAW AND JURISDICTION

42.1 The validity, construction and performance of this Agreement, and all contractual and
non-contractual matters arising out of it, shall be governed by English law and shall be

subject to the exclusive jurisdiction of the English courts to which the Parties submit.
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ANNEX 2 — PRICE SCHEDULE

1. Final Fixed Price

We have been unable resource to the study within the given time scale at an appropriate
level. In view of the importance and high profile nature of this project we have taken a
commercial view to discount our fee by REDACTED to bring it under the budget cap,
while maintaining the right level of resource. This results in a fixed fee of £74,161.79

The fixed fee excludes VAT but includes expenses, with the assumption that all material
will be supplied in digital format. Any foreign travel is excluded.

Consultant Rates (per day)

REDACTED
REDACTED
REDACTED
REDACTED
REDACTED
REDACTED

Stage Breakdown (£)

REDACTED
REDACTED
REDACTED
REDACTED
REDACTED
REDACTED
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1.
11

3.2

3.3

3.4

3.5

ANNEX 3 — STATEMENT OF REQUIREMENT

PURPOSE
The purpose of this requirement is to:

¢ Inform recommendations to government in order to maximise the growth potential
of the Cambridge, Milton Keynes, Oxford and Northampton area; in particular by
assessing the broad range of options available to deliver significant new housing
across the corridor and making recommendations as to those most appropriate to
meet the needs of the corridor, meeting housing needs, and supporting jobs and
growth. This assessment should include a typology of new developments, their
respective infrastructure requirements and likely value for money, their relative
merits and ability to deliver against key objectives set out in the Terms of
Reference.

BACKGROUND TO THE CONTRACTING AUTHORITY

The Authority (Her Majesty's Treasury) is the Government's economic and finance
ministry, maintaining control over public spending, setting the direction of the UK's
economic policy and working to achieve strong and sustainable economic growth.

BACKGROUND TO REQUIREMENT/OVERVIEW OF REQUIREMENT

The National Infrastructure Commission (NIC) is an independent body that enables
long term strategic decision making to build effective and efficient infrastructure for the
UK.

The NIC was set up on 5 October 2015 and will look at the UK’s future needs for
nationally significant infrastructure, help to maintain UK’s competitiveness amongst the
G20 nations and provide greater certainty for investors by taking a long term approach
to the major investment decisions facing the country.

The NIC will deliver a long-term plan and assessment of national infrastructure needs
early in each parliament, setting out what a government is expected to do over the next
five years. It will be overseen by a small board, appointed by the Chancellor, and able
to commission research and call for evidence from public sector bodies and private
sector experts.

The Commission has begun work on a national infrastructure assessment, looking
ahead to requirements for the next 30 years. Alongside that, the Commission will carry
out specific studies on pressing national infrastructure challenges in order to support
the long term competitiveness of the UK economy.

In March, the Chancellor of the Exchequer asked the Commission to:

“‘make recommendations to maximize the potential of the Cambridge —
Milton Keynes — Oxford corridor as a single, knowledge intensive cluster
that competes on the global stage, whilst protecting the area’s high quality
environment and securing the homes and jobs the area needs. The
commission will look at the priority infrastructure improvements needed
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3.6

3.7

3.8

4.1

and assess the economic case for which investments would generate the
most growth.”

Bidders should read the detailed Terms of Reference for the study, as well as the
Commission’s call for evidence, which will end on August 05, 2016, in order to
understand the broader context for this requirement and inform their response.

The aim of the NIC study is to deliver an independent and unbiased assessment of the
broad infrastructure priorities and the economic case for investment across the corridor
in order to maximise growth and quality of life. The Commission will publish:

e an interim report in autumn 2016 that assesses the economic case
for planned road and rail investment, maps planned local and national
development, identifies constraints to growth, regeneration and quality
of life, and future opportunities over the next 30 years.

e a final report in late 2017 that provides recommendations to boost
connectivity, growth, jobs, housing, sustainability, local governance and
a framework to measure the impact of investment.

In addition to this work and to support its objectives the NIC has recently tendered for
consultancy advice on the following four work streams:

The economics of the corridor and challenges to future growth;

Transport: an analysis of government plans as well as current barriers and
opportunities;

Housing & commercial development: a detailed assessment of market trends,
development opportunities and future needs; and

Finance & investment: an assessment of the potential to attract public and private
investment into the corridor, including any reforms and innovative finance models to
support that objective.

DEFINITIONS

Definitions:

Expression or Definition
Acronym

Corridor Towns, cities and their hinterlands referred to in the terms of
reference, including key economic relationships with surrounding
places.

Commission Refers to the National Infrastructure Commission (NIC).
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52

6.2

6.3

6.4

SCOPE OF REQUIREMENT

The scope of the requirement is to identify and assess the different types of
development that could deliver significant new housing across the corridor drawing on
domestic and international examples and best practice. This should include but not be
limited to: densification and urban extensions; new garden towns, cities and villages;
the respective implications for new or upgrades to existing infrastructure; as well as
their ability to deliver quality housing and a built environment which maintains and
or/enhances quality of life for communities. This assessment should also draw
conclusions and make recommendations as to the most appropriate form(s) of housing
development to meet the needs of the corridor, meeting housing needs and supporting
jobs and growth.

The Commission intends to run a ‘competition for ideas’ in the spring, whereby
architects, developers, planners, and others could submit strategic designs for specific
types of new housing development. The scope of this competition will draw on the
evidence and conclusions identified through the piece of work outlined in this tender.

THE REQUIREMENT

The aim of this work is to provide a clear and definitive evidence base and analysis
which presents:

An assessment of the different options for delivering significant new housing
development across the corridor (what form might new developments take?) Including,
but not limited to:

° Major new settlements: garden cities/towns

° Multiple smaller settlements: garden villages

. Urban extensions

o Satellites

° Densification of existing settlements, including brownfield development
° Development around existing or new public transport hubs

This assessment should draw on the academic literature and policy debate in the field,
including the finalists' submissions to the 2014 Wolfson prize for economics.
(http://www.policyexchange.org.uk/wolfsonprize/item/wolfson-economics-prize-2014)

An assessment of the infrastructure requirements of the forms of housing development
identified above. What are the underlying infrastructure requirements to enable each
type of development and how do they compare in terms of value for money and
sustainability, including transport requirements. For example, a large new settlement
is likely to depend on major new road and rail infrastructure to connect to existing
transport networks, whereas smaller scale development may require improvements to
existing networks.

OFFICIAL

Agreement Annexes - Services
REDACTED

V1.0 12/10/2016
30
© Crown copyright 2016



Crown

Commercial
Service

OFFICIAL
Agreement Annexes - Services
Cambridge, Milton Keynes and Oxford Future Planning Options Project
CCCC16A49

6.5

6.6

6.7

An assessment of the relative merits of the forms of housing development identified.
How do these different forms of development compare against a range of factors,
drawing on the NIC's terms of reference for this project and including, but not be limited
to: cost; deliverability; sustainability; effect on existing settlements; quality of life;
maintenance and/or protection of the area's environment and cultural assets (including
the Green Belt); and the effect these different approaches may have on the quality of
housing and the built environment.

An assessment of best practice in delivering new housing development, drawing on
both domestic and international examples. Where have new developments
successfully delivered high quality housing and built environment and what lessons
can be learnt for the corridor? This assessment should draw on domestic and
international examples that relate directly to the circumstances of the corridor.

An assessment of the most appropriate form(s) of housing development to meet the
needs of the corridor, supporting housing need, jobs and growth. Drawing on the
evidence gathered in response to the requirements above, and including responses to
the commission's call for evidence, this assessment will reach conclusions and make
recommendations for the forms of housing development that best fit the needs of the
corridor, meeting housing need and supporting jobs and growth. This assessment will
be supported by evidence of housing need and transport plans across the corridor
provided by third parties (outputs from separate consultancy commissions, as
described above). Recommendations should recognise the distinct local
circumstances across the corridor, which may mean different forms of development
are appropriate in different locations. This aspect of the requirement should also
provide the necessary background for the Commission's ‘competition for ideas' in
housing development and the build environment, to be launched spring 2017.

KEY MILESTONES

The Potential Provider should note the following project milestones that the Authority
will measure the quality of delivery against:

Milestone Description Timeframe

Project inception meeting with NIC to
include draft inception report to be
provided, and agreed by NIC, clarifying the
1 approach to be taken, along with a plan REDACTED
setting out key milestones and dates for
deliverables, risks and how these will be
managed, etc.

Initial draft describing initial ideas and

3 analysis to support the interim NIC report REDACTED

4 Fl.nal drafts of report to NIC for discussion REDACTED
with the commission

5 Final report of publishable standard REDACTED
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8.1

9.1
10.
10.1

11.

111

11.2

12.

12.1
13.
13.1

13.2

14.
14.1

14.2

14.3

15.
15.1

AUTHORITY’S RESPONSIBILITIES
N/A

REPORTING

N/A

VOLUMES

This is a substantial piece of work — the expectation is that the key outputs and related
materials will be both extensive and of publishable standard.

CONTINUOUS IMPROVEMENT

The successful Provider will be expected to give due consideration to how the way in
which the required Services are to be delivered throughout the Contract duration can
be continually improved.

Changes to the way in which the Services are to be delivered must be brought to the
Authority’s attention and agreed prior to any changes being implemented.

SUSTAINABILITY

N/A
QUALITY

The Commission will be looking to cite the findings from the initial outcomes of the
project before the end of the year. The final report will be published on the NIC website
and will inform the final recommendations of the study - therefore, outputs should be
to a publishable standard, with all assumptions and caveats clearly highlighted.

The source of data and assumptions, and advice on its robustness, should be clearly
set out, and it will need to be demonstrated how the findings have been suitably quality
assured, including through peer review and audit.

PRICE

Prices are to be submitted via the e-Sourcing Suite using Appendix E pricing table
excluding VAT. This excel spreadsheet is to be submitted at question level on the
Emptoris system.

The maximum budget for the full requirement is £75,000 (exc. VAT), and bids received
over this budget will be deemed non-compliant.

Prices should be inclusive of all expenses and exclusive of VAT.

STAFF AND CUSTOMER SERVICE

The Authority requires the Potential Provider to provide a sufficient level of resource
throughout the duration of the Contract in order to consistently deliver a quality service
to all Parties.
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15.2

15.3

16.
16.1

17.
17.1

18.
18.1

19.
19.1

19.2

20.
20.1

21.
21.1

Potential Provider’s staff assigned to the Contract shall have the relevant qualifications
and experience to deliver the Contract.

The Potential Provider shall ensure that staff understand the Authority’s vision and
objectives and will provide excellent customer service to the Authority throughout the
duration of the Contract.

SERVICE LEVELS AND PERFORMANCE

The Authority will measure the quality of the Supplier's delivery with reference to the
key milestones set out in paragraph 9.

SECURITY REQUIREMENTS
N/A

INTELLECTUAL PROPERTY RIGHTS (IPR)

All analysis (including any calculations and models) used to generate the outputs
should be provided to the Commission for future use.

PAYMENT

Payment can only be made following satisfactory delivery of pre-agreed certified
products and deliverables.

Before payment can be considered, each invoice must include a detailed elemental
breakdown of work completed and the associated costs.

ADDITIONAL INFORMATION

The supplier should demonstrate that they are open to working collaboratively with
other suppliers, contracted by the Commission in order to deliver related pieces of
analysis.

LOCATION

The location of the Services will be carried out at the offices of the supplier. However
frequent meeting will need to take place with the National Infrastructure Commission
at the supplier’s offices, or at the Commission’s offices in the Eastcheap Court 11
Philpot Lane, London EC3M 8UD and meeting spaces at 1 Horse Guard Road, London
SWI1A 2HQ.
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ANNEX 4 — SUPPLIERS RESPONSE
(As provided within the e-Sourcing event)

Please refer to e-Sourcing suite for supplier’s response.
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ANNEX 5 — CLARIFICATIONS
Question 1

Will the four other projects referred to under para 3.8 of Appendix B be available to help
inform this research (and vice versa)? What is the timeframe for those studies - will they be
undertaken in advance of or parallel to this research?

Response to Question 1

The four reports will be available to inform the research. They will be completed on 31
October 2016, so will be largely be undertaken in advance of this research.

Question 2

Are the para numbers referred to in questionnaire 6 correct? Should:
- question 6.1 refer to para 6.2?
- question 6.2 refer to para 6.47?
- question 6.3 refer to para 6.5?
- question 6.4 refer to para 6.6?
- question 6.5 refer to para 6.77?

Response to Question 2

The paragraph numbers referred to in question 6 appendix D (which refer to question 6
appendix B) are not correct. They should read as the clarification question suggests.

Question 3

Could you confirm whether there is a standard template we should be using for the purposes
of the price schedule (and if so, where we find this), or are you happy for this to be within our
own format?

Response to Question 3

There is no standard template for the purposes of the submitting the price schedule.

Please submit a pricing schedule in your own format as an attachment. Please submit a
pricing schedule which includes a price breakdown.

Question 4

There is a pricing spreadsheet mentioned in the documentation, however this does not
appear to be available from the portal, can you please advise?

Response to Question 4

There is no standard template for the purposes of the submitting the price schedule.
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Please submit a pricing schedule in your own format as an attachment.
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ANNEX 6 — ADDITIONAL TERMS & CONDITIONS

N/A
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ANNEX 7 — CHANGE CONTROL FORMS

Contract Management Guidance — Template #10
CHANGE CONTROL FORM- General —v. 4

This is a template format for a Change Control Form, to be used for initiation and management of contract changes from
change initiation to sign off. The change details and progress should be also captured in the central Change Control
Register (#9). The form headings correlate to key stages in the change approval process. Not all the information listed
under each stage will necessarily be needed for every contract and the content may need to be supplemented with
contract-specific provisions. However all the stages need to be filled in and signed off before the change is regarded as
complete.

Before progressing the change from stage to stage always make sure that representatives signing the change on
behalf of the customer, supplier and CCS have the authority to approve the scope and cost of the relevant change.
Refer to CM Standards Change Control stage for further guidance]

Guidance on how to fill in specific stages or the wording to be added in relation to each specific contract is put in square
brackets and in Italics throughout the document

&)

Change

Change Control Process map: Management Process

insert summary of contractual provision/ process agreed with the supplier for contractual change control
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Initiated by: name/ job title/ organisation CCN Reference: | unigue ref. No., as recorded in
Change Control Register
Source of change: Customer/ CCS/ Supplier Date CCN
Raised by
relevant
party:

STAGE 1 - CUSTOMER

Summary of proposals/
requirements

This is a variation to the contract between the insert authority and insert supplier.
The Terms and Conditions of the Contract apply but with the following amendments:

Reason for change: change in customer requirements; savings initiative; change in law/
regulations etc

Proposed payment:

lump sum/ ongoing payments

Required delivery date, with rationale: specify if there is a critical deadline by which the change needs to be

complete (e.g. specific event such as a scheduled date for opening of a new
office or government committee date)

Change authorised to
proceed to Stage 2
(Customer
organisation
representative)

\

Signature Print Name & Position Date
Change authorised to
proceed to Stage 2
(CCS representative):
Signature Print Name & Position Date
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STAGE 2 — SUPPLIER

Comments/ Caveats on requested change e.g. proposed implementation route; conditions of delivery

CAPITAL / IMPLEMENTATION COST

Labour

Materials

Other Costs

TOTAL:

REVENUE COSTS (per annum)

Contract Base Rate Current Contract Rate

Breakdown

Breakdown

Breakdown

Breakdown

TOTAL

ABORTIVE COSTS: Cost incurred if CCN is withdrawn. Delete this row if no abortive costs can be expected (e.g.
supplier is unlikely to incur professional fees in costing and submitting a costed proposal

NB: Any abortive costs to be discussed with the customer before being incurred
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Anticipated period from CCN being
authorised by customer to start of
related provision

Anticipated implementation period, if any

Print Name &

Signed (Supplier Position:

Representative)

Date:

Change authorised
to proceed to Stage
4 (ccs):

Signature Print Name & Position Date

STAGE 3 - CLARIFICATIONS

this stage is to be used if CCS/ customer organisation are not clear on or don't agree with the supplier's proposals for CCN
implementation.

Clarifications/ queries
to supplier regarding Date:
their proposals:

Supplier Response Date:
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STAGE 4 - CUSTOMER CCN SIGN-OFF TO PROCEED TO IMPLEMENTATION

CCN Withdrawn: Yes/ no

By signing below, unless CCN is withdrawn, the Customer / Authority, as defined in the contract agrees to pay the
Supplier/ Contractor, as defined in the contract the costs detailed in Stage 2, by deadlines agreed with the supplier, or as
defined in the contract.

Signed Print Name & Position
(Customer
Representative

Date:

Change

authorised to

proceed to

implementation

(CCs):

Signature Print Name & Position

Date:

STAGE 5 - CCN COMPLETION SIGN-OFF

| confirm that the works have been completed/ provision required under the CCN commenced in accordance with the
customer requirements and supplier proposals in this CCN.

Date works have been Date Signed
completed/ provision

by Customer:
required under the CCN

commenced:
L Signed S - Print Name &
(Customer Position

Annexe

representative)
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Contract Management Guidance — Template #10
CHANGE CONTROL FORM- Extensions —v. 5

XXXX XXXX

Insert CCN Change Number

This is a template format for a Change Control Form, to be used for initiation and management of contract changes from
change initiation to sign off. The change details and progress should be also captured in the central Change Control
Register (#9). The form headings correlate to key stages in the change approval process. Not all the information listed
under each stage will necessarily be needed for every contract and the content may need to be supplemented with
contract-specific provisions. However all the stages need to be filled in and signed off before the change is regarded as
complete.

Before progressing the change from stage to stage always make sure that representatives signing the change on
behalf of the customer, supplier and CCS have the authority to approve the scope and cost of the relevant change.
Refer to CM Standards Change Control stage for further guidance

Guidance on how to fill in specific stages or the wording to be added in relation to each specific contract is put in square
brackets and in Italics throughout the document

=

Change

Change Control Process map: Management Process

insert summary of contractual provision/ process agreed with the supplier for contractual change control

N ' name/ job title/ organisation CCN Reference: | unique ref. No., as recorded in
Initiated by: Change Control Register
Source of change: | ¢stomer/ cCs/ Supplier Date CCN

Raised by
relevant
party:
STAGE 1 - CLIENT
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Summary of proposals/
requirements :

Further to the current contract expiry date of insert date the insert contracting authority name
wishes to take up the option of a insert extensions duration extension to insert new expiry
date as per the Contract/ Agreement/ Call off.

The contract extension will be in line with the current contract terms and conditions and based
upon the initial pricing schedule.

Proposed payment:

In line with the Terms and Conditions of Contract

Required delivery date,
with rationale:

Contract current expiry date

Change authorised to
proceed to Stage 2
(Customer
organisation
representative):

Change authorised to
proceed to Stage 2
(CCS representative)

Signature Print Name & Position Date

Signature Print Name & Position Date

STAGE 2 — SUPPLIER

Comments/ caveats on
requested change:

e.g. proposed implementation route; conditions of delivery

ABORTIVE COSTS :

Cost incurred if CCN is withdrawn. Delete this row if no abortive costs can be expected
(e.g. supplier is unlikely to incur professional fees in costing and submitting a costed
proposal

NB: Any abortive costs to be discussed with the client before being incurred
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Anticipated period from CCN being authorised by client to start of related
provision

Supplier name, as appears in the contract confirms that the costs identified above are the agreed figures that will be
payable on CCN implementation

Signed (Supplier Representative):

Print Name & Position:

Date:

STAGE 3 — CLARIFICATIONS

this stage is to be used if CCS/ customer organisation are not clear on- or don't agree with the supplier's proposals for
CCN implementation.

Clarification/ queries to
to supplier regarding Date:
their proposals:

Supplier response Date:

STAGE 4 - CUSTOMER CCN SIGN-OFF TO PROCEED TO IMPLEMENTATION

Variation Withdrawn Yes/No

By signing below, unless CCN is withdrawn, the Client / Authority, as defined in the contract agrees to pay the Supplier/
Contractor, as defined in the contract the costs detailed in Stage 2, by deadlines agreed with the supplier.
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Signed
(Customer
Representative)

Change
authorised to
proceed to
implementation
(Cccs):

Signature Print Name & Position Date

Signature Print Name & Position Date

STAGE 5 - CCN COMPLETION SIGN-OFF

This section doesn’t need to be filled in, if the extension is granted on the same terms and based on same rates
as the original contract

| confirm that the works have been completed/ provision required under the CCN commenced in accordance with the

customer requirements and supplier proposals in this CCN.

Date works have been Date Signed
completed/ provision by Customer:
required under the CCN
commenced:
Signed Print Name &
(Customer Position
representative):
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