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1. INSTRUCTION AND PAYMENT REQUIREMENTS 

1.1. Instructions 

1.1.1. Before the start of each financial year, to support the Contractor in updating its 

Service Plan and Annual Commercial Plan (detailed in Scope, Annex 15), the 

Service Manager advises the Contractor of the planned cyclic Interventions 

anticipated for that year. 

1.1.2. Before the start of each month, the Service Manager issues an instruction to the 

Contractor confirming the actual cyclic maintenance activities that are required 

to be programmed and undertaken. 

1.1.3. Repairs of defects are instructed by the Service Manager throughout the Service 

Period as required. 

1.1.4. All works orders are primarily issued electronically from the Area routine and 

maintenance management system.  In the case of emergency or urgent works 

these instructions may be issued by alternative means and followed up with an 

electronic works order. 

1.1.5. The Client’s Regional Operations Centre (ROC) operates 24 hours a day.  The 

Client’s staff operating the ROC have delegated powers to issues instructions 

on behalf of the Service Manager in respect of any urgent or emergency works.  

1.1.6. Roadside Technology defect works orders include the Technology Operations 

Capability Centre (TOCC) reference number associated with the defect. 

1.1.7. The ROC has delegated powers to progress instructions from the TOCC on 

behalf of the Service Manager in respect of any Roadside Technology defects. 

1.2. Payment Requirements 

1.2.1. The Contractor provides all information required by the Service Manager to 

demonstrate that the service has been delivered in accordance with the Scope 

and Client Plans. This includes all information necessary to update the Client’s 

Information Systems and Records in respect of the service as set out in Annex 

6, Annex 19 and the Asset Data Management Manual (ADMM). 

1.2.2. The Service Manager undertakes an on-going programme of inspection and 

audits to check that the service has been delivered in compliance with the Scope 

and Client Plans. 

1.2.3. Where the Service Manager identifies through inspection or audit, that an activity 

in the Client’s instructions has not been completed in accordance with the 

Scope, payment for that activity will not be certified for payment. 
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1.3. Cyclic Maintenance 

1.3.1. Cyclic maintenance activities are instructed and paid for as shown in Figure 1. 

Figure 1: Cyclic Maintenance

1. Contractors monthly 
programme aligned to the Annual 

Commercial Plan

2. Service Manager generates 
work orders and issues to 

Contractor as the instruction

3. Contractor acknowledges 
receipt and undertakes the 

services.

4. Service Manager undertakes on-
going site inspections of 
programmed activities

8. Contractor completes its payment 
application with supportive evidence 
(compliance certificates, photographs 

etc )  of services completed.

9. Contractor submits its payment 
application before the required date in 

the contract (Z Clause)

10. Service Manager assesses the 
payment application and issues the 

Notice of Payment (Certificate) for the 
amount it feels is completed.

11. Contractor submits its invoice before 
the date in the contract (Z Clauses) 
based on the Certificate / Notice of 

Payment

12. Pay Less Notice (if required) by 
Service Manager

13. Approval in Area finance and 
management system and passed to 
Clients finance system for payment

14. Payment made

5. Contractor provides records to ROC 
to evidence work complete (S58 

defence and payment)

7. ROC uploads records to Area finance 
and management system

6. Service Manager checks quality of 
services through site inspections and 

other means to ascertain what is 
completed.
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1.4. Repairs of Defects 

1.4.1. Repairs of defects are instructed and paid for as set out in Figure 2, except for 

repairs of defects resulting from incidents which are instructed and paid for as 

set out in Figure 3. 

Figure 2: Repairs of Defects

1. Defect identified and logged on Area 
finance and management system

3. Works order is generated using 
CONFIRM or other written form / system, 
indicating the incident reference number.

4. Price applied to works order using 
Price List Schedule C  (or other pre-

agreed costs)

5. Works order issued to Contractor

6. Contractor accepts and undertakes 
services in the work order.

7. Contractor provides records to the 
ROC to evidence work complete (S58 

defence and payment)

8. ROC uploads records to Area finance 
and management system

10. Early Warning for variance against 
works order price (as necessary)

2. If defect identified by the Contractor, 
the TOCC or Others, the Service Manager 

may validate the notified defect using 
the Clients inspectors and other means

9. Service Manager checks quality of 
services through site inspections and 

other means to ascertain what is 
completed (concurrence gained from the 

TOC for Roadside Technology defects)

11. Contractor completes its payment 
application with supportive evidence 
(compliance certificates, photographs 

etc )  of services completed.

12. Contractor submits its payment 
application before the required date in 

the contract.

13. Service Manager assesses the 
payment application and issues the 

Notice of Payment (Certificate) for the 
amount it feels is completed.

14. Contractor submits its invoice before 
the specified date in the contract based 

on the Service Managers Certificate 
(Notice of Payment)

15. Pay Less Notice (if required) by 
Service Manager

16. Approval in Area finance and 
management system and passed to 

Clients area finance system for payment

17. Payment made
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1.5. Incident Response 

1.5.1. Response to incidents are instructed and paid for as set out in Figure 3 

  

Figure 3: Incident Response

1. Call into ROC

3. Contractor notified by ROC

4. Contractor attend sites and assesses 
situation

5. Contractor reports back to ROC with 
update on incident and defect details

6. Works order generated. Payment to 
be cost reimsbursable if resulting from a 

third party incident, otherwise paid in 
accordance with Price List Schedule C.  

7. Contractor accepts, makes safe and 
undertakes works as instructed

8. Contractor provides records to ROC to 
evidence work complete (S58 defence 

and payment)

10. Service Manager checks quality of 
services through site inspections and other 

means to ascertain what is completed.

2. Incident Logged (TOCC reference 
obtained if required for Roadside 

technology assets)

11. Contractor completes its payment 
application with supportive evidence 
(compliance certificates, photographs 

etc )  of services completed.

13. Contractor submits its payment 
application before the required date in 

the contract

14. Service Manager assesses the 
payment application and issues the 

Notice of Payment (Certificate) for the 
amount it feels is completed.

15. Contractor submits its invoice before 
the required date the contract based on 
the Service Managers Certificate (Notice 

of Payment)

16. Pay Less Notice (if required) by 
Service Manager

17. Approval in Area finance and 
management system and passed to 
Clients finance system for payment

18. Payment made

9. ROC uploads records to Area finance 
and management system
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1.6. Task Orders 

1.6.1. Items to be paid for as an Option A Task Order, as defined in Section F of the 

Price List, are to be instructed and paid for in accordance with Figure 4. 

 

 


