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WAN and LAN Services


Schedule 6.6: Records Provisions
[This contract documentation has been redacted in accordance with the Freedom of Information Act 2000 Chapter 36 PART II (Exempt Information) in that it contains Exempt Information pursuant to Section 43(1)(2) (Commercial Interests)] 
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1. INTRODUCTION
The objective of this Schedule is to set out the requirements for:
the retention of proper records of processes and decisions taken relating to the performance and management of this Agreement; and
the detail and nature of the reports that the Customer Authority may require the WAN and LAN Supplier to provide, including the timing and process for making such reports.
The reports and records to be maintained by the WAN and LAN Supplier in accordance with this Schedule shall also be provided by the WAN and LAN Supplier to the Framework Authority upon request (such request may be exercised by the Customer Authority on behalf of the Framework Authority). 
REPORTS
Any or all of the following reports may be required from the WAN and LAN Supplier who shall provide at the WAN and LAN Supplier’s expense (except in relation to Paragraph 2.1.10 below) such reports in accordance with the timings specified in this Agreement and, if no timing is specified, in the time reasonably requested by the Customer Authority:
delay reports;
test reports;
Management Information reports for all WAN and LAN Services, including:
change management reports in respect of Contract Changes, PSN Changes, Operational Changes and Service Requests;
incident, problem, capacity, financial and other ITIL management reports; and
Performance Monitoring Reports;
annual report on the insurances to be maintained in accordance with this Agreement;
security reports (including reports relating to the WAN and LAN Supplier’s compliance with any accreditation required under this Agreement); 
cost centre reports, reports relating to the Updated Financial Model and other cost management report;
[bookmark: _Ref36096594]Force Majeure Event reports; 
BCDR Test Reports; 
such other reports set out in this Agreement (including the Service Requirements and/or WAN and LAN Supplier Service Descriptions); and
[bookmark: _Ref271186440]any other reports the Customer Authority may reasonably require from time to time (such other reports being subject to the Customer Authority paying the WAN and LAN Supplier for any pre-agreed and reasonable additional costs).
[bookmark: _Ref144352248][bookmark: _Ref27133664][bookmark: _Toc3539407][bookmark: _Toc3550382][bookmark: _Toc3873346][bookmark: _Toc8466413][bookmark: _Toc8550168][bookmark: _Toc8561728]RECORDS
The WAN and LAN Supplier shall retain and maintain all the records (including superseded records) referred to in Appendix 1 of this Schedule:
in accordance with the requirements of the National Archives and Good Industry Practice;
in chronological order;
in a form that is capable of audit; and
at its own expense.
[bookmark: _Toc3539408][bookmark: _Toc3550383][bookmark: _Toc3873347][bookmark: _Toc8466414][bookmark: _Toc8550169][bookmark: _Toc8561729]The WAN and LAN Supplier shall make the records referred to in Appendix 1 of this Schedule available for inspection by the Customer Authority on request during the Term and thereafter for the periods specified in Paragraphs 3.4 and 3.5 below, subject to the Customer Authority giving reasonable notice.
[bookmark: _Toc3539409][bookmark: _Toc3550384][bookmark: _Toc3873348][bookmark: _Toc8466415][bookmark: _Toc8550170][bookmark: _Toc8561730]Wherever practical, original records shall be retained and maintained by the WAN and LAN Supplier in hard copy form.  True copies of the original records may be kept by the WAN and LAN Supplier where it is not practicable to retain original records.
[bookmark: _Ref256408231][bookmark: _Toc3539410][bookmark: _Toc3550385][bookmark: _Toc3873349][bookmark: _Toc8466416][bookmark: _Toc8550171][bookmark: _Toc8561731][bookmark: _Ref42923973][bookmark: _Ref85361883]The WAN and LAN Supplier shall, during the Term and a period of at least seven (7) years following the expiry or termination (however arising) of this Agreement, maintain or cause to be maintained complete and accurate documents and records in relation to the provision of the WAN and LAN Services including all records (whether in electronic format or otherwise) referred to in Appendix 1 of this Schedule.
[bookmark: _Ref256408233][bookmark: _Ref127791093][bookmark: _Toc3539411][bookmark: _Toc3550386][bookmark: _Toc3873350][bookmark: _Toc8466417][bookmark: _Toc8550172][bookmark: _Toc8561732][bookmark: _Ref27133714]Financial records referred to in Appendix 1 of this Schedule shall be retained and maintained in safe storage by the WAN and LAN Supplier for a period of at least six (6) years after the expiry or termination (however arising) of this Agreement.
[bookmark: _Toc3539413][bookmark: _Toc3550388][bookmark: _Toc3873352][bookmark: _Toc8466419][bookmark: _Toc8550174][bookmark: _Toc8561734]Without prejudice to the foregoing, the WAN and LAN Supplier shall provide the Customer Authority:
as soon as they are available, and in any event within sixty (60) Working Days (or such other period as the Parties agree in writing) after the end of the first six (6) months of each financial year of this Agreement during the Term, a copy, certified as a true copy by an authorised representative of the WAN and LAN Supplier, of its un-audited interim accounts and, if appropriate, of consolidated un-audited interim accounts of the WAN and LAN Supplier, its subsidiaries and holding company (if any and as such terms are defined by section 1159 Companies Act 2006) which would (if the WAN and LAN Supplier were listed on the London Stock Exchange whether or not it is) be required to be sent to shareholders as at the end of and for each such six (6) month period; and
as soon as they shall have been sent to its shareholders in order to be laid before an annual general meeting of the WAN and LAN Supplier, but not later than one hundred and thirty (130) Working Days (or such other period as the Parties agree in writing) after the end of each accounting reference period of the WAN and LAN Supplier part or all of which falls during the Term, the WAN and LAN Supplier's audited accounts and if appropriate, the consolidated audited accounts of the WAN and LAN Supplier and its associated companies (if any) in respect of that period, prepared in accordance with the Companies Act 2006 and generally accepted accounting principles and bases in the UK, consistently applied together with copies of all related directors' and auditors' reports and all other notices/circulars to shareholders.

APPENDIX 1
RECORDS TO BE KEPT BY THE WAN AND LAN SUPPLIER
[bookmark: _Toc3539414][bookmark: _Toc3550389][bookmark: _Toc3873353][bookmark: _Toc8466420][bookmark: _Toc8550175][bookmark: _Toc8561735]In accordance with the provisions of Paragraph 3 above, the WAN and LAN Supplier shall maintain the following records:
1. [bookmark: _Toc3539415][bookmark: _Toc3550390][bookmark: _Toc3873354][bookmark: _Toc8466421][bookmark: _Toc8550176][bookmark: _Toc8561736]this Agreement (including its Schedules) and all amendments to such documents;
2. [bookmark: _Toc3539416][bookmark: _Toc3550391][bookmark: _Toc3873355][bookmark: _Toc8466422][bookmark: _Toc8550177][bookmark: _Toc8561737]all other documents which this Agreement expressly requires to be prepared;
3. [bookmark: _GoBack][bookmark: _Toc3539417][bookmark: _Toc3550392][bookmark: _Toc3873356][bookmark: _Toc8466423][bookmark: _Toc8550178][bookmark: _Toc8561738]records relating to the appointment and succession of the WAN and LAN Supplier Representative and each member of the Key Personnel;
4. [bookmark: _Toc3539419][bookmark: _Toc3550394][bookmark: _Toc3873358][bookmark: _Toc8466425][bookmark: _Toc8550180][bookmark: _Toc8561740][bookmark: _Toc3539420][bookmark: _Toc3550395][bookmark: _Toc3873359][bookmark: _Toc8466426][bookmark: _Toc8550181][bookmark: _Toc8561741]notices, reports and other documentation relating to the WAN and LAN Services submitted by an expert;
5. [bookmark: _Toc3539421][bookmark: _Toc3550396][bookmark: _Toc3873360][bookmark: _Toc8466427][bookmark: _Toc8550182][bookmark: _Toc8561742]all operation and maintenance manuals prepared by the WAN and LAN Supplier for the purpose of maintaining the provision of the WAN and LAN Services and the underlying ICT Environment and WAN and LAN Supplier Equipment;
6. [bookmark: _Toc3539422][bookmark: _Toc3550397][bookmark: _Toc3873361][bookmark: _Toc8466428][bookmark: _Toc8550183][bookmark: _Toc8561743]documents prepared by the WAN and LAN Supplier or received by the WAN and LAN Supplier from a third party relating to a Force Majeure Event;
7. [bookmark: _Toc3539423][bookmark: _Toc3550398][bookmark: _Toc3873362][bookmark: _Toc8466429][bookmark: _Toc8550184][bookmark: _Toc8561744]all formal notices, reports or submissions made by the WAN and LAN Supplier to the Customer Authority Representative in connection with the provision of WAN and LAN Services (including the Performance Monitoring Reports, Incident Reports and records set out in Paragraph 5 of Part B of Schedule 2.1 (Service Performance Management)) and/or pursuant to the Master Services Agreement;
8. [bookmark: _Toc3539424][bookmark: _Toc3550399][bookmark: _Toc3873363][bookmark: _Toc8466430][bookmark: _Toc8550185][bookmark: _Toc8561745]all certificates, accreditations, licences, registrations or warranties in each case obtained by the WAN and LAN Supplier in relation to the provision of the WAN and LAN Services;
9. [bookmark: _Toc3539425][bookmark: _Toc3550400][bookmark: _Toc3873364][bookmark: _Toc8466431][bookmark: _Toc8550186][bookmark: _Toc8561746]documents prepared by the WAN and LAN Supplier in support of claims for the Charges;
10. [bookmark: _Toc3539426][bookmark: _Toc3550401][bookmark: _Toc3873365][bookmark: _Toc8466432][bookmark: _Toc8550187][bookmark: _Toc8561747]documents submitted by the WAN and LAN Supplier pursuant to and/or in accordance with the Change Control Procedure and/or any documents submitted by the WAN and LAN Supplier in respect of changes to the Master Services Agreement;
11. [bookmark: _Toc3539427][bookmark: _Toc3550402][bookmark: _Toc3873366][bookmark: _Toc8466433][bookmark: _Toc8550188][bookmark: _Toc8561748]documents submitted by the WAN and LAN Supplier pursuant to invocation by it or the Customer Authority of the Dispute Resolution Procedure or any disputes under the Master Services Agreement;
12. [bookmark: _Toc3539428][bookmark: _Toc3550403][bookmark: _Toc3873367][bookmark: _Toc8466434][bookmark: _Toc8550189][bookmark: _Toc8561749]documents evidencing any change in ownership or any interest in any or all of the shares in the WAN and LAN Supplier and/or the Guarantor (if a Guarantee has been given);
13. [bookmark: _Toc3539429][bookmark: _Toc3550404][bookmark: _Toc3873368][bookmark: _Toc8466435][bookmark: _Toc8550190][bookmark: _Toc8561750][bookmark: _Toc3539430][bookmark: _Toc3550405][bookmark: _Toc3873369][bookmark: _Toc8466436][bookmark: _Toc8550191][bookmark: _Toc8561751]invoices and records related to VAT sought to be recovered by the WAN and LAN Supplier;
14. [bookmark: _Toc3539432][bookmark: _Toc3550407][bookmark: _Toc3873371][bookmark: _Toc8466438][bookmark: _Toc8550193][bookmark: _Toc8561753]financial records including audited and un-audited accounts of the WAN and LAN Supplier and (if a Guarantee has been given) the Guarantor;
15. [bookmark: _Ref72645229][bookmark: _Toc3539433][bookmark: _Toc3550408][bookmark: _Toc3873372][bookmark: _Toc8466439][bookmark: _Toc8550194][bookmark: _Toc8561754]records relating to the WAN and LAN Services required to be retained by the WAN and LAN Supplier by Law including in relation to health and safety matters and health and safety files and all consents;
16. [bookmark: _Ref72645245][bookmark: _Toc3539434][bookmark: _Toc3550409][bookmark: _Toc3873373][bookmark: _Toc8466440][bookmark: _Toc8550195][bookmark: _Toc8561755]all documents relating to the Insurances and any claims made in respect of them;
17. all other records, notices, accreditations or certificates required to be produced and/or maintained by the WAN and LAN Supplier pursuant to this Agreement and/or the Master Services Agreement and/or in respect of the WAN and LAN Services;
18. all journals and audit trial data referred to in Schedule 2.2 (Security Requirements and Plan); and
19. all monitoring or system logs (including Incident Logs).
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