
ANNEX D TO CONTRACT ISSCCT/0239 
 
 

GOVERNANCE 
 
 
  



1.  INTRODUCTION 
 
This Annex D sets out the requirements in respect of how the Parties will monitor progress 
on, or issues with obligations of each Party under the Contract, maintain communication 
between the Parties, ensure delivery of the Core Services and contract management.    
 
2.  MEETINGS 
 
a.    The Contractor and Authority’s team shall attend meetings outlined below: 
 
Security Working Group:  
 
Frequency: Monthly.  
Venue: Contractors premises. 
Aim (but not be limited to): To discuss Security Matters e.g Pen Testing, Accreditation 
issues.  
 
Service Management Meeting:  
 
Frequency: Monthly.  
Venue: Contractors premises. 
Aim (but not be limited to): To discuss Core Service Performance and Quality e.g Help Calls, 
Service Levels (Priority 1, 2 Calls), Virus Threats, number of Training courses run. 
 
Change Progress Meetings:  
 
Frequency: Fortnightly.  
Venue: Alternate between the Contractors premises and the MOD establishment at HQ 
ARTD Upavon. 
Aim (but not limited to): progress on ‘new work’ being provided via contract change process 
 
Programme Review Board (PRB):  
 
Frequency: Monthly.  
Venue: MOD establishment at HQ ARTD Upavon. 
Aim: To provide an overview of the Core Service performance, issues for escalation, 
forthcoming events. 
 
Commercial Meeting:  
 
Frequency: Quarterly, one week prior to the Progress Meeting.  
Venue: MOD Corsham 
Aim: To discuss commercial matters and contract management.  
 
MOD Applications Working Groups: 
 
Frequency: Ad hoc at this stage  
Venue: MOD Corsham 
Aim: To discuss progress on MODNet  and any implications on the Core Services. 
 
Business Support Meetings: 
 
Frequency: 2 (Two) Monthly 
Venue: Contractor’s Premises 



Aim: To review business support requirements; maintain oversight of site support activities; 
ensure resources are applied where needed; address conflicting priorities; ensure; 
Authority's communication needs are identified and met; identify and escalate 
management/chain of command issues to the Authority. 
 
c.    Both Parties shall ensure that suitably qualified and empowered personnel who know 
the Contract and the Core Services called for under the Contract, attend the meetings or will 
appoint a suitable deputy to attend and represent their area of expertise in their absence. 
 
d.     The Authority’s Project Manager or his nominated deputy, will chair all meetings 
(hereinafter the Chairperson). 
 
e.     The Contractor shall provide the secretariat for the identified meetings to take the 
minutes and record actions. The Contractor shall issue a calling notice and provide an 
agenda 10 (ten) Business Days before each meeting to all attendees of the meeting (with 
the exception to the Change Progress Meeting where the dates of subsequent Change 
Progress Meetings will be agreed at the previous Change Progress Meeting). A copy of the 
draft minutes shall be submitted by the Contractor to the Chairperson for approval no later 
than 7 (seven) Business Days after each meeting (with the exception to the Change 
Progress Meeting where there will be no formal minutes issued, but a table of the 
discussions and actions shall be agreed and signed by the parties during the Change 
Progress Meeting).  The Chairperson shall agree or amend the minutes in writing within 5 
(five) Business Days of receipt of the draft.  Once agreed and no later than 5 (five) Business 
Days after such agreement is received by the Contractor, they shall be circulated by the 
Contractor to all invitees to the meeting, including those who were invited but did not attend. 
 
3. REPORTS 
 
a. The Contractor shall provide to the Authority’s Project Manager Contract reports as 

follows: 
  
Quarterly Progress Reports to be submitted by the Contractor to the Authority’s Project  
Manager, or his nominated deputy, 10 (ten) Business Days from the end of each quarter 
(“the reporting period”), in a format agreed with the Authority’s Project Manager.  The report 
shall detail the Service delivery performance and shall as a minimum include: 
 

 Quality audit reports and corrective action plans; 

 Performance against the  Service Levels during the reporting period; 

 A record of the Services provided during the reporting period; 

 CMNs received from the Authority in the reporting  period; 

 CMNs raised by the Contractor in the reporting period; 

 CMNs rejected by either Party in the reporting  period; 

 CMNs agreed in the reporting period; 

 Progress in relation to work under agreed CMNs; 

 Any deviations from the agreed project plans; 

 An appraisal of current risks, quantified and qualified   probability and impact, 
mitigation actions and risk outcomes; 

 Commercial position/update/issues including but not limited to amendments to 
contract raised, agreed, pending; 

 Financial position, including but not limited to payments due, invoices raised,  
outstanding invoices/payments; 

 Successes, Opportunities (including those opportunities to save on costs and time 
but without detrimental impact on performance, Failings (including those failures to 
provide the Services), Threats and Escalation (SOFTE); 



 Details of the number and nature of any complaints raised by the Authority personnel 
(users). 

 
b.  The progress reports shall form the basis of the discussions at the Programme Review 
Board detailed above. 
 
Service Management Monthly Report (SMMR)  to be submitted by the Contractor to the 
Authority’s Project Manager, as the basis for the Service Management Meeting. 
 
Change Management Dashboard to be produced by the Contractor to track all change 
work from initial request to final implementation, including contract change cancellations 
where appropriate and submitted by the Contractor to the Authority’s Project Manager to 
form the discussions during the Change Progress Meeting. 
 
Change Management  Reports to be submitted by the Contractor to the Authority’s Project 
Manager to form the discussions during the Change Progress Meeting. 
 
Progress Review Board Pack a set of slides to be produced by the Contractor to use as 
the basis of the PRB Meeting. 
 
 
c.  The cost of any plans specifically required for, or from work under a CMN and not 
included in, or is supplementary to, any plan in the list above, shall be included in the Firm 
Price of the CMN concerned and identified in the cost breakdown in the respective CMN. 


