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SCHEDULE 24

Reports and Records Provisions

REPORTS

The Authority may require any or all of the following reports to be provided by the Supplier:

(@)
(b)

(©)

(d)

()

()
(9)
(h)

(i)

0

delay reports;

reports relating to Testing and tests carried out under Schedule 5 (Security Management)
and Schedule 26 (Service Continuity Plan and Corporate Resolution Planning);

reports which the Supplier is required to supply as part of the Management Information

(see Paragraph 3.2.4 of Schedule 2 for more detail on Management Information

requirements). Examples of data the Authority requires (inter alia) include:

0] analysis of customer satisfaction surveys;

(ii) employment status at discharge and at six-, twelve-, and twenty-four months
post-discharge, broken down by the category of Service provided to each of the
four cohorts of Service Leavers;

(iii) take up of vocational training courses and workshops; and

(iv) vocational training courses pass rates;

throughput statistics for:

0] each Regional Resettlement Centre (RRC);

(i) the Resettlement Training Centre (RTC in Aldershot); and

(i) each Personnel Recovery Unit (PRU);

the Performance Monitoring Report and the Balanced Scorecard Report and other

reports on the Supplier’s performance of the Service (see Schedule 3 for details of these

reporting requirements)

annual reports on the insurances;

security reports;

Force Majeure Event reports;

performance/delivery of the Supplier Deliverables and Milestones as contained in the
agreed Detailed Implementation Plan (see Schedule 13 — Implementation Plan);

risks, issues, and opportunities;



1.2

2.1

2.2

2.3

2.4

3.1

3.2

3.3

(k) information required by the Service Management Board and the Programme Board (see
Schedule 21 - Governance) including — inter alia — progress reports, Change Control
Logs, the Risk Register, and reports connected to the implementation of the Supplier's
Digital Strategy;

() any other information specified in the Contract; and
(m) any other information reasonable requested by the Authority.

The Supplier shall provide the documents set out in Annex 3 in accordance with the provisions
of Annex 3.

ACCEPTANCE AND REJECTION OF REPORTS

Where the Supplier provides reports to the Authority in accordance with Paragraphs 1.3 and 2,
the Authority may reject such reports where they are insufficient or do not conform with the
requirements of the Contract.

Where the Authority has rejected a report in accordance with Paragraph 3.1, the Supplier shall
submit a revised version of the relevant report for further approval by the Authority within five (5)
days of receipt of any notice of rejection, taking account of any recommendations for revision
and improvement to the report provided by the Authority.

Any disagreement in connection with the preparation and/or approval of the reports shall be
treated as a Dispute.

The reports shall not prejudice any rights or obligations of the Authority or the Supplier under this
Contract.

RECORDS

The Supplier and their Sub-contractors shall retain and maintain all the records (including
superseded records) referred to in Paragraph 1 and Annexes 1 and 2 (together "Records"):

€)) in accordance with the requirements of The National Archives and Good Industry
Practice;

(b) in chronological order;

(© in a form that is capable of audit; and

(d) at its own expense.

The Supplier shall make the Records available for inspection to the Authority on request, subject
to the Authority giving reasonable notice.

The Supplier and their Sub-contractors shall permit access to relevant records, that they hold or
controlled by them, that relate to the contractual obligations to supply goods or services under
this Contract. The request must be reasonable by Audit Agents, their staff and any appointed
representative of the National Audit Office. Upon their request, the Audit Agents are to provide
an explanation as to why the record is required for the following purposes:



3.4

3.5

3.6

3.7

3.8

3.9

3.10

(a) to enable the National Audit Office to carry out the Authority’s statutory audits and to
examine and / or certify the Authority’s annual and interim report and accounts; and

(b) to enable the National Audit Office to carry out an examination pursuant to Part Il of the
National Audit Act 1983 of the economy, efficiency and effectiveness with which the
Authority has used its resources.

When records are made available to the Authority under Paragraph 3.2 above, and subject to
Clause 25 (Confidentiality) the Supplier shall permit records to be examined and if necessary
copied, by the Authority, or representative of the Authority, as the Authority may require.

Where Records are retained in electronic form, the original metadata shall be preserved together
with all subsequent metadata in a format reasonably accessible to the Authority.

The Supplier shall, during the Term and for a period of at least seven (7) years following the
expiry or termination of this Contract, maintain or cause to be maintained complete and accurate
documents and records in relation to the provision of the Services including but not limited to all
Records.

Records that contain financial information shall be retained and maintained in safe storage by
the Supplier for a period of at least seven (7) years after the expiry or termination of this Contract.

Without prejudice to the foregoing, the Supplier shall provide the Authority:

(a) as soon as they are available, and in any event within sixty (60) Working Days after the
end of the first six (6) months of each financial year of the Supplier during the Term, a
copy, certified as a true copy by an authorised representative of the Supplier, of its un-
audited interim accounts and, if applicable, of consolidated un-audited interim accounts
of the Supplier and its Affiliates which would (if the 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 month period; and

(b) as soon as they shall have been sent to its shareholders in order to be laid before an annual
general meeting of the Supplier, but not later than one hundred and thirty (130) Working
Days after the end of each accounting reference period of the Supplier part or all of which
falls during the Term, the Supplier's audited accounts and if applicable, of the consolidated
audited accounts of the Supplier and its Affiliates in respect of that period together with
copies of all related directors' and auditors' reports and all other notices/circulars to
shareholders.

If the Supplier enters into another contract with the Authority regarding maintenance of the
Records, the Supplier's obligations under this Paragraph 3 shall be governed by that contract at
the end of the period referred to in Paragraph 3.7. Otherwise, they may destroy or amend the
Records as they see fit, but before destroying the Records, they shall offer to supply it to the
Authority and give the Authority sixty (60) days to request such supply.

Nothing in this Schedule shall affect the ownership of, or user rights in, any Intellectual Property
Rights.



ANNEX 1

Records to be kept by the Supplier

The records to be kept by the Supplier are:

10

11

12

13

14

15

16

17

This Contract, its Schedules and all amendments to such documents.
All other documents which this Contract expressly requires to be prepared.

Records relating to the appointment and succession of the Supplier Representative and each
member of the Key Personnel.

Notices, reports and other documentation submitted by any Expert.

All operation and maintenance manuals prepared by the Supplier for the purpose of maintaining
the provision of the Services and the underlying IT Environment and Supplier Equipment.

Documents prepared by the Supplier or received by the Supplier from a third party relating to a
Force Majeure Event.

All formal notices, reports or submissions made by the Supplier to the Authority Representative
in connection with the provision of the Services.

All certificates, licences, registrations or warranties in each case obtained by the Supplier in
relation to the provision of the Services.

Documents prepared by the Supplier in support of claims for the Charges.
Documents submitted by the Supplier pursuant to the Change Control Procedure.

Documents submitted by the Supplier pursuant to invocation by it or the Authority of the Dispute
Resolution Procedure.

Documents evidencing any change in ownership or any interest in any or all of the shares in the
Supplier and/or the Guarantor, where such change may cause a change of Control; and including
documents detailing the identity of the persons changing such ownership or interest.

Invoices and records related to VAT sought to be recovered by the Supplier.

Financial records, including audited and un-audited accounts of the Guarantor and the Supplier.

Records required to be retained by the Supplier by Law, including in relation to health and safety
matters and health and safety files and all consents.

All documents relating to the insurances to be maintained under this Contract and any claims
made in respect of them.

All journals and audit trail data referred to in Schedule 5 (Security Management).



18 All other records, notices or certificates required to be produced and/or maintained by the
Supplier pursuant to this Contract.



ANNEX 2
Records to provide to the Authority

[NOTE TO TENDERERS: The Authority reserves the right to update this (in its sole discretion) during the ITN negotiations.]

Applicable
Clause/ Paragraph

Required Data

Format of Data

Initial Date for Supplier to Provide

Frequency

CL5.5 (e), (f), Documentation As appropriate and | Within seven (7) days of the issue of a -

5.8(b), Paragraphs agreed by the Milestone Achievement Certificate in respect

2.1and 2.2 Authority of the relevant Deliverable.

Cl12.1 Current inventory holdings | As appropriate and | Effective Date Annually or when request to do so by
agreed by the the Authority
Authority

Cl19.3 Key Personnel Sch 29 Effective Date On replacement of Key Personnel

Sch 3, Part B Para
2.3

Performance Monitoring
Report and the Balanced
Scorecard Report

Sch 3, Part B and
as appropriate and
agreed by the
Authority

Service Commencement

Within ten (10) Working Days of the
end of each Service Period

Sch 5, Security
Management Plan

Security Management Plan

As appropriate and
agreed by the

Within twenty (20) Working Days of the
Effective Date

Regular review and at least annually

Authority
Sch 6, Para 4 Evidence of Insurances Sch 6 Effective Date Within fifteen (15) days after policy
renewal or replacement
Sch 9 Commercially Sensitive Sch 9 Effective Date Upon agreement by the Authority to

Information

vary the information




Applicable
Clause/ Paragraph

Required Data

Format of Data

Initial Date for Supplier to Provide

Frequency

Cl21.14 Notified Key Sub- Sch 10 Effective Date On replacement of key subcontractor
contractors

Sch 11, Para 1 Third Party Contracts Sch 11 Effective Date On appointment of subcontract

Cl21.13 and 21.14 | Notified Key Sub- Sch 10 Effective Date With each approved appointment or
contractors variation

Cl21.31 Supply Chain Sch 24, Annex 4 thirty (30) days prior to the of the end of each | Every twelve (12) months
Transparency Reports financial year

Cl 5.5 and Software Sch 12 and Annex Operational Services Commencement Date Upon agreement by the Authority to

Schedule 32 1to Sch 32 vary the information

(Intellectual

Property Rights)

Cl 21.4(c) Number, type and value of | As appropriate and | When requested by the Authority When requested by the Authority
Sub-Contract opportunities | agreed by the
placed on the Defence Authority
Sourcing Portal and
awarded in its supply chain
during the Term

Cl6.4 Detailed Implementation Sch 13 Within twenty (20) Working Days of Effective | In accordance with Schedule 13.
Plan Date

Cl 42.10(h) Annual slavery and human | As appropriate and | Within twelve (12) months Every twelve (12) months

trafficking report

agreed by the
Authority

Sch 4, Annex 1
Table C

Sustainability Reports

As appropriate and
agreed by the
Authority

Upon request by the Authority

Upon request by the Authority and no
more than once per Contract Year.




Applicable
Clause/ Paragraph

Required Data

Format of Data

Initial Date for Supplier to Provide

Frequency

Sch 14, Para 4

Test Strategy

As appropriate and
agreed by the
Authority

Within twenty (20) Working Days of Effective
Date

Upon update to the test strategy

Sch 14, Para 5

Test Plan

As appropriate and
agreed by the
Authority

Twenty (20) prior Working Days of relevant
test

Upon update to the test plan

Sch 14, Para 7

Test Specification

As appropriate and
agreed by the
Authority

Ten (10) prior Working Days of relevant test

Upon update to the test specification

Sch 14, Para 9.5
and 9.6

Test Report

As appropriate and
agreed by the
Authority

Two (2) Working Days prior to the date on
which the test is planned to end for the Draft
Test Report

Five (5) days for the Final Test Report
following the relevant test completion

Reissue with each retest

Sch 15, Part E
Para 1.2

Template Invoice

As appropriate and
agreed by the
Authority

Within ten (10) Working Days of the Effective
Date

Upon agreement by the Authority to
vary the template

Sch 15, Annex 4

Risk Register

Sch 15, Annex 4

Effective Date

Upon agreement by the Authority to
vary the by the Risk Management
Board

Sch 17, Para 4

Benchmarking Plan

Sch 17

Upon receipt from Benchmarker

Approval of Plan

Sch 17, Para 5

Benchmarking report

Sch 17

Upon receipt from Benchmarker

Any update

Sch 18, Para 2.3(b)

Financial Indicator Reports

Sch 18, Para 2.5

As specified in Para 2.3(b) of Sch 18

As specified in Para 2.3(b) of Sch 18




Applicable
Clause/ Paragraph

Required Data

Format of Data

Initial Date for Supplier to Provide

Frequency

Sch 18 Para 4.3(b)

Financial Distress
Remediation Plan

As appropriate and
agreed by the
Authority

As soon as reasonably practicable and in any
event within ten (10) Working Days of initial
notification or awareness of a Financial
Distress Event

On aregular basis (not less than
fortnightly)

Sch 19, Part B,
Paral.l

Contract Amendment
Report

Sch 19, Part B,
Para 1.2

Within one (1) month of a material change
being agreed

Sch 19, Paral1l.1

Quarterly Contract Report

Sch 19, Part B,
Para 1.2

Within one (1) month of the end of each
Quarter

Sch 19, Part B,
para 1.1

Annual Contract Report

Sch 19, Part B,
Para 1.2

Within one (1) month of the end of the
Contract Year to which that report relates

Sch 19, Part B,
paral.l

Financial Reconciliation
Report

Sch 19, Part B,
Para 1.2

Within six (6) months after the end of the
Term

Sch 21, Para 3.3

Representation and
Structure of boards

Sch 21 Annex 1

Within seven (7) days of receipt of intention,
or in the case of a hon-Authority board
member agreement by the Authority

Sch 21, Para 3.5(e)

Minutes of governance
meetings (all boards)

As appropriate and
agreed by the
Authority

Within seven (7) days of receipt from
chairperson

Sch 22 Para 5

Impact Assessment

As appropriate and
agreed by the
Authority

Within the period agreed by the Impact
Assessment Estimate

Within ten (10) Working Days of
request by the Authority to update
under Schedule 22 Para 5.4

Sch 22, Para 2.6

Update full copy of the
Agreement and copy of
annotated version
illustrating changes

PDF and MS Word
(editable)

Signature of Variation Date

Any variation




Applicable
Clause/ Paragraph

Required Data

Format of Data

Initial Date for Supplier to Provide

Frequency

Sch 22, Para 4

Change Request

Sch 22, Annex 1

Within ten (10) Working Days of Authority
issuing the Change Request

Sch 23, Para 2.1

Dispute Notice

Sch 23 Para 2.2

No longer than twenty (20) Working Days
from an unresolved dispute arising

Any variation

Sch 23, Para 2.4

Mediation Notice

As appropriate

When first served

Any variation

Sch 24, Para 1

Reports and Records
Provisions

Sch 24, Annex 1

Within three (3) months of the Effective Date

Frequency specified in Sch 24,
Annex 1

Sch 25, Para 2.1(a)

Register of All Assets, Sub-
contracts and Other
Relevant Agreements

As appropriate and
agreed by the
Authority

Within three (3) months of the Effective Date

Any variation

Sch 25, Para 2.1(b)

Configuration Database of
Technical Infrastructure
and Operating Procedures

As appropriate and
agreed by the
Authority

Within three (3) months of the Effective Date

Any variation

Sch 25, Para 3.1

Exit Information

As appropriate and
agreed by the
Authority

On reasonable notice given by the Authority
at any point during the Term

Within ten (10) Working Days of
Authority’s written request

Sch 25, Para 5.1

Exit Plan

Sch 25, Para 5.3

Within three (3) months of the Effective Date

In the first month of each contract
year; and

Within fourteen (14) days if
requested by the Authority following
a Financial Distress Event

Within twenty (20) days after service
of Termination Notice or six (6)
months prior to expiry of the Contract




Applicable
Clause/ Paragraph

Required Data

Format of Data

Initial Date for Supplier to Provide

Frequency

Sch 25, Para 6.3(e)

Provide up to date
Registers during the

Termination Assistance

Period

As appropriate

As requested by the Authority

As appropriate

Sch 25, Para 6.7(b)

Authority Data (handback)

Sch 25, Para 3
and/or as
appropriate and
agreed by the
Authority

At the end of the Termination Assistance
Period

Sch 25, Annex 1,
Para 1.1, Para 1.2
Para 1.3 & Paral1l.4

Termination Services

supporting documentation
and knowledge transfer

material

As appropriate and
agreed by the
Authority

As specified in the Termination Assistance
Notice and in any event prior to the end of
the Termination Assistance Period

As specified in the Termination
Assistance Notice or otherwise
requested by the Authority

Sch 26 Service
Continuity

Service Continuity Plan

Sch 26, Para 2.2

Within forty (40) Working Days from the
Effective Date

Sch 26, Para 7.1

Sch 26, Para 7.2

Service Continuity Plan

Review Report

Sch 26, Para 7.2

Within twenty (20) Working Days of the
conclusion of each review of the Service
Continuity Plan.

Sch 26, Part B

Corporate Resolution
Planning Information

Sch 26, Part B,
Para 2.3

Sch 26 Part B Para 2.2

Sch 26, Para 11.8

Sch 18 Para 8

Board Confirmation

As set out at Annex
4 of Sch 18

Within one hundred and twenty (120) days of
the first Accounting Reference Date to occur

Within fifteen (15) months of the
previous Board Confirmation

provided or within one hundred and

twenty (120) days after each
Accounting Reference Date
(whichever is the earlier)




Applicable
Clause/ Paragraph

Required Data

Format of Data

Initial Date for Supplier to Provide

Frequency

Sch 29

Key Personnel

Sch 29

Effective Date

As amended from time to time

Sch 31, Part B
Para 2.1

Reports on Data Subject
Access Requests

As appropriate and
agreed by the
Authority

As agreed with Authority

As agreed with Authority




ANNEX 4

Supply Chain Transparency Information Template

Financial Year 20[

]

Under this Contract

Supplier as a whole

£ % %
Estimated total contract revenue (£) to be
imated total contract revenue (£) g ] 100% g1 100%

received in this financial year
Total value of Sub-contracted revenues (£) in

SN £[ ] [ ] £l ] [
this financial year
Total value of Sub-contracted revenues to [ ] [ ] £ ] [
SMEs (£) in this financial year
Total value of Sub-contracted revenues to

£ ] [ ] £] ] [

VCSEs (£) in this financial year




