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1 Required Reports {S12.1}
1.1 The Contractor shall prepare the following required reports:
1.1.1 the reports specified in Annex A, or elsewhere in this Contract, shall be produced to include the specified content to meet the requirements and at the frequency detailed in Annex A; and 
1.1.2 such other reports as may be reasonably requested by the Authority within such period and in such format as may be reasonably required by the Authority (taking into account the purpose for which the report is required).
1.2 Unless otherwise stated in this Contract or required by the Authority, in respect of each Required Report:
1.2.1 electronic version of the report shall be shared with the Authority, or where specified hard copies made available; and
1.2.2 the report shall be made available within two (2) Business Days of the report being generated. The report shall be exportable to MS Office or Adobe Reader (or similar) as required by the Authority.
1.3 The Contractor shall ensure that:
1.3.1 the information, conclusions and / or recommendations contained in the required report are (where relevant) evidenced, substantiated and justified by reference to calculations, data and any other necessary matters; and
1.3.2 any data or other information in the required reports shall, where applicable, be referenced to:
1.3.2.1 the relevant required records;
1.3.2.2 the location of the data within the required records; and 
1.3.2.3 where and how the relevant data and the required records can be located and identified.
2 Revision to Reports {S12.2}
2.1 The Contractor shall within ten (10) Business Days and at no additional cost to the Authority, rectify any errors or inaccuracies in any required report identified by the Authority or which the Contractor itself discovers.
2.2 The Contractor shall at no additional cost to the Authority make such reasonable changes, as agreed between the Parties, to the required format, content and frequency of any report described in Annex A and elsewhere in this Contract.
3 Report Descriptions {S12.3}
3.1 In the event of any ambiguity, conflict or inconsistency between any of the summary report descriptions set out in Annex A and any more detailed description of the same report in any other Schedule, then the more detailed description in the other Schedule shall take precedence.

Annex A to Schedule 12 {S12AA}
Contractor Produced Reports
	Report Name
	Description
	Frequency
	Recipients

	 DFR Operations Board Report

	The Contractor shall report performance against: 
1) Performance Indicators and Key Performance Indicators;
2) progress of Contract objectives; and
3) progress against the MMT Programme Plan.
	



Monthly





Quarterly



Quarterly
	Authority 

	Non-Emergency Incident Report
	Attendance of individual fire station assets to all non-emergency incidents via a Non-Emergency Incident Response (NEIR) reporting system.
	Monthly
	Authority

	Emergency Incident Report


	Attendance of individual fire station assets to all emergency incidents via an Emergency Incident Response (EIR) reporting system.
	Report to be completed & submitted by end of shift on day of incident.
	Authority

	Mobilisation & Migration Report


	Performance against the Contract MMT Programme Plan.
	Monthly
	Authority

	Fire Investigation Report
	Comprehensive fire investigation report on all outbreaks of fire on the Authority estate.
	Available to the Authority on request.
	Authority

	Post-Fire Audit Report
	Post-fire audit reports.

	Within 5 working days of the fire incident occurring.
	Authority and Head of Establishment

	Legislation Report
	Identify new, amended or emerging F&R related legislation that impacts upon MOD Policy and working practices.
	Quarterly
	Authority


	Annual Fire Strategy Report
	Annual report on the effectiveness of the fire safety strategy.
	Annual

	Authority

	Benefits Realisation Report
	Progress against the Benefits Realisation Management Plan.
	Quarterly
	Authority

	Annual Customer Satisfaction Report
	Annual independent customer satisfaction survey with TLB desk officers and HoEs.
	Annual

	Authority

	Health, Safety and Environmental Protection Report
	Periodic audits of Health, Safety and Environmental Protection Management within its working areas.
	Quarterly 

	Authority

	Public Store Account
	In accordance with DEFCON 694
	Quarterly
	Authority
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