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SCHEDULE 14
INFORMATION AND REPORTING
INFORMATION & REPORTING 

GENERAL REQUIREMENTS

1.1 In accordance with Schedules 2 (Statement of Technical Requirement) and 7 (Project Management Plan), the Contractor shall operate and maintain appropriate systems, processes and records to ensure that it can, at all times, deliver timely and accurate Management Information to the Authority in accordance with the provisions of this Schedule
1.2 The Contractor shall also supply such management information as may be required by the Authority in accordance with the terms of the Contract and or an individual approved Tasking Order Form.
contract progress MEETING

1.3 A Contract Progress Meeting will be held monthly for the first 3 months and thereafter quarterly. An Agenda will be issued by the Contractor’s Project Manager in advance, the meeting will be held in accordance with Schedule 7 (Project Management Plan) Annex C.  
Management Information Format

1.4 The Contractor agrees to provide full, accurate and a complete Contract Progress Report (CP Report) whether for Firm or Generic Tasks including (but not limited to) the requirements detailed below:

1.4.1 Current status (including RAG assessment), issues, risks, planned completion, revised completion associated with any requirements detailed in Schedule 2 (Statement of Technical Requirement) and approved Generic Tasks;

1.4.2 Key personnel – any issues/proposed changes;

1.4.3 Proposed changes to  Schedule 7 (Project Management Plan);
1.4.4 Other information/issues.
1.4.5 Tasking Orders received and Transactions occurring during the Month to which the CP Report relates, regardless of when the work was actually completed.  For example, if an invoice is raised for October but the work was actually completed in September, the Contractor must report the invoice in October’s CP Report and not September’s.  Each Order received by the Contractor must be reported only once when the Order is received.   

1.4.6 Requirements detailed in Annex A to this Schedule.

1.5 The Authority may from time to time make changes to the CP Report requirements.  The Authority shall give notice in writing of any such change to the CP Reporting requirements and shall specify the date from which the changes must take effect, this shall be a minimum of 30 clear calendar days following the date of the notice.  

1.6 The Contractor may not make any amendment to the current Contract progress reporting requirements without the prior written agreement of the Authority.

FREQUENCY AND COVERAGE

1.7 All CP Reports must be completed by the Contractor and submitted to the Authority 2 weeks prior to the quarterly Contract Meeting during the Term and thereafter, until all Transactions relating to Tasking Orders have permanently ceased.    

1.8 The Contractor must return the CP Report for each quarter even where there are no Transactions to report in the relevant period; 

1.9 The Contractor must inform the Authority of any errors or corrections to the Management Information: 

1.9.1 in the next CP Report due immediately following discovery of the error by the Contractor; or 

1.9.2 as a result of the Authority querying any data contained in a CP Report.

Submission of the QUARTERLY CP Report

1.10 The completed CP Report shall be completed electronically and submitted to the Authority’s PT Leader. The Authority reserves the right (acting reasonably) to specify that the CP Report be submitted by the Contractor using an alternative communication to that specified in this paragraph 5.1, such as email. The Contractor agrees to comply with any such instructions provided they do not materially increase the burden on the Contractor.
Defective MAnagement Information

1.11 The Contractor acknowledges that it is essential that the Authority receives timely and accurate Management Information pursuant to this Framework Agreement because Management Information is used by the Authority to inform strategic decision making.

1.12 CP Failures are those detailed in para 6.3 below and the Contractor shall rectify the issue in accordance with para 6.4 below.
1.13 If a CP Report:

1.13.1 contains any material errors or material omissions or a missing mandatory field; or

1.13.2 is submitted using an incorrect CP Report; or

1.13.3 is not submitted by the Reporting Date; 

then the Authority may deem the failure to submit a CP Report correctly as a “CP Failure”.
1.14 Following an CP Failure the Authority may issue reminders to the Contractor or require the Contractor to rectify defects in the CP Report provided to the Authority.  The Contractor shall rectify any deficient or incomplete CP Report as soon as possible and not more than 5 Working Days following receipt of any such reminder.

Meetings

1.15 The Contractor agrees to attend meetings between the parties in person to discuss the circumstances of any CP Failure(s) at the request of the Authority (without prejudice to any other rights the Authority may have).  If the Authority requests such a meeting the Contractor shall propose measures to ensure that the CP Failures are rectified and do not occur in the future.  The parties shall document these measures and continue to monitor the Contractor’s performance.
Annex A

to Schedule 14

CONTRACT MANAGEMENT

1.  General

a. A Contract Start Up meeting will be held within 3 weeks from Contract Award to review in detail:

i. the Contractor’s project team roles and responsibilities

ii. Confirmation of Authority Roles and responsibilities of the Commercial Officer and PT Leader

iii. Reports and Meetings

iv. Change Management and Task process

v. Any immediate Deliverables  from the Statement of Technical Requirement (Schedule 2)

vi. Clarification on any aspects of the Agreement

vii. Confirmation of the engagement model between the Authority and the Contractor

viii. Contractor details on any planned sub-contracts for the work in Schedule 2.

b. Annually a meeting will be held between the Authority and the Contractor (as an adjunct to the quarterly meeting), where Senior management from both parties will meet to discuss the general performance and relationship between the parties.

2. Contract Progress Report

a. The Contractor shall as an Annex to the CP Report  provide an update on the following areas:

i. Major issues arising from the performance of the Contractor in accordance with Schedule 2 for Firm and Generic Tasks and action being taken e.g. delays or rejection of Deliverables.

ii. Issues arising from complying with the Contract terms and conditions.

iii. Issues arising from Sub-contracts

iv. Status of Contract Change Control Requests/Notices:

1.  A CCN Number, 

2. Description

3. Status (approved, pending approval[by Authority], under review [by Contractor])

4. Planned completion date

5. Impact on existing scopes of work in Schedule 2

6. Value

7. Issues arising

v. Status of invoices against Schedule of Requirements (Schedule 1):

1. Item No

2. Description

3. Price description (Firm, Fixed, Provisional [ subject to either DEFCON 127 or DEFCON 643])

4. Item value

5. Value invoiced

6. Date invoiced

7. Cumulative value invoiced

vi. A summary of the Management Fee for Firm Tasks and approved Generic Tasks, and status against value invoiced or to be invoiced.

vii. Change in Company status

viii. Other Commercial issues Contractor wishes to raise
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