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Contract Management and Tasking

The Contract Management and Tasking Schedule including the Annexes and Appendices has been set out in relation to the current Project Management, Project Controls and Integrated Logistics functional operation.  The ongoing development of the functions, the ways of working within the Director, General Programmes area and the demand signal mean that this schedule will need to be reviewed prior to Contract Award (and during the contract term) to ensure that it continues to meet the developing needs of the Authority.

Contract Management Construct
Contractor Delivery Team

The Contractor shall provide an on-site Contractor Delivery Team which consists of one Contractor Senior Responsible Owner (Contractor SRO) and a Contract Lead, together with the resourcing co-ordinator and the finance management support staff. 

Joint Programme Management Office (JPMO) 

The Contractor Delivery Team shall work closely with the Authority Delivery Team to form the Joint Programme Management Office (JPMO) during the term of this Contract. 

Meetings
The Contractor’s representatives shall attend the Authority Governance meetings, noting that details of the construct of these meetings, and their frequency, remains subject to the ongoing development activities within the Director, General Programmes area.  These meetings may require attendance at individual Functional governance meetings and should include as a minimum:
· Strategic Progress
· 	Resourcing and Specific Tasks 
· Performance Management
· Progress Delivery 

The Contractor/ Contractor Group shall hold the meetings, at a frequency to be agreed with the Authority, and to include as a minimum:
· Resourcing and Specific Tasks 
· Performance Management
· Progress Delivery 

(Contractor to advise in Tender Response of any other meetings that will be held)

Key Personnel

The Contractor’s Delivery Team shall comprise the following Key Personnel and their roles and accountabilities are set out in the table below:

	Role
	Responsibilities

	Senior Responsible Owner (“Contractor SRO”)
	· Overall responsibility for the delivery of all Services under the Agreement;
· Acting as the designated single point of contact with DE&S Senior PM, PC and ILog Leadership Team on all matters related to the Services under this Agreement;
· Having the authority to commit the Contractor’s resources to the Services under this Agreement;
· Informing the Authority Contract Manager of any internal disputes that are likely to have an impact on service delivery at the monthly Contract Management Meeting;
· Strategic oversight of migration activities working with the Senior PM, PC and ILog Leadership Team and participating in meetings as required;
· Strategic oversight of mobilisation activities to establish the Contractor Delivery Team and Joint Programme Management Office;
· Representing the Contractor Group at all relevant Authority Governance Committees and Senior Management Meetings (if required);
· Holding the delegated authority of the Contractor’s Management Board for the delivery of the Services including:
· Strategic oversight of service delivery, working with the Senior PM, PC and ILog Leadership Team and participating in the Authority Governance meetings, including measure of Service Performance as set out in the agreed KPIs with the Authority;
· Accountability for ensuring that Self-support mechanisms, training and engagement of all the Contractor’s staff assigned to the Authority are in place; and
· Performance management of all Services aligned to KPIs as agreed with the Authority.

	Contract Lead
	· Acting as the Deputy for the Contractor SRO – fully empowered to act on behalf of the Contractor SRO in the absence of the Contractor SRO;
· Managing risks and issues and reporting to appropriate Authority forums;
· Responsible for liaison and communications with the Authority;
· Having the delegated authority of the Contractor SRO to commit monetary and/or personnel resources to Contract services; 
· Leading and management of all work under the Contract, including the self-support processes;
· Accountability for the signing off all PDP Task Orders aligning to the Tasking Process;
· Leading and management of all mobilisation activity in relation to resources and Specific Tasks;
· Leading and management of all Migration activity in relation to resources and Specific Tasks;
· Acting as the point of escalation for issues with performance and behaviour for any Approved Tasking Orders relating to Resource and Specific Task; and
· Overall responsibility and management of Contractors’ Programme Management Office (PMO) resources.





In addition, the Contractor’s Delivery Team shall also comprise the following roles, albeit that these are not Key Personnel:

	Role
	Responsibilities

	Contractor’s Finance Manager
	· Administering this Agreement with the Authority;
· Tracking and reporting against the agreed KPIs;
· Setting up and operating financial management processes and procedures aligned to the Authority’s financial and contract documents and this Agreement;
· Administering the payment application process including issuing invoices to the Authority;
· Providing the Authority with access to open book finance records that are visible and transparent and in accordance with this agreement;
· Administering the payments to the Contractor’s members for the provision of Services;
· Assuring compliance with Schedule H (Liability for Engaged Personnel) for expenses and payments; and
· Undertaking financial reporting.

	Contractor’s Resourcing  
Co-ordinator
	· Being responsible for the Contractor’s Programme Management Office (PMO) day to day activities;
· Setting up and operating the Contractor’s resource management process;
· Liaising with Contract Lead – Resources to understand the requirements for Personnel;
· Ensuring all Personnel complete a Pre-mobilisation Checklist and that they meet the mobilisation requirements;
· Managing the Contractor’s resource tracker to ensure timely deployment of resources;
· Providing monthly resourcing reports;
· Publishing demand requirements across the Contractor’s Group and liaise with members to co-ordinate appropriate people into roles;
· Co-ordinating security clearances with the List X certified team;
· Co-ordinating with the Authority’s PMO Team;
· Co-ordinating all Migration activity for Resources;
· Owning the Contractor’s Staff Charter; and
· Being responsible for the development and implementation of the Relationship Management Plan, aligned to BS11000 certification.

	Contractor’s Specific Task Co-ordinator
	· Establishing and operating the Contractor’s process for managing Approved Tasking Orders for Specific Tasks;
· Liaising with the Contact Lead to understand the requirements for Specific Tasks;
· Managing the Contractor’s Specific Task Order Tracker to ensure timely responses to all Approved Tasking Orders for a Specific Task;
· Providing monthly reports on all Approved Tasking Orders for a Specific Task;
· Publishing demand requirements across the Contractor’s Group and liaising with members to co-ordinate an appropriate response to requests for a Specific Task;
· Co-ordinating all Migration activity for Specific Tasks;
· Ensuring that all Specific Tasks meet the relevant quality standards agreed for each Approved Tasking Order; and
· Co-ordinating with the Authority’s PMO Team.


(Contractor to advise in Tender Response of any other Personnel that will be required)

Contract Management Mechanics
[bookmark: _Ref508783218]Curriculum Vitae (CV) Screening
When the Authority raises a requirement for Resource pursuant to Paragraph 2 of Appendix 1(Task Order Form Process) of Schedule C (Contract Management and Tasking), the Contractor shall source potential candidates and undertake a screening of their CV.
[bookmark: _Ref508783232]The Contractor Delivery Team shall apply criteria to determine skills, qualifications, experience, behaviour and ability to meet the Authority’s working arrangements to down-select the most appropriate Personnel to fulfil the Authority’s requirement.
[bookmark: _Ref508783233]In determining whether the Resource to be deployed by the Contractor are suitable to fulfil the role requested by the Authority, the Contractor Delivery Team shall use the PM, PC and ILog Function Role Profiles as set out in Schedule A (Requirements), Annex A, Appendix 1 (PM, PC and ILog Function Role Profiles) in accordance with the Contractor’s Pre-mobilisation Process.
The Contractor shall provide to the Authority Demander a copy of all CVs applicable to the chosen resource in addition to the activities listed at Appendix 1 of this Schedule C (Task Order Form Process).
The Contractor Delivery Team shall complete a checklist of the selection criteria pursuant to Paragraphs 2.1.2 and 2.1.3 in the Resource’s interview to confirm that the Contractor has properly carried out the screening of the Resources’ CV in accordance with this Paragraph 2.1.

Retention of Specific Team Member
Upon the Authority’s request to retain a specific Team Member, the Contractor shall meet with the Authority to agree a proposed Task that the individual will work on and their roles and responsibilities in the proposed Task. Upon the agreement of the proposed Task, the Contractor shall complete the Task Order Form in accordance with the Tasking Process pursuant to Schedule C (Contract Management and Tasking).
The Contractor shall mobilise the specific Team Member to the Task in accordance with Schedule A (Requirements).

Resource Management Protocols
The Authority shall allocate a Task Order Delivery Manager to a Resource before the Resource commences a Task. The Task Order Delivery Manager (or delegate) shall provide day-to-day direction to the Resource in delivering a Task.
The Contractor shall have in place a resource management process, which includes the Contractor’s Pre-mobilisation process to enable the effective deployment of Resources.
Prior to Resource placement, the Contractor shall provide a brief to a Resource detailing:
· The name of the Resource’s Task Order Delivery Manager (and any delegate);
· The name of the Contractor Manager;
· The Task deliverables and the individual’s performance objectives and measures of personal performance;
· The availability of self-support mechanisms; and
· The tasks to be undertaken by the Resource, timescale of them and measures of Task success.
Engaged Personnel shall use the Authority's Time Recording system for the purposes of recording personnel activity against projects. Engaged Personnel shall also record their time expended on the Services in the Contractor Group’s time recording system to facilitate the Contractor’s financial management system.
Specific Tasks Management

When the Authority raises a requirement pursuant to Paragraph 2 (Task Order Form Process) of Schedule C (Contract Management and Tasking) for a Specific Task, the Contractor Delivery Team shall consider the nature of the activities required to deliver the products (as defined in the Approved Tasking Order) and consider the skills; qualifications; and experience of the Contractor Group to select the most appropriate partner or sub-contractor to fulfil the Authority’s requirement.
The Authority shall allocate a Task Order Delivery Manager for a ‘Specific Task’ Order before the Contractor commences a Task. The Task Order Delivery Manager (or delegate) shall provide the day-to-day management of the Contractor in delivering a Specific Task.

Demand Profiling Protocols
[bookmark: _Ref508783946]Resourcing & Specific Tasks Meeting

The Contractor SRO shall hold a strategic Resourcing and Specific Tasks Meeting with the Authority Demander to discuss a monthly and three monthly rolling forecast of resourcing and specific task orders required for all Services. The strategic Resourcing and Specific Tasks Meeting shall occur on a monthly basis or as frequently as the Parties consider necessary.

The Contractor shall share with the Authority a Schedule detailing Resources and Specific Tasks in order to facilitate the strategic resourcing and specific tasking discussion pursuant to Paragraph 2.5.1(A).

Resourcing & Specific Tasks Planning
0. The Contract Lead shall manage the Resourcing and Specific Tasks.  

The Contract Lead shall work closely with the Authority Demanders to develop, maintain and operate a Resources and Specific Tasks Management system.  This system will be used to manage allocation of resource to Approved Tasking Orders, the deployment dates, progress against the task requirement schedule or milestone and progress against completion of pre-deployment and mobilisation requirements.

A strategic resourcing decision between the Authority Demanders and the Contract Lead shall be held weekly during the mobilisation period of the Agreement and in the event of a rapid mobilisation requirement; and monthly thereafter, during the Term of the Contract.

Task Order Tracker 
The Contractor shall develop and maintain a Mobilisation Resource Tracker to progress Personnel in accordance with the pre-mobilisation and mobilisation requirements as set out in Schedule A (Requirements). The Contractor shall measure the required timescales for mobilisation against the relevant agreed Task Order and the KPIs.
In addition to 2.6.1, the Contractor shall develop and maintain a Specific Task Order Tracker to progress Specific Tasks in accordance with the requirements as set out in Schedule A (Requirements). The Contractor shall measure the required timescales for progress against the relevant agreed Task Order and the KPIs.
The Contractor shall share both the Mobilisation Resource and Specific Task Order Trackers information with the Authority Demanders at the strategic resourcing and specific task order meetings so as to provide the Authority with the visibility and transparency of the Contractor’s progress against deliverables and milestones.

Mobilisation and De-Mobilisation

The Contractor shall procure, with the support of the Authority, the security clearance applications for all individuals deployed for the provision of the Services through the National Security Vetting Services (NSVS).
As required, the Authority shall arrange with the support of the Contractor, the appropriate IT accounts and site access pass required to undertake the Tasking.
The Contractor shall ensure that all deployed Resources have first undertaken all activity listed in the Pre-Mobilisation checklist (Appendix 4 to this Schedule C (Contract Management and Tasking)) and any required Mandatory Training detailed in Annex B. The Contractor Delivery Team shall ensure that each Resource has reviewed and signed the Pre-Mobilisation Checklist and has provided a copy to the Authority. 
The Contractor will complete the demobilisation for the Resource, in accordance with Paragraph 15 of Schedule A(Requirement), within 3 days of expiry or termination of the relevant Task.

Rapid Mobilisation - Resources & Specific Tasks
[bookmark: _Ref508785423]In the event that a Rapid Mobilisation of Resources or for a Specific Task is identified by the Authority, the Contractor shall work with the Authority Demanders to identify and agree with the Authority the most appropriate method of meeting this requirement.  This may include consideration of whether the Contractor redeploys existing resources who have already mobilised and been deployed on another Approved Tasking Order to fulfil the Task requirement(s).
If and to the extent that the requirement is identified as ‘Rapid Mobilisation’ then the procedure set out at Appendix 1 within this Schedule C (Task Order Form and Process) shall apply, and the Parties shall agree any KPIs that may apply as referred to in Paragraph 1.1 of Schedule E (Payment and Performance Management) Part B.
If the Parties agree that the redeployment pursuant to Paragraph 2.8.1 is not the appropriate method or is only able to fulfil part(s) of the Task requirement(s), the Contractor may deploy resources from the Contractor’s Group, subject to the satisfaction of the CV screening process and the security clearance requirements, to fulfil the whole or part(s) of the Task requirements.
If the Parties agree that the reprioritisation of existing Approved Tasking Orders pursuant to Paragraph 2.8.1 are not appropriate or will achieve only part of the Task requirement(s),  the Contractor may request the task be delivered by a different member of the Contractor’s Group, subject to the satisfaction of the CV screening process and the security clearance requirements, to fulfil the whole or part(s) of the Task requirements. 
In the event that the Task requires significant resources that may not be provided by redeployment and/or deployment of the Contractor’s Group’s resources, the Contractor shall engage the appropriate member of the Contractor Group  to source short-term and/or long term contract personnel who are of suitable calibre to fulfil the requirements of the relevant roles as set out in Schedule A (Requirements), Appendix 1, Annex A (PM, PC and ILog Function Role Profiles) whom shall be subject to the CV screening process, Pre-mobilisation Checklist, mobilisation process and security clearance process as set out in Schedule A (Requirements) and Paragraph 2 of this Schedule C (Contract Management and Tasking) prior to commencement of the Task.
In the event that the Task requires significant resources that may not be provided by the Contractor’s Group’s resources, the Contractor shall engage the appropriate member of the Contractor Group to source the resource required to enable the completion of the Task.
Self-support System
The Contractor shall establish a self-support system to support the Contractor’s Personnel being deployed to deliver the Services to the Authority.
The Contractor will ensure that all Resources have a Contract Manager who will be responsible for all non-project specific support required to undertake the Approved Tasking Order.
In supporting the Contractor’s Resources in the Service delivery, the self-support system shall enable the Personnel to gain access to the Contractors Group’s best practice networks and reach back to the Contractor Group’s subject matter experts to obtain knowledge and learning on industry practice.
Quality and/or Performance Issues
The Contractor shall acknowledge in writing by electronic mail any Quality and/or Performance Issues notified to it within one (1) Business Day of notification.
The Contractor and the Authority Contract Lead (or their delegate) shall meet and discuss the Quality and/or Performance Issue within two (2) Business Days of notification of the Quality and/or Performance Issue.
[bookmark: _Ref508786258]The Contractor shall develop and agree with the Authority Contract Lead (or their delegate), Task Order Manager/Lead and Delivery Team Lead a strategy that will address and resolve the Quality and/or Performance Issue within ten (10) Business Days of the initial notification (or such other period as the Authority agrees in its sole discretion) and shall record actions agreed, the date and time for resolution and Task Order Manager/Lead and Delivery Team Lead in a central register accessible to the Joint Programme Management Office.
The Contractor shall:

0. provide a Quality Management Plan that identifies arrangements for redress and learning from experience within ten (10) Business Days of the initial notification (or such other period as the Authority agrees in its sole discretion);

monitor the Quality and/or Performance Issue;

resolve the Quality and/or Performance Issue in accordance with the actions agreed pursuant to Paragraph 2.10.3 within 10 Business Days of the initial notification of a Quality and/or Performance Issue (or such other timescale agreed by the Authority pursuant to Paragraph 2.10.3); and

promptly address and rectify any issues in resolving the Quality and/or Performance Issue or any further related issues.

Financial ReportinG
Financial Reporting Requirements
The Contractor shall operate a financial data system which enables the Contractor Group to provide the Authority the financial data and present the financial data in the agreed format in accordance with Appendix 1 of this Schedule C (Task Order Form Process).
The financial data system shall import and aggregate the timesheet and business expenses data from each member of the Contractor’s Group to generate the financial data as required by the Authority.
The financial data system shall be able to tailor a financial report to suit the Authority’s requirements to spread the cost allocation across the Authority; Operating Centre; Unique Identification Number (UIN) /Function/Base/Bottom Level Budget (BLB); and split the fee against each members of the Contractor’s Group.
The monthly financial report shall include the following information:
 
0. Progress to date, in terms of costs and expenses incurred and milestone achieved in the relevant month;
 
Forecasting, in terms of anticipated costs and expenses, anticipated progress and resource planning; and

Reporting on risks, issues and opportunities and their associated impacts and mitigation and realisation plans.

Contract Management Reporting
Contract Management Reporting Standards

When requested to manage and complete an Approved Tasking Order, the Contractor shall include with each Monthly Fees Report for both Resources and Specific Tasks:
an update on progress towards achieving the Deliverables and Milestones relevant to that Approved Tasking Order;
a list of those Deliverables and Milestones relevant to that Approved Tasking Order that are at risk of not being achieved (with an explanation as to why that risk has arisen and a mitigation proposal); 
the Milestones and Deliverables agreed between the Parties at the outset of the Approved Tasking Order and the agreed fee associated with each of the Milestones and Deliverables;
the subtasks of the Milestones and the level of attainment against each of the subtasks;
a profiled ‘pipeline’ forecast of any expected future Approved Tasking Orders that the Contractor has identified via engagement with the Authority Demanders;
the Personnel who were deployed to carry out the Approved Tasking Order, the time expended by each of the Personnel including a copy of the timesheets for the Approved Tasking Order;
The Contractor shall provide on a monthly basis the following information:
The number of Engaged Personnel within the Contractor Group with Security Clearance (SC) and Developed Vetting (DV) Clearance; 
The geographic split of [available] resources across the UK and Overseas; and
The role profiles to which the Resources and Specific Tasks are aligned.  
The Contractor shall provide a written report to the Authority on the first day of each Month, detailing in bullet point format, the activities to be performed by Key Personnel and time expended by each Key Personnel during that Month.

The Contractor shall maintain a register to log all risks, issues and opportunities identified during the Term of the Agreement. The Contractor shall update the register on a monthly basis by identifying the change in the month for each risk, issue or opportunity, assessing the impact of risks, issues and opportunities and ranking them in order of severity of their impact.
The Contractor shall identify and provide to the Authority a monthly progress report of the:
top 5 risks that might affect the future delivery of the Service; 
top 5 issues that are affecting the delivery of the Service;
proposed or revised mitigation measures for the risks / issues;
the progress of the mitigation measures which have been agreed by the Authority for the risks and issues which have been identified in the preceding monthly progress reports but have not been resolved in the relevant month.
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[bookmark: _Ref471337914]
1. 

tasking process
1. General
This Schedule outlines the Tasking Process for the Programme Delivery Partner (PDP). 
[bookmark: _Ref508783345]PDP Task Order Form Process
There are two deployment routes for personnel under PDP Requirements (Resource for a specific vacancy or a Specific Task) which can be requested via the PDP Task Order Form. An overview of the process is shown in Diagram 1.
Resource for specific vacancy 
0. The Task Order Delivery Manager (or delegate) will complete the PDP Task Order Form  (PDP TOF) Section 1, including, where relevant, the identification of any security matters in accordance with Clause 56(Security Aspects Letter) of the Agreement, (other than the Task Order ID (as defined in Paragraph 1.1.1(C)(2))) and send it to the Authority Demander a long with confirmation of approved funding.
[bookmark: _Ref508792768]The Authority Demander will consider the request and establish whether: 
the Task can be resourced from existing functional resources;
the resource can be supplied from other DE&S resource; and
if no to both of the above, whether the request can be resourced via this Agreement, in which case Paragraph 2.1.1(C) shall apply.
[bookmark: _Ref466991741]The Authority Delivery Team will: 
review the PDP Task Order Form; 
[bookmark: _Ref467055497]accept and allocate an individual Task Order reference ("Task Order ID"); 
add the unique Task Order ID to PDP Task Order Form Section 1; and 
complete PDP Task Order Form Section 2 and issue the PDP Task Order Form to the Contract Lead.
[bookmark: _Ref467488020]Within five days the Contract Lead will:
consider, and where necessary, clarify the PDP Task Order Form  with the Authority Demander or, if so directed, the Task Order Delivery Manager (or delegate);
review available resource across the Contractor Group; 
provide a suggested resource approach and cost profile using the relevant Rate Card in the Agreement; and
complete PDP Task Order Form Section 3 and issue the proposal to the Authority Demander. 
[bookmark: _Ref467488023]Within five days the Authority Demander will liaise with the Task Order Delivery Manager (or delegate) to discuss the proposal and: 
if content, the Authority Demander will confirm and obtain evidence of approved funding for the Task from the Task Order Delivery Manager (or delegate); or
if not content, the Authority Demander will either: 
[bookmark: _Ref467055554]engage with the Contract Lead and Task Order Delivery Manager (or delegate) to discuss and agree any amendments; or
(whether or not following any engagement under Paragraph 2.1.1(E)(2)(a)) notify the Joint PMO (JPMO) Team that they no longer want to progress the PDP Task Order Form. 
[bookmark: _Ref508792772]If the Task is not progressed, the Authority Delivery Team will mark it as ‘cancelled’ against the corresponding Task Order ID.
PDP requirement Specific Task
0. The process for a Specific Task (shown in Diagram 1) mirrors that for a specific vacancy and in addition, the steps in Paragraphs 2.1.1(B) to 2.1.1(F) (inclusive) shall apply.
[bookmark: _Ref467055599]The Contract Lead will work with the Authority Demander and the Task Order Delivery Manager (or delegate) to scope specific skill sets and role profile (s) requirements of resources required to meet the needs of the Specific Task. 
The Contract Lead will produce a proposal for the PDP Task Order Form  outlining: 
A firm price for a Specific Task based of agreed rates including details of:
staff levels; 
number of days for each individual resource required;
timeframe for mobilisation;
proposed deliverables and Milestones; and
The Contract Lead will issue the proposal to the Authority Demander. 
The Authority Demander will liaise with the Task Order Deliver Manager (or delegate) to discuss the proposal and: 
if content, the Authority Demander will confirm and obtain evidence of the approved funding for the Task from the Task Order Delivery Manager (or delegate). Once such evidence is obtained, the Authority Demander will issue the PDP Task Order Form to the ADT Commercial Lead, who will complete Section 4 of the PDP Resource Task Order Form, sign it and return to the JPMO Team to action through mobilisation; or
if not content, the Authority Demander will either: 
engage with the Contract Lead and Task Order Delivery Manager (or delegate) to discuss and agree any amendments; or
(whether or not following any engagement under Paragraph 2.1.1(E)(2)(a)) notify the JPMO Team that they no longer want to progress the PDP Task Order Form. 
[bookmark: _Ref467055603]If the Task is not progressed, the Authority Delivery Team will mark it as ‘cancelled’ against the corresponding Task Order ID.
APPROVED PDP TASKING ORDER
Upon receipt of a PDP Task Order Form by the JPMO Team, with Section 4 completed, the ADT Commercial Lead will sign the PDP Task Order Form and issue it to the Contractor. The PDP Task Order Form will become an "Approved PDP Tasking Order" on the date on which notice is given with the signed PDP Task Order Form and any obligations within the PDP Approved PDP Tasking Order shall become effective on the next Business Day following such notice.
All PDP Task Order Forms received by the JPMO Team will be logged and tracked by a central record point in a format approved by the Authority and on a system to which the Authority Delivery Team and Contractor Delivery Team have access and authorship/editing rights, broken down by Contract Year and by the Authority Financial Year. 
The Authority Delivery Team will allocate a Task Order ID for each PDP Task Order received by the JPMO Team in order of date of receipt by the Authority Delivery Team.  The Authority Delivery Team shall ensure that Task Order IDs are unique, differentiate between Resource and Specific Task and will not be reused.
A central record of progress against each Approved PDP Tasking Order will be maintained by the Contractor Delivery Team at least monthly.
The JPMO Team will monitor the future pipeline of work under PDP Task Order Forms that are not yet Approved PDP Tasking Orders and from information from the Contract Lead and Authority Demanders.
At the start of each 6-month period following the Commencement Date, the ADT Commercial Lead shall issue a formal uplift that captures all ‘on contract’ Approved PDP Tasking Orders in that period as well as any amendments to existing Approved PDP Tasking Orders.
Rapid MOBILISATION  
Where the Authority Delivery Team notifies the Contractor in a PDP Task Order Form that a requirement is ‘Rapid Moblisation’ then this Paragraph 4 will apply.  
The Task Order Delivery Manager (or delegate) will submit a PDP Task Order Form in the usual way and the Authority Demander will first consider redeployment of existing deployed Personnel from another Task.  The Authority Demander will liaise with the Task Order Delivery Manager(or delegate) on the ‘losing resource’ and ‘gaining resource’ Task Orders to agree action.
[bookmark: _Ref508793003]The Authority Demander will consider:
local and wider impact in respect of the business areas ‘losing resource’ and ‘gaining resource’;
impact on existing areas of business, engaging applicable stakeholders as appropriate; 
minimum entry requirements on mobilisation (including delaying mobilisation tasks until after the Personnel have started work under the Approved PDP Tasking Order); and
the reasonable sustainability of any actions taken.
The Authority Demander will also consider external avenues that could be exploited to satisfy the PDP Task Order Form.
The Authority Demander will liaise with the JPMO Team to facilitate Rapid Deployment applications and adjust existing Approved PDP Tasking Orders via the task amendment process set out in Paragraph 6 (Amendment of Tasking Orders).
The JPMO Team will notify existing deployed Personnel of the change of resource placement, facilitate such change and arrange the amendment of Letters of Placement and re-execution by the Personnel, where applicable.
Where there is any dispute between members of the JPMO Team regarding the release or reallocation of Personnel, within 5 Business Days of the dispute arising, the matter shall be escalated to the PDP Governance structure and ultimately the SROs for resolution.
In the event that the Authority and the Contractor agree that Personnel shall be deployed as "Rapid Deployment" in an Approved PDP Tasking Order, then the Parties will discuss in good faith and use reasonable efforts to agree any and all other amendments to this Agreement necessary to facilitate such Rapid Deployment, including
the matters set out in Paragraph 4.3; and 
any consequential impact on KPIs.
Financial Management of Tasking Orders
The Contractor Delivery Team shall monitor approved tasks on a weekly basis the actual spend against approved budget and the expiry dates of Approved PDP Tasking Orders. 
Where the actual spend under an Approved PDP Tasking Order reaches or in the following week is reasonably likely to reach 85% of the approved budget, or the Approved PDP Tasking Order is due to expire within 4 weeks, the Contractor Delivery Team must notify the Task Order Delivery Manager (or delegate) and Authority Demander. 
The Contractor Delivery Team will provide three options to the Task Order Delivery Manager(or delegate) or Approved Demander:
[bookmark: _Ref466910663]extension of Task time, if there is approved budget remaining;
[bookmark: _Ref466910689]extension of either or both Task time or budget, if the Task Order Delivery Manager can secure additional funding; or
expiration of the Task, allowing the Task to expire as originally agreed. 
The Task Order Delivery Manager(or delegate) and Authority Demander should be made aware of any outstanding activities that have not been completed which were part of the requirement and how much effort it is considered will be required to complete such activities.
Where an option set out in Paragraph 5.3.1 to 5.1.3 is selected, the Contractor shall not be authorised to continue activities beyond the expiry date or incur over budget until the Approved PDP Tasking Order has been amended and the amendment signed by the ADT Commercial Lead in accordance with Paragraph 6 (Amendment of Tasking Orders) (and the Authority shall have no liability in respect of any costs incurred without such signature).
[bookmark: _Ref467055826]Amendment of TaskING Orders
Amendments to an Approved PDP Tasking Order may be identified at any point in the duration of the task by the Task Order Delivery Manager(or delegate), by the Authority Delivery Team (subject to obtaining Task Order Delivery Manager agreement) deployed Personnel, or the Contractor Delivery Team. 
Cost and resource implications of the relevant amendment shall be reconsidered by the JPMO Team who will be responsible for seeking the appropriate approvals 
If the JPMO Team agrees that it will proceed with the amendment, the Authority and Contractor shall:
complete and execute Section 5 of the relevant Approved PDP Tasking Order, detailing the terms of the agreed amendment; and
attach to such Approved PDP Tasking Order the financial approval of the Authority to such amendment,
and thereafter, such Approved PDP Tasking Order shall be deemed to be updated, and the Contractor shall deliver such Approved PDP Tasking Order in accordance with its revised terms. 
In the event that the JPMO Team is unable to agree the terms of an amendment to an Approved PDP Tasking Order, such difference shall be a Dispute and determined in accordance with Clause 53 (Dispute Resolution Procedure). 
Early Termination of Tasks
The Authority may terminate an Approved PDP Tasking Order by giving notice at any point provided that it gives the Contractor one (1) Business Days' notice in the case of a Resource and five (5) Business Days' notice in the case of a Specific Task, of the termination.  
Written confirmation of the termination request will be submitted by the Authority Demander or Task Order Delivery Manager (or delegate) to the ADT Commercial Lead who will monitor the termination of the Task.  
The Contractor will demobilise the Personnel in accordance with Clause 39.2.3 and Paragraph 15 (Demobilisation) of the Requirements.
If an Approved PDP Tasking Order is terminated early, the Contractor shall only be entitled to claim Fee and T&S Costs actually accrued in carrying out the Approved PDP Tasking Order up to and including the last date of mobilisation (which shall be no longer then the period described in Clause 39 (Engaged Personnel). 
Prior to the conclusion of any task or assignment, the PDP must ensure all activities are completed by personnel, including:
all task and/or assignment deliverables and/or progress to date, must be accepted and signed off by PDP Task Order Form (PDP TOF) Delivery Manager; 
all filing and storing of information must be completed prior to personnel departure; 
all relevant knowledge captured and transferred to the PDP TOF Delivery Manager.




Diagram 1: PDP Tasking Process
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Authority Demander (CFM/DFM)

Considers:
Can Task be resourced from existing DE&S commercial resource?
Can resource be supplied for other DE&S resource?
If no to both, can the request be accepted and resourced via PDP?
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ANNEX 1 TO APPENDIX 1
TASKING ORDER FORM
1. GENERAL INSTRUCTIONS FOR COMPLETION
1. This PDP Task Order Form is issued pursuant to the Delivery Partner agreement made between [ddmmyy] and the Authority dated [ddmmyy] (the "Agreement"). When Sections 1 to 4 are fully and properly completed, this PDP Task Order Form shall form part of the terms and conditions of the Agreement and those terms and conditions shall form part of this PDP Task Order Form. Defined terms in this form shall have the same meaning as the defined terms in the Agreement.
1. The purpose of this Task Order Form is to record the terms of the provision by the Contractor to the Authority of requested Resources and/or Specific Tasks. Both parties should complete this form in accordance with the requirements of the Agreement.
1. Text in this form in square brackets is for guidance only and should be removed on completion of this Task Order Form.  




Section 1 - Tasking Identification 
(To be completed by the Authority once the Business Case has been approved and PSS URN issued) 
	

Task Order ID 
Reference No.

	
	
Issue/Version

	

	
Delivery Partner Reference No. 

	

	
	
	
Date

	

	
	

	
	(see note a)
	
	
	
	

	
Title of Tasking

	

	
	(see note b)

	Task Order Delivery Manager Contact Details 
	Domain & Sub Domain 
	
	

	DT / Organisation Title
	
	Supplier Contact
	



	Delivery Manager
	
	Post 
	

	Post 
	
	Address 
	

	Address
	
	
	

	
	
	
	

	Postcode
	
	Postcode
	

	Telephone No
	
	Telephone No
	

	E-mail
	
	E-mail
	




	
Financial Approvals Contact Details 

	
	

	
BLB
	
	Financial Approver 
(on CP&F)

Task Manager/Lead 

VAT Code
	

	
UIN 
	
	
	

	
RAC 
	
	
	



Issue of Tasking Order 
	Date Draft Tasking  Issued
	
	
	Deadline for response to the Draft Tasking 
	





Section 2 – Requirement  
(To be completed by the Task Order Delivery Manager (or delegate) and further amended by Authority Demander) 
	Requirement

	Type of task
(please tick the type of Task) 
	|_| Resource for a Specific Assignment          

|_| Specific Task                                              

	Part A.1 – Resource for a Specific Assignment

	Required Clearances
	|_| BPSS           |_| SC           |_| DV     |_| NNPPI

	Brief Description of Task/Assignment including activities to be undertaken and deliverables.  (including Discipline/Specialism & Level of resource required)  As defined in relevant functional Products and Services in Contract Requirement.
(insert here and link to Key Deliverables template below)
	This will need to link to P&S Catalogue requirements – Schedule A

	Task Location Requirements 
	

	Booking Arrangements for Task Location
	

	Secondary Locations
	

	Travel & Subsistence 
(Yes/No Inc. detail)
	

	GFA  requirements 
	
|_| Access to Desk Booking System 

|_| Other (please detail) 


	Conflict Of Interest 
	

	TUPE Considerations (If required)  
	

	
	For this Task, the following minimum limit of indemnity for Professional Indemnity Insurance as set out in Part 1 of Schedule K (Insurances) of the Agreement is required.

	Type of insurance
	Professional Indemnity Insurance

	Required minimum limit of indemnity
	£

	Other information:  
	
Role Profile(s) 
HRMS Position Numbers (if applicable)



	Start Date:
	
	End Date:
	

	Please now forward to the Authority Demander (Delivery Partner - Joint PMO Team for processing. 




KEY DELIVERABLES TEMPLATE (Delete if not used)

(To be completed by the Task Order Delivery Manager (or delegate)) 

	Task No
	Activities to be Undertaken by Supplier
	Key Deliverable and Required Delivery Date
	Acceptance Criteria

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	





RESOURCE PROFILE TEMPLATE (Delete if not used)
(To be completed by the Task Order Delivery Manager (or delegate)) 
	
Serial
	Details of Functional Role Profiles and Level Required
	Start Date
	End Date

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	





Proposal from Contractor 
(To be completed by the Contract Lead) 
	
Section XX – Overview of Contractors Proposal 
To be completed by the Contractor Part a Lead (or delegate)

	Anticipated Start Date 
To be agreed 
	

	Proposed Approach
	

	Proposed total Firm Price Cost, (inc. reimbursable expenses) using the Rate Card. 

	


	Any additional information 
	

	Pre-booked Annual Leave?
	

	Proposal Status 
(Delete as appropriate)
	· Provisional
· Final



	Part 7.xa – Milestone / Stage Payment (expand as appropriate) 

	Milestone / Stage Payment
	Measurable Key Deliverable
	Due Date
	%
	Value £k (ex VAT)

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	FINAL (Payment should be subject to a reasonable retention based on % of total cost) 
	Satisfactory delivery of all work under the Contract
	
	
	

	Total 
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Section 3 –RESOURCE PROFILE TEMPLATE - DETAIL (Delete if not used)
(To be completed by the Contract lead)

Applicable Rate(s) (from Rate Card)

	Ref
	Role Name
	Resource
	Partner 
	Grade / Level & Discipline/ Specialism)
	RC
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8
	Week 9 
	Week 10
	Total 

	eg
	Risk Mgr
	John Smith
	xx
	PC Risk – L4
	1
	1
	0.5
	
	0.5
	
	
	0.5
	0.5
	0.5
	0.5
	£xx

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Completed By	……………………….. 					Date ………………………………… 

Approved By ……………………….. 					Date …………………………………
(Task Delivery Manager) 



	
7.xx – Payment Terms

	Milestone/Stage Payments
(see clause xx) 
	|_|

	 Monthly 
(applicable to Tasks with deliverables where provision has been made for monthly payments)

	|_|



Section 3a – Authorisation – PDP Tasking Order Form
(to be completed by the Demanding Authority)

	To be completed by Task Order Delivery Manager 

	In accordance with this PDP Tasking Order:

	a.  I can confirm that:
i. The FTE days effort, material and Sub-Contractor costs detailed within the Contractor quotation as at xxx are commensurate with the work involved. 
ii. All GFA required in support of this task, as detailed at section xxx will be made available to the Contractor within the required timescales. 
iii. The Target date for completion of the task is acceptable.

	Name 
	
	Signature
	

	Role 
	

	Date
	

	To be completed by DT Finance 

	In accordance with this Tasking Order:

	I am content that funding is available for this Task Order. 

	Name 
	
	Signature 
	

	Role 
	

	Date
	

	To be completed by Authority Delivery Team (Commercial) 

	I can confirm that:
i. Task <Insert Task no xxx> has been approved at a Limit of Liability / Firm Price (Delete as appropriate) of £……………….


	Name 
	
	Signature
	

	Role 
	

	Date
	





Section 3b –Rejection 
(to be completed by the Demanding Authority)

	To be completed by Task Order Delivery Manager 

	In accordance with this PDP Tasking Order: Form

	a. I can confirm that:
i. The quotation provided by the Contractor has been rejected for the following reasons
<Please Populate with justification of rejection>

	Name 
	
	Signature
	

	Role 
	

	Date
	

	To be completed by Authority Delivery Team (Commercial)

	I can confirm that:
i. You are required to submit a re-drafted xxx in accordance with the comments above. 

ii. The new quote should be received within ten working days from the date of the Authority Delivery Team Commercial signature.

iii. The Authority does not wish to pursue this requirement.
 

	Name 
	
	Signature
	

	Role 
	

	Date
	








Section 4 – Task Acceptance & Closure Form 
 (to be completed by the Contractor and approved by Task Delivery Manager)

	To be completed by Contractor: 

	No 
	Activity / Deliverable 
	Key Milestone
	Evidenced 

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	

	Approved and completed Time Sheets / cost evidence attached (as appropriate)
	

	Skills Transfer Complete 
	

	Completed Personnel Performance Questionnaire 
	

	Total Firm Price ((ex VAT) £)
Total Limit of Liability {delete as necessary}
	

	To be completed by Contractor:

	I can confirm that the task is completed in its totality.  

	Name 
	
	Signature
	

	Role 
	

	Date
	









	To be completed by Task Order Delivery Manager:

	I am content PDP Task Order xx is complete and can be closed down. I can confirm all deliverables have been received, all the payments have been made and identified an appropriate person to receipt on CP&F, where appropriate, all GFA has been returned to the Authority.  
 

	Name 
	
	Signature
	

	Role 
	

	Date
	






Section 5 – Change Authorisation Form  
(to be completed by the Contractor and approved by Task Delivery Manager)

	To be completed by Contractor: 

	A: Changes to Original Statement of Work 

	Please outline the following in the box below

	1
	The nature of the change; 

	2
	The instigator of the change (Contractor / Authority); 

	3
	Reason for the change;

	4
	Any changed to the agreed Acceptance Criteria in the Tasking Order.

	5
	If the changes were instigated by the Authority, please attach evidence of the agreement. 

	Response

	

	B: Revised Statement of Work:

	Please outline in the box below how the work will be completed to fulfil the scope of the task, along with a schedule and any additional GFA required. If required, attach an annex.  

	Response: 

	

	C: Implication to Agreed Timeframes 

	Please outline the following in the box below

	1
	Increase / Decrease to number of days required;

	2
	Amended start date;

	3
	Amended end date; 

	4
	Amended number of days / weeks.

	Response 

	

	D: Impact on LOL / Firm Price Quotation 

	Please outline in the box below the impact of the change on the Price Quotation in Tasking Order xx. This should include a breakdown of the new price.

	Response:

	

	To be completed by Task Order Delivery Manager / Lead :

	I can confirm that:

i. The man hour’s effort, material and Sub-Contractor costs detailed within the Contractor quotation as at section xx above are commensurate with the work involved. 

ii. All GFA required in support of this task, as detailed at section xx above will be made available to the Contractor within the required timescales. 

iii. Further QA and/or Safety assurance has been sought where required.

iv. The target date for completion of the task is acceptable.

A business case reference…………. …………..has been raised for authorisation (if required).

	Name 
	
	Signature
	

	Role 
	

	Date
	

	To be completed by DT Finance: (only if there is a change in the price) 

	In accordance with this Change Authorisation Form and Tasking Order:

	I am content that funding is available for this Task Order. 

	Name 
	
	Signature 
	

	Role 
	

	Date
	

	To be completed by Authority Delivery Team (Commercial) 

	I can confirm that:
i. Task <Insert Task no xxx> has been approved at a revised Firm Price of £……………….



	Payment on satisfactory completion of all work in accordance with the agreed acceptance criteria in the sections above and Tasking Order if there has been no change. 

	Name 
	
	Signature
	

	Role 
	

	Date
	





Appendix 2

Continuous improvement plan


SCHEDULE C: CONTRACT MANAGEMENT: APPENDIX 2 CONTINUOUS IMPROVEMENT PLAN

(Contractor to provide their Continuous Improvement Plan in their Tender Response)



Appendix 3

FINANCIAL MANAGEMENT REPORTING REQUIREMENTS
1. The Contractor shall collate and report financial data to the Authority in accordance with this Appendix 3 (Financial Management Reporting Requirements). In the course of providing such data shall:
For Resources and Specific Tasks, include the following information:
details of the time spent by each Member of the Personnel in carrying out their responsibilities under each applicable Approved Tasking Order, including copies of any relevant invoices issued by such Personnel; T&S Costs incurred by such Personnel; and the rate of utilisation of the budget for such Personnel set out in each applicable Approved Tasking Order;
[bookmark: _Ref471337985]if the events set out in this Paragraph 1.1.2 have occurred, notification that:

the rate of utilisation of the budget for Personnel set out in each applicable Approved Tasking Order has reached or exceeded 85%; 

activities against the agreed firm price in relation to an Approved Tasking Order for a Specific Task has reached or exceeded 85%; or

that the remaining duration of such Approved Tasking Order is less than one (1) Month;

profiled forecasts of anticipated future expenditure by the Authority under each applicable Approved Tasking Order;
a list identifying each Member of the Personnel working under each applicable Approved Tasking Orders, which includes its grade/level (identified by reference to the PM, PC and ILog Function Role Profiles) and the number of Working Days (or part of Working Days) it has carried out work under the relevant Approved Tasking Order; and 
the Milestone Payments anticipated to fall due in respect of each relevant Specific Task during the course of the Month following the date such data is provided.
The Contractor Group shall at all times maintain and make available to the Authority, information, documents, records and other material in the possession of, or available to, any COI Associate that relates to the Services, including information, documents, records and other material relating to the costs incurred by the Contractor in carrying out the Services and the compliance of the Contractor with Paragraphs 8.4 to 8.7 (inclusive) of Schedule A (Requirements). The Authority may examine these records for any purpose relating to the Services including to verify if a cost of the Contractor is an Allowable Costs; to verify any other matter relating to the Fees; or to monitor the Contractor's performance of its obligations under this Agreement. The Contractor shall ensure that all members of the Contractor Group keep all and any books of account relating to the Services in accordance with the UK Generally Accepted Accounting Principles and ensure that they show (where applicable) in detail:
[bookmark: _Ref471338090]the Contractor Group's most up-to-date consolidated income statement and audited financial statements for each of the annual financial periods;
the Contractor Group's management accounts for the period since the date of the information provided pursuant to Paragraph 2.1;
timesheets and records of expenses of any employee of the Contractor Group that relates to the provision of the Services;
a list of any person and details of the payroll of such person that carries out work relating to the Services;
a copy of all invoices detailing any additional costs relating to an Approved Tasking Order and agreed by the Authority;
any Sub-contractors' audited financial statements that will include a cost breakdown between administrative overheads, expenditure and profit relating to the Services;
details of how the cost to the Contractor Group of providing the Services is split between the members of the Contractor Group;
a list of all Approved Tasking Orders, categorised by domain, operating centre, financial value and (if applicable) grade/level of the Member of the Engaged Personnel (identified by reference to the PM, PC and ILog Function Role Profiles) required;
costs incurred by the Contractor associated with performance of the Services at a site other than the Authority's premises at Abbey Wood.
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APPENDIX 4

DE&S Programme Delivery Partner – Pre-Mobilisation Checklist

	Member of Personnel 
Name: 
	

	Role Profile:
	

	Job Code:
	

	Task Order ID: 
	
	Date of Request
	

	Task Order Lead 
	

	Operating Centre 
	



Key Milestones
	PM, PC and ILog Function Role Profile 
	Conflict of Interest check complete 
	Security Clearance
	Contractor Training
	Authority Training
	Functional Training
	Task Order Standards
	Confirmations 
	SQEP Complete 

	
	
	
	
	
	
	
	
	



	CV screened by Authority to Confirm it meets PM, PC and ILogFunction Role Profile
	

	Conflict of Interest check complete 
	

	Security Clearance 
	

	
	Date Complete

	Contractor required Mandatory Training
	Examples: 
	

	
	Induction
	

	
	Site Induction
	

	
	Systems overview
	

	Authority required Mandatory Training
	Health & Safety 
	

	
	Fire Awareness
	

	
	Display screen equipment
	

	
	Protecting Information
	

	
	Site & DE&S Introduction 
	

	
	General Security Threat Briefing 
	

	
	Diversity & Inclusion
	

	Authority Required Training within 20 Days of commencing a Task
	IT/IS induction 
	

	
	Defence Information Management Passport 
	

	Functional pre-deployment Training
	Introduction to the Engineering Function 
	

	Individual Letter of Placement Agreement Signed and returned to PDP ADT Lead 
	

	Privilege and Confidentiality Agreement Signed and returned to PDP ADT Lead
	

	Task Order specified additional standards, including UK National only or Training 
	

	Confirmation Contractor has provided Member of Personnel with 
	The details of their Task Order Lead or delegate and details of where/when to arrive
	

	
	IT Systems access in accordance with the requirements of the Approved Tasking Order 
	

	
	Access to the Self-Support System
	

	Confirmation Contractor has provided the Task Order Lead with details of Member of Personnel  
	Full Name 
	

	
	Entity  email address 
	

	
	Mobile phone number
	

	
	Personal Unique ID (PUID) 
	

	
	Security Clearance 
	

	
	PDP Contractor Delivery Team Point of Contact 
	



	Approved By: 

	
	Date:
	

	Signed by Approver: 

	
	Signed by Member of Personnel: 
	




