Annex A to Framework Schedule 4 (Draft Review Meeting Agenda)
Contract Review Agenda
Contract Title:
Contract Ref:
Supplier Name:
Date:
Attendees:
	Name
	Organisation

	
	

	
	

	
	

	
	



Apologies:
	Name
	Organisation

	
	

	
	

	
	

	
	



Agenda: 
	No.
	Item (To be added/deleted as required)
	Owner

	1
	Welcome/Apologies
	

	2
	Action(s) from previous meeting
	

	3
	Supplier Organisation update (including any updates to the Supplier Prospectus)
	

	4
	KPI Performance Update
	

	5
	Supplier Compliance Requirements (in accordance with para 3. of Framework Schedule 4 (Framework Management))
	

	6
	Billing/Invoice Accuracy by the Supplier (has UKEF had to query or challenge any invoice in the last reporting period)
	

	7
	Fee quotes in the last reporting period (including any call-offs in which the Supplier has exceeded fee estimates)
	

	8
	Supplier “Value Added” Services (How many, if any, training events or other “value added” services such as newsletters or secondments has the supplier provided over the last reporting period)
	

	9
	Corporate Social Responsibility/Sustainability
	

	10
	Call-Off Contract progress update
	

	11
	Risk and Issues
	

	12
	AOB
	

	13
	Meeting summary and review of actions
	




Agreed Actions:
	Action 
	Owner
	Due Date
	Update

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Meeting Notes:
· 

