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Date: 14 October 2020 
 
23Red 
20 Northdown Street 
London 
N1 9BG 
 
Dear Sirs 
 
Letter of Appointment 
This letter of  Appointment is issued in accordance with the provisions of the Framework Agreement 
(RM3774) between CCS and the Agency, dated 30th September 2020. 
Capitalised terms and expressions used in this letter have the same meanings as in the Call-Off 
Terms unless the context otherwise requires. 
 
Order Number: TBC 

From: Environment Agency ("Client") 

To: 23Red ("Agency") 

  
Ef fective Date:  1st October 

Expiry Date: 
  
  

End date of Initial Period 30th September 2021 
End date of Maximum Extension Period 30th September 2022 
Minimum written notice to Agency in respect of extension:Four 
weeks 

  
Services required: 
  
  

Set out in Section 2 (Services offered) and refined by: 
·  the Client’s Brief attached at Annex A and the Agency’s 
Proposal attached at Annex B and Annex C. 

  
Key Individuals: Environment Agency –   

Defra –  
23Red –  

[Guarantor(s)] N/A 

  
Call Of f  Contract Charges 
(including any applicable 

£60,000 
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• Provide full campaign identity guidelines, to be used 

internally and with partners, to explain how it’s to be used 
across multiple channels; 

 
• Work with our partnership marketing agency to understand 

the needs of partners supporting the campaign and 
incorporate this into any creative thinking; 
 

• Develop agreed list of materials and assets to be used 
across owned, paid-for and partner channels both digital 
and offline for a range of audiences; 
 

• Test any chosen concepts with key audiences to provide 
robust evidence to support the final creative approach. 

 
The initial, tested, creative concept needs to be approved by the 
end of November 2020, in order to have all core assets available 
by the end of January 2021 in time for the new season launch in 
February. (Exact dates to be agreed.) 
 
This is a long-running campaign that uses a variety of multi-
media tactics to reach our audiences. It’s important that the new 
concept can be adapted across channels including offline activity, 
digital activity and online advertising.  
 
The full list of required assets will be agreed and budgeted with 
the successful agency, but as a basis for quoting, we will need:  
 

• assets that can be used on social media such as 
infographics, statics, animations and video including 
templates and guidance for future asset creation (intro 
– name tag, outro – end card, style of subtitles etc); 
 

• online advertising for digital display and social media; 
 

• direct marketing templates including emails and letters; 
and 
 

• point of sale materials including posters and postcards. 
 

This is an Environment Agency campaign, so it will need to 
consider the Environment Agency corporate identity (see 
Appendix B) as well as being flexible enough to work alongside 
partner branding.  
 
All assets will need to adhere to the latest GCS accessibility 
guidance (see Appendix C for further detail). 
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The quality of the creative approach as 
measured by initial recommendations 

Quality 80% 

Evidence that timescales and project 
management processes works for our 
required campaign schedule 

Timescales 
5% 

 
Evaluation of the proposals will use the following marking scheme:  
 
Mark Comment 
10 Excellent: Addresses all of the requirements and 

provides a response with relevant supporting 
information which does not contain any 
weaknesses, giving the Agency complete 
confidence that the requirements will be met 

8 Very Good: Addresses all of the requirements and 
provides a response with relevant supporting 
information, which contains very minor weaknesses, 
giving the Agency high confidence that the 
requirements will be met. 

6 Good: Addresses all of the requirements and 
provides a response with relevant supporting 
information, which contains minor weaknesses, 
giving the Agency reasonable confidence that the 
requirements will be met. 

4* Satisfactory: Substantially addresses the 
requirements and provides a response with relevant 
supporting information which may contain moderate 
weaknesses, but gives the Agency some confidence 
that the requirements will be met. 

2 Weak: Partially addresses the requirements, or 
provides supporting information that is of limited 
relevance or contains significant weaknesses, and 
therefore gives the Agency low confidence that the 
requirements will be met. 

0 Nil: No response of provides a response that gives 
the Agency no confidence that the requirements will 
be met. 

*Any tender scoring 4 or below will be deemed non-compliant. 
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ANNEX B AND C 
Agency Proposal and Pitch 

 

Appendix B

 
Appendix C

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Part 1:  Call-Off Terms 
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