
ORDER FORM

Framework Agreement

FROM 
	Authority (“Customer”)
	The Pensions Regulator

	Service address
	To be delivered to: The Pensions Regulator, Napier House, Trafalgar Place, Brighton, BN1 4DW

	Invoice address
	Finance team, The Pensions Regulator, Napier House, Trafalgar Place, Brighton, BN1 4DW

	Contact ref
	Name: xxxxxxxxxxxx
Phone: xxxxxxxxxxxxxxxx
Email: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Order number
	To be quoted on all correspondence relating to the Order:
TPR600/021
Purchase order to be provided to enable invoice payment following sign-off of this Order.

	Order date
	28th June 2015


TO 
	Provider
	IFF

	For the attention of:
Email

Phone
	xxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxx

	Address
	IFF Research
Chart House

16 Chart Street
London
N1 6DD




	1. Services requirements

	1.1 Services (and Deliverables) required: see Schedule 1 - Services and Schedule 2 - SOW

	1.2 Commencement date: 28/07/2015

	1.3 Price payable by Authority: see Schedule 3 - Pricing

	1.4 Completion date: 
Wave 1 & 2 – 30th November 2015

Wave 3 (optional) – 31st March 2016


	2. Additional requirements

	2.1 Supplemental requirements in addition to Call-off Terms and Conditions: see Schedule 4 – Additional clauses

	2.2 Variations to Call-off Terms and Conditions: N/A


	3. Performance of the Services (and Deliverables)

	3.1 Key personnel of the Provider to be involved in the Services (and Deliverables): see Schedule 5 – Key personnel

	3.2 Performance standards: as per Framework Agreement

	3.3 Location(s) at which the Services are to be provided: To be delivered to: The Pensions Regulator, Napier House, Trafalgar Place, Brighton, BN1 4DW

	3.4 Quality standards: as per Framework Agreement

	3.5 Contract monitoring: see Schedule 6 – Contract management


	4. Confidential information

	4.1 The following information shall be deemed Commercially Sensitive Information or Confidential Information: see Schedule 7 – Commercially Sensitive Information                                                       

	4.2 Duration that the information shall be deemed Commercially Sensitive Information or Confidential Information: 2 years


BY SIGNING AND RETURNING THIS ORDER FORM THE PROVIDER AGREES to enter a legally binding contract with the Authority to provide the Service specified in this Order Form together with, where completed and applicable, the mini-competition order (additional requirements) set out in section 2 of this Order Form. Incorporating the rights and obligations in the Call-Off Terms and Conditions set out in the Framework Agreement entered into by the Provider and UK SBS on [Insert date as Appropriate] and any subsequent signed variations to the terms and conditions.

For and on behalf of the Provider:-
	Name and title
	xxxxxxxxxxx, Director

	Signature
	

	Date
	28 July 2015


For and on behalf of the Authority-
	Name and title
	xxxxxxxxxxxxxx, Senior Procurement Adviser

	Signature
	

	Date
	28 July 2015


Schedule 1 
Services
The scope of this requirement is to commission research to improve the regulator’s evidence base regarding the volumes of DC and hybrid schemes that (a). will need to comply with legislative requirements introduced in April 2015 and (b). are likely to not comply on-time. Specifically schemes are required to ensure that they:

· Meet new governance standards and explain how they have done so in an annual chair’s statement;

· Have an appointed chair of their trustee board and;

· Are compliant with the new charge controls where the scheme is being used by employers to comply with their duties under automatic enrolment legislation. 

The Authority requires evidence to ensure adequate readiness of our compliance and enforcement operations. 
Therefore the Authority wishes to conduct a multi-wave survey among relevant schemes. For the purposes of this research relevant schemes include pure DC schemes and hybrid schemes of micro, small, medium and large size. 
The methodology for this survey will be as follows:
· A telephone (CATI) survey comprising two waves with 380 schemes interviewed for each wave 

· Wave 1 – to be conducted in August 2015 

· Wave 2 – to be conducted in October 2015 

· Wave 3 – an option should be included to conduct an additional third wave of research in January or February 2016

Deliverable requirements are as follows:

· Dataset in SPSS format to be provided upon completion of each wave of research

· Data tables in Excel to be provided upon completion of each wave of research

A merged SPSS dataset and data tables in Excel format to include all data are also required upon completion of wave 1 and wave 2 of the research. 

If the option to conduct a third wave of research is taken a final dataset and data tables including data for all 3 waves will be required. 

A report of the findings is not required from the contractor since the Authority will perform the analysis and reporting of findings itself in-house.

Objectives

The main aim of the research is to develop a detailed understanding regarding the volumes of DC and hybrid schemes that:

(a). will need to comply with legislative requirements introduced in April 2015 and 

(b). are likely to not comply on-time with these requirements.

This information will allow the Authority to ensure adequate readiness of the DC Compliance and Enforcement operations. 

Schedule 2 
Statement of work

1.1 The total number of interviews per wave will be 380. The breakdown of these interviews across different audience types is shown below (though may be subject to change):

	Scheme Size
	Number of available scheme records per wave
	Number of scheme records supplied per wave
	Number of interviews per wave
	Total per wave

	
	Pure DC
	Hybrid
	Pure DC
	Hybrid
	Pure DC
	Hybrid
	

	Micro
	>2,000
	2,000
	N/A
	N/A
	200

	Small
	1,413
	262
	300
	262
	30
	30
	60

	Medium
	424
	436
	300
	300
	30
	30
	60

	Large
	181
	211
	181
	211
	30
	30
	60

	Total
	380


1.2 The following deliverables will be provided:

· Dataset in SPSS format to be provided upon completion of each wave of research

· Data tables in Excel to be provided upon completion of each wave of research

A merged SPSS dataset and data tables in Excel format to include all data are also required upon completion of wave 1 and wave 2 of the research. 

If the option to conduct a third wave of research is taken a final dataset and data tables including data for all 3 waves will be required. 

A report of the findings is not required from the contractor since the Authority will perform the analysis and reporting of findings itself in-house.

Timetable

	Task
	Date
	Responsibility

	Project inception
	28 July 
	TPR / IFF

	Questionnaire and set up

	Questionnaire provided by TPR
	28 July
	TPR

	Questionnaire reviewed
	28-30 July
	IFF

	Questionnaire agreed and signed off
	3 August
	TPR / IFF

	CATI/Online set up and testing
	4 August – 10 Aug
	IFF

	Wave 1

	Wave 1 sample to IFF
	By 31 July
	TPR

	Advance letter sent by email
	4 Aug
	IFF

	CATI fieldwork (online if micro schemes prefer)
	11 Aug – 27 Aug
	IFF

	Online follow up fieldwork 
	27 Aug – 4 Sep
	IFF

	Reminder email to online non-responders
	2 Sep
	IFF

	Topline data
	7 Sep
	IFF

	Clean, coded data (Excel tables and SPSS)
	11 Sep
	IFF

	Wave 2
	
	

	Wave 2 sample to IFF
	By 17 Sep
	TPR

	Advance letter sent by email
	21 Sep
	IFF

	CATI fieldwork (online if micro schemes prefer)
	28 Sep – 16 Oct
	IFF

	Online follow up fieldwork
	12 Oct – 23 Oct
	IFF

	Reminder email to online non-responders
	21 Oct
	IFF

	Topline data
	26 Oct
	IFF

	Clean, coded data (Excel tables and SPSS)
	30 Oct
	IFF

	Wave 3 (if commissioned) 2016
	
	

	Wave 2 sample to IFF
	By 7 Jan
	TPR

	Advance letter sent by email
	11 Jan
	IFF

	CATI fieldwork (online if micro schemes prefer)
	18 Jan – 5 Feb
	IFF

	Online follow up fieldwork
	1 Feb – 12 Feb
	IFF

	Reminder email to online non-responders
	10 Feb
	IFF

	Topline data
	15 Feb
	IFF

	Clean, coded data (Excel tables and SPSS)
	19 Feb 
	IFF


Schedule 3 
Pricing
Waves 1 & 2

	Stage
	Unit cost
	Cost (exclusive of VAT)

	Set-up (including meetings, development of research materials, etc.)
	xxxx days Director @ £xxxx
xxxx days  Senior Research Manager @ £xxx
xxx days Research Executive @ £xxx
xxx days Data Processing @ £xxx
	£xxxxxxxxxx

	Per interview cost (including any associated procurement or incentive costs where relevant)
	760 CATI interviews @ £xxxx
160 online interviews @ £xxxx
	£xxxxxx
£xxx

	Statistical analysis & reporting costs
	xx days  Senior Research Manager @ £xxx
xx days Research Executive @ £xxxx
xxx days Data Processing @ £xxxx
xxx days Coding @ £xxxx
	£xxxxxxx

	Additional costs (please specify)
	Project management

X day Director @ £xxx
xxx days Senior Research Manager @ £xxxx
xx days Research Executive @ £xxx
Travel allowance

£xxxfor 3 people rail fare to Brighton for inception meeting
	£xxxxxxx
£xxx

	DISCOUNT
	-
	xxxxx

	Total
	
	£21,000 + VAT


Wave 3 (optional)
	Stage
	Unit cost
	Cost (exclusive of VAT)

	Set-up (including meetings, development of research materials, etc.)
	xxxx days  Senior Research Manager @ £xxx
xxx days Research Executive @ £xxx

xxx days Data Processing @ £xxx
	£xxxx

	Per interview cost (including any associated procurement or incentive costs where relevant)
	380 CATI interviews @ £xxxx
80 online interviews @ £xxxx
	£xxxxx
£xxx

	Statistical analysis & reporting costs
	xx days  Senior Research Manager @ £xxx
xx days Research Executive @ £xxxx
xxx days Data Processing @ £xxxx
xxx days Coding @ £xxxx
	£xxxxxxx

	Additional costs (please specify)
	Project management

X day Director @ £xxx
xxx days Senior Research Manager @ £xxxx
xx days Research Executive @ £xxx

	£xxxxx

	DISCOUNT
	-
	xxxxxx

	Total
	
	£8,000 + VAT


Schedule 4 
Additional clauses
 The Pensions Act 2004– Section 82 Restricted information

1) The parties acknowledge and agree that restricted information (as defined in clause 4) must not be disclosed:

i) by the Customer; or 

ii) by any person who receives the information directly or indirectly from the Customer. 

Subsection (1) is subject to:

iii) clause 46.3; and 

iv) sections 71(9), 83 to 88 and 235 of the Pensions Act 2004. 

Subject to section 88(5) of the Pensions Act 2004, restricted information may be disclosed with the consent of the person to whom it relates and (if different) the person from whom the regulator obtained it.

For the purposes of this clause 46, ‘restricted information’ means any information obtained by the Customer in the exercise of its functions which relates to the business or other affairs of any person, except for information:

v) which at the time of the disclosure is or has already been made available to the public from other sources; or 

vi) which is in the form of a summary or collection of information so framed as not to enable information relating to any particular person to be ascertained from it. 

The parties acknowledge and agree that any person who discloses information in contravention of this section is guilty of an offence and liable:

vii) on summary conviction, to a fine not exceeding the statutory maximum, or imprisonment for a term not exceeding 12 months, or both; 
viii)  on conviction on indictment, to a fine or imprisonment for a term not exceeding two (2) years, or both.
Schedule 5 
Key personnel
Provider project team 
	Director
	xxxxxxx
xxxxxxxxxxxxxxxxxxxxxxx



Authority project team

	Lead Researcher
	xxxxxxx

xxxxxxxxxxxxxxxxxxxxxxx



Schedule 6 
Contract management
The Authority expects the Provider to meet the following standards, as a minimum:

	Service level standards

	To provide a list of all team members who will work on a specific project and their respective responsibilities

	Provision of regular status reports of all work as it progresses in a consistent format. The frequency of these needs to be agreed with the Authority 

	Provision of contact reports within two working days of each Authority meeting in consistent format

	Deadlines for approval must at all times be reasonable and realistic, enabling UK SBS and/ or the Authority sufficient time to thoroughly check the work and attain appropriate approvals where necessary, by giving a minimum of 14 Workings Days to inspect and subsequently approve the Deliverables, subject to Clause B1-5

	An experienced named Account Manager to work on the project, to act as the key contact between the Contractor and the Authority and to attend all status meetings 

	Prompt responses to request for information or clarification from UK SBS, and/ or the Authority

	Regular confirmation that work is proceeding to schedule

	Participation in end-of-project review meetings where these are specified by UK SBS and/ or the Authority 

	To ensure that any Service Levels that may be detailed in any Call-Off Contract, are satisfactorily being met or exceeded, in the performance and delivery of the Services


Additional contract management requirements are as follows:
	Contract management and monitoring

	Status updates as required via telephone/conference call 

	The project inception meeting

	Response within 24 hours to all requests and enquires unless otherwise agreed between both parties


Schedule 7 
Commercially sensitive information

Please list any information that is either: 

Commercially sensitive;

Provided in confidence; and/or

Personal data.

Commercially sensitive information would include information relating to a party, its Intellectual property rights or its business or which is indicated by that party that, if disclosed, would cause it significant disadvantage or material financial loss which has been provided to the Authority in confidence for a period to be set out in this schedule; and/or which constitutes a trade secret.

Please be aware that the regulator may consult with the supplier to inform its decision regarding any exemptions and redactions but the regulator shall have the final decision in its absolute discretion; the supplier is requested to assist and cooperate with the regulator to enable any agreement or contract to be published.

Please also be aware that the Authority may publish all contracts of greater value that £10,000 on the government Contracts Finder website.

N.B. It will be interpreted by a nil response to this schedule that the contract is wholly acceptable for publication

Please complete the form below detailing all information that you would request be redacted prior to contract publication followed by the classification (under the Freedom of Information Act) of the information.  These will be one of the following:

S40 - Information is personal data

S41 - Information was provided in confidence

S43 - Information is commercially sensitive
(For commercially sensitive redaction requests, please set out below why you consider the information to be commercially sensitive.)

	
	Information redaction request 
	Information classification 

(S40 / S41 / S43)

	
	The number of days and our day rates shown in schedule 3. If these are shown our competitors would be able to work out our costing assumptions and gain an unfair advantage for future tenders
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