[bookmark: 1vsw3ci][bookmark: 4fsjm0b]DPS FRAMEWORK SCHEDULE 4: LETTER OF APPOINTMENT AND CONTRACT TERMS
Part 1:  [bookmark: 2uxtw84]Letter of Appointment
[bookmark: 1a346fx]
[bookmark: 3u2rp3q]
[bookmark: odc9jc]Dear Sirs
[bookmark: 38czs75]
[bookmark: 1nia2ey]Letter of Appointment
[bookmark: 47hxl2r]
[bookmark: 2mn7vak]This letter of Appointment dated to be completed at contract award, is issued in accordance with the provisions of the DPS Agreement (RM6018) between CCS and the Supplier.
[bookmark: 11si5id]Capitalised terms and expressions used in this letter have the same meanings as in the Contract Terms unless the context otherwise requires.
[bookmark: 3ls5o66]
	Order Number:
	TBC

	From:
	Cabinet Office  ("Customer")

	To:
	CM Monitor (Britain Thinks) Ltd ("Supplier")


 
	Effective Date: 
	1st July 2020

	Expiry Date:
 
 
	End date of Initial Period 30th June 2022
End date of  Extension Period 30th June 2023
50% variation option
Minimum written notice to Supplier in respect of extension 3 weeks 



 
	Services required:
 
 
	Set out in Section 2, Part B (Specification) of the DPS Agreement and refined by:
·  the Customer’s Project Specification attached at Annex A and the Supplier’s Proposal attached at Annex B; 



 
	Key Individuals:
	Supplier:
REDACTED

Customer 
REDACTED 

	[Guarantor(s)]
	N/A


 
	Contract Charges (including any applicable discount(s), but excluding VAT):
	The contract charge is up to a maximum of £660,000.00 inclusive of extension option (Exc VAT). The specific value will depend on the scope, quantity, frequency and prices of different work packages the Customer will commission from the Supplier during the contract period.

(See Part 3 – Supplier Costings, of this document for details. This shows the maximum day rates the Supplier will charge for various staff graded, under contract).

	Insurance Requirements
	Additional public liability insurance to cover all risks in the performance of the Contract, with a minimum limit of £1 million for each individual claim.


	Liability Requirements
	Suppliers limitation of Liability (Clause 18.2  of the Contract Terms);


	Customer billing address for invoicing:
	REDACTED



 
	GDPR
	See Schedule 7 (Processing, Personal Data and Data Subjects)

	Alternative and/or additional provisions (including Schedule 8(Additional clauses)):
	REDACTED



[bookmark: 20xfydz] 
FORMATION OF CONTRACT
[bookmark: 4kx3h1s]BY SIGNING AND RETURNING THIS LETTER OF APPOINTMENT (which may be done by electronic means) the Supplier agrees to enter a Contract with the Customer to provide the Services in accordance with the terms of this letter and the Contract Terms.
[bookmark: 302dr9l]The Parties hereby acknowledge and agree that they have read this letter and the Contract Terms.
[bookmark: 1f7o1he][bookmark: 3z7bk57]The Parties hereby acknowledge and agree that this Contract shall be formed when the Customer acknowledges (which may be done by electronic means) the receipt of the signed copy of this letter from the Supplier within two (2) Working Days from such receipt
For and on behalf of the Supplier:                            For and on behalf of the Customer:

Name and Title:                                                           Name and Title:

REDACTED	REDACTED

Signature:                                                                    Signature:
[bookmark: 2eclud0]Date:                                                                            Date:
[bookmark: thw4kt]
ANNEX A
Customer Project Specification
 
1. [bookmark: _Toc368573027][bookmark: _Toc41028681]PURPOSE
0.1 [bookmark: _Toc296415791][bookmark: _Toc368573028][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]The Cabinet Office are looking for an agency to perform research and insight projects. The confirmed research projects are:
0.1.1 REDACTED
0.1.2 REDACTED
0.2 In addition to the above confirmed research projects, the successful agency will be contracted to function as a ‘standby agency’ to perform additional ad-hoc pieces of research and insight on behalf of the CO as and when required. 
0.3 The agency will be required to undertake research of UK and international audiences.
0.4 The call-off Contract will be for two (2) years with an option to extend for a further year (2+1). The call-off Contract value will be for up to £660,000, with the option to extend.
1. [bookmark: _Toc41028682]BACKGROUND TO THE CONTRACTING AUTHORITY
1.1 [bookmark: _Toc368573029]The Business Unit herein referred to as the Authority sits within the Communications directorate of the Cabinet Office. 
1.2 [bookmark: _Toc41028683]REDACTED
2. BACKGROUND TO REQUIREMENT/OVERVIEW OF REQUIREMENT
2.1 [bookmark: _Toc297554774]The Authority are looking to appoint an agency to perform research and insight projects. The two confirmed projects include:
2.1.1 REDACTED
2.2 The agency will be expected to have the capability to be able to undertake research of international audiences, as well as domestic audiences in the UK.
3. [bookmark: _Toc41028684][bookmark: _Toc368573030]DEFINITIONS 
	Expression or Acronym
	Definition

	REDACTED
	REDACTED

	HMG
	means Her Majesty’s Government.


4. [bookmark: _Toc41028685]SCOPE OF REQUIREMENT 
4.1 The proposed research will support the following communications objectives:
4.1.1 [bookmark: _Toc368573031][bookmark: _Toc41028686]REDACTED
5. THE REQUIREMENT
5.1 The call-off Contract will be for two (2) years with an option to extend for a further year (2+1). The call-off Contract value will be for up to £660,000, with the option to extend.
5.2 The confirmed projects for this contract are as follows:
5.2.1 [bookmark: _Toc368573032]REDACTED
5.3 The Contract should also enable the Authority to quickly commission ad-hoc research which may need to delivered at pace. This will support a wide variety of REACTED priorities such as REDACTED. The agency will be expected to respond to ad-hoc research requirements within 72 hours of commission, with the commission to begin within a week. 
5.4 The agency will be expected to undertake research for UK and international audiences.

6. [bookmark: _Toc41028687]KEY MILESTONES AND DELIVERABLES
6.1 The following Contract milestones/deliverables shall apply:

	Milestone/Deliverable
	Description
	Timeframe or  Delivery Date

	1
	REDACTED: a detailed report outlining the research findings supporting the Authority’s communications objectives REDACTED, with ongoing strategic guidance and recommendations for campaign optimisation.
This may also include regular weekly/monthly check-ins, consistent debriefs of insight findings throughout campaign delivery as well as onsite presentations to key REDACTED stakeholders.

	2 weeks after contract award

	2
	REDACTED: 

	REDACTED 

	3
	Ad-hoc research requirements at pace: delivery of research requests as agreed during the commissioning process.
	Response within 72 hours of commissioning, commencing research within 1 week


[bookmark: _Toc302637211]
7. [bookmark: _Toc368573033][bookmark: _Toc41028688]MANAGEMENT INFORMATION/REPORTING
7.1 Evaluation of progress will be required on a weekly basis throughout the duration of the contract via telephone calls, video conferencing and face-to-face meetings. 
7.2 [bookmark: OLE_LINK6]Management information and reporting requirements for confirmed and further ad-hoc research projects will be agreed as part of the commissioning process. It is expected that the Supplier will provide regular updates to the Authority throughout the life of the project and that there may be more formal meetings at key milestones / decision points. 
7.3 As noted in section 6.5 where ad-hoc research requirements emerge, the Supplier will respond within 72 hours of commission, with research ready to commence within a week. 
7.4 [bookmark: OLE_LINK7]It is expected that the Supplier will work in an open, transparent and collaborative way and routinely share key information and documentation with the Authority. This includes the routine delivery of a consolidated schedule detailing all research projects with associated costs at all stages of the research lifecycle (from scoping through to delivery).
7.5 Where ad-hoc research requirements emerge, the Supplier will respond within 72 hours of commission, with research ready to commence within a week.
8. [bookmark: _Toc368573034][bookmark: _Toc41028689]VOLUMES
8.1 [bookmark: _Toc368573035]There are two confirmed pieces of research; further research projects will be required on an ad-hoc basis for the duration of the Contract.
9. [bookmark: _Toc41028690]CONTINUOUS IMPROVEMENT
9.1 The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.
9.2 The Supplier should present new ways of working to the Authority during monthly Contract review meetings. 
9.3 Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented.
10. [bookmark: _Toc41028691]SUSTAINABILITY
10.1 [bookmark: _Toc368573036]Any assets produced should be reusable by HMG. The agency should consider sustainable methods to collate the data and insight required. 
11. [bookmark: _Toc41028692]QUALITY
11.1 [bookmark: _Toc368573037]The quality of services delivered will be measured in line with the SLAs within table 15.1 of this document and of Framework RM6018.
12. [bookmark: _Toc41028693]PRICE
12.1 The budget for the activities outlined in this procurement will be: 
12.1.1 REDACTED
12.1.2 REDACTED
12.2 Bids received over the above allocated budgets will be deemed non-compliant and the Potential Provider excluded from the competition.
12.3 [bookmark: _GoBack]Additional ad-hoc research projects as and when required within maximum remaining contract value of REDACTED
12.4 Prices are to be submitted via the e-Sourcing Suite Attachment 4 – Price Schedule excluding VAT and including all other expenses relating to Contract delivery.
13. [bookmark: _Toc368573038][bookmark: _Toc41028694]STAFF AND CUSTOMER SERVICE
13.1 The Supplier shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service.
13.2 The Supplier’s staff assigned to the Contract shall have the relevant qualifications and experience to deliver the Contract to the required standard. 
13.3 The Supplier shall ensure that staff and any subcontractors understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  
14. [bookmark: _Toc368573039][bookmark: _Toc41028695]SERVICE LEVELS AND PERFORMANCE
14.1 The Authority will measure the quality of the Supplier’s delivery by:

	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Delivery Timescales
	Timings to adhere to time scales set out in section 7.1 above
	100%

	2
	Appropriate accreditation and credentials

	Suppliers to supply staff with the appropriate accreditation and seniority for the Requirement to be completed.

	100%

	3
	Number of Meetings or VTCs

	Supplier to attend check-in meetings and/or calls a minimum of once a week.

	100%

	4
	Supplier to respond to requests for ad-hoc research.
	Within 72 hours 
	100%


14.2 [bookmark: _Toc368573040]The Authority will maintain a record of provider adherence to the agreed service level and performance timelines. 
14.3 Any non-adherence will result in performance review meetings between the Authority and the Agency, to provide a full debrief and explanation as to why the service level agreement was not met. An improvement plan will be established here.
14.4 Continued failure to meet the service level agreements, defined as twice within any rolling 3 month period, will trigger a performance review meeting and the drafting and implementation of the improvement plan. This improvement plan must be satisfactorily delivered within 30 days of the agreed plan. 
14.5 Where the Agency fails to deliver a plan to the required standard, the Authority reserves the right to terminate the services in line with Attachment 5 – Call-off Contract Terms and Conditions of RM6018 Research Marketplace.
15. [bookmark: _Toc41028696]SECURITY AND CONFIDENTIALITY REQUIREMENTS
15.1 [bookmark: _Toc368573042]The Supplier will be required to sign a Non-Disclosure Agreement prior to supplying any services.
15.2 The Authority will require site/premises access on request.
16. [bookmark: _Toc41028697]PAYMENT AND INVOICING 
16.1 Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 
16.2 Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
16.3 Invoices should be emailed to REDACTED and posted to: 
	REDACTED
17. [bookmark: _Toc41028698]CONTRACT MANAGEMENT 
17.1 Attendance at Contract Review meetings shall be at the Supplier’s own expense. These should occur on a monthly basis. However, the supplier should be willing to hold these fortnightly if necessary. 
18. [bookmark: _Toc368573043][bookmark: _Toc41028699]LOCATION 
18.1 The location of the Services will be carried out at the Agency’s premises. Meetings will be held either at the Agency’s premises or REDACTED, which shall be confirmed at the inception meeting. Where it is not possible to hold a meeting face-to-face, telephone calls and video conferencing will be used for communication.

[bookmark: 3dhjn8m]
ANNEX B
[bookmark: 1smtxgf]Supplier Proposal
[bookmark: 4cmhg48]
REDACTED 

































Part 2:  [bookmark: 2rrrqc1]Contract Terms

Attached as separate document 

































Part 3:		Supplier Costings 

REDACTED 



Shown below are the Day Rates per Staff Grade that the Supplier will charge under contract. Day Rates include all expenses but exclude VAT and are based on an eight hour working day, excluding lunch breaks. Travel time and costs between Supplier’s personnel residence addresses and place of work are excluded.  

REDACTED 

For the avoidance of doubt, the contract value is up to a maximum of £660,000.00 including all expenses but excluding VAT). The specific value will depend on the scope, quantity, frequency and prices of different work packages the Customer will commission from the Supplier during the contract period.


© Crown Copyright 2018	10

