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By signing and returning this cover note, Portfolio Directorate accepts the contents of this Project 

Engagement Letter as being the services required and agrees for Methods to provide the services in 

accordance with the agreed Supplier Proposal under the overarching contract (Lot 3 - Ref 28595), 

with Defra Group and confirms the availability of funding to support recharge for the services.  

  25-11-2022 |  
6:25  GMT28-11-2022 | 12:42 
MT  28-11-2022 | 12:43 GMT 

Supplier engages with Business 

Area to complete. Once agreed, 

Supplier signs front page and 

sends to Business Area  

Business Area signs front page 

and sends to DgC  

On approval, DgC signs and 

returns copy to Business Area 

and Supplier  

    

General Instructions  
  
The Engagement Letter describes the services required and provided. When completing the 

Engagement Letter establish the context, explain why external support is required and distinguish 

between the objectives, outcomes, scope and deliverables. The rationale behind the costs should be 

made evident in the Fees section.  

  

The Business Area considerations are guidance notes for the customer to support their evaluation of 

the Engagement Letter.  
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1. Background  
Briefly justify why support is required:  

  

In June 2022, Portfolio Directorate (PD) took ownership of the Project Online instance previously 

known as EPMO. PD rebranded the platform and associated service offering ‘Project Portal’ and 

since June has been working to:  

  

A) Provide improved and user-centered management and administration of the platform  

B) Onboard 100+ projects from Defra Digital and Technology Service (DDTS)  

C) Onboard major projects that are part of the Defra Major Project Portfolio  

D) Improve user experiences and platform functionality by investing in technological 

improvement (i.e. ReportALL)  

  

At the same time, a sister team to the Project Portal team - the Portfolio Reporting team - has been 

managing a monthly cycle of commissioning, producing and disseminating data on major project 

delivery. The resulting output, the Portfolio Performance Report (PPR) is used by Defra’s senior 

leaders to inform discussion and decisions on major project delivery, and is a cornerstone of the 

Perm Sec and DG-level monthly ‘Delivery Committee’ agenda.   

  

To both move towards a more data-centered approach to reporting, and to improve Project Portal’s 

user experience and functions, both the Project Portal and Portfolio Reporting teams require 

capabilities to:  

  

1) Build PowerBI dashboards from the Project Portal data model   

2) Build PowerApps based solutions to move to a data-centered approach to reporting and 

major project management   

  

2. Statement of services  

Objectives and outcomes to be achieved  

State and describe the aims of the engagement:  

  

At output level, this engagement will deliver:  

  

Output 1 – portfolio board-level PowerBI dashboards for the new Defra Group Corporate Services 

Transformation Portfolio  

Output 2 – generic dashboards – otherwise known as a ‘base pack’ of dashboards – to be made 

available to major projects using Project Portal  

Output 3 – a PowerApps-based solution to replace the current Portfolio Reporting process, tools and 

outputs  

Output 4 – As Is and To be data structure/architecture  

  

As well as the above, the outcomes for this consultancy will include building capability in the  

Project Portal and Portfolio Reporting teams to   

1) build and maintain PowerBI dashboards from the Project Portal data model and  2) 

build and maintain PowerApps solutions to data collection, storage and representation 

requirements  
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Scope  

Define the scope of the services (SMART):  

In Scope  

Output 1  

Assessment of the Transformation Board pack process and data requirements  

Capability development opportunities in core team to embed skills and knowledge  

Development of GCS Transformation Portfolio Power BI report  

  

Output 2  

Assessment of requirements for Project Portal base pack   

Development of a core data model and published data set   

Development of a Base pack/MVP exemplar Power BI Report  

Capability development opportunities in core team to embed skills and knowledge   

Knowledge transfer to at least to 6 named Defra staff to enable Defra to maintain the Power BI 

reports and create new ones in future  

  

Output 3  

Analysis of the user and technical requirements for the Excel to PowerApps transition   

Assessment of the nature of the data to be used in the app. (If sensitive/personal it will required 

DDTS Security Assurance.)  

Development of a data model and structures to store data currently mastered in Excel  

Development of an end user interface over the data model  

Development of process and training to enable PP Helpdesk to maintain the PowerApp (key 

stipulation from DDTS)  

Knowledge transfer of PA architecture/build to allow internal maintenance and 

management.  Capability development opportunities in core team to embed skills and 

knowledge  Produce a PA build document outlining the PA code/build for reference when 

changes are required.  

  

Output 4  

A documented As Is data structure/architecture (at engagement end)  

A proposed To Be structure/architecture and route map suggesting how transition to the future 

state.  

  

Out of Scope  

Development of the wider concept of the Project Portal “Datalake”. This is an ongoing activity 

within the Project Portal, related but not dependent.  

Development of an adjunct training offering in the Power Platform tailored to the Project Portal 

Context  

  

      
Assumptions and dependencies  

  The Draft Stage 1 Project Plan is at a mature and feasible level that only minor changes 

are required over the 2 week review period.  

  “Reportall” product is in place by 01/012023 to allow sufficient time to incorporate custom 

field types into the new Data Model  

  Appropriate access and permissions are established for project team in the first month after 

kick off  
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GCS Transformation Board 

Pack in Power BI  

A Power BI report that 

takes data from selected 

projects and 

programmes from 

Project Online and 

collates it with data for a 

set of initiatives not on 

Project Online (data 

provided by these 

projects on a set 

template).  Presentation 

to include text, numbers, 

graphs, tables, 

colourcoding, etc., 

based on existing 

PowerPoint exemplar.  

The Power BI reports 

conform to Defra 

Standards of format and 

presentation as 

provided.  

27/01/2023  

Project End  

Power BI 

Designer  

Output 2  

Common Data Set solution 

incorporating a Data model  

Common Data set  

incorporates all the 

inscope data sources 

Data set conforms to 

house Defra standards 

as provided  

13/01/2023  

Mid Point  

Data Architect  

Base pack/MVP exemplar 

Power BI Report  

The Base pack is able to  

illustrate the scope of the 

Common Dataset to  

report   

27/01/2023  

Project End  

Power BI 

Specialist  

Output 3  

Data Model with  

PowerApps Interface   

The process and tools 

for capturing data results 

in higher quality data 

capture with minimum 

reprocessing  

Defra staff collaborate in 

the creation of the 

PowerApp and are able 

to take responsibility for 

its maintenance.  

13/01/2023  

Mid Point  

Data Architect  

A solution incorporating a  

Data model with a Power 

Apps interface providing 

user functionality to  

The effort taken to 

produce the report is 

reduced   

10/02/2023  

Project End  

Power Apps  

Specialist  
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Lessons  

Learned/Recommendations  

Report  

Report sets out key 

lessons from the project  

and recommendations 

for the future  

The report content is 

drawn from all  

participants in the project  

24/02/2023  

Project End  

Delivery 

Manager  

Project Closure Report   The report details the 

acceptance of the project 

deliverables and 

ownership of any 

unfinished/follow on 

activity  

Confirmation of the 

closure/transfer of all 

project risks and issues 

Evidence of the projects 

benefits and how these 

will be monitored moving 

forward.  

24/02/2023  

Project End  

Delivery 

Manager  
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Limitations on scope and change control  

Unless instructions to the Supplier are later amended in writing, the work undertaken will be restricted 

to that set out above.  In providing the services detailed above, the Supplier will be acting in reliance on 

information provided by the Business Area.  

The Project Engagement Letter is the agreed contract of work between the Defra Group Business Area 

and the Supplier and can be varied under the change control process.  Any changes to timescales, 

scope and costs will require approval by DgC.  

3. Delivery team  

Business Area’s team  
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