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	[bookmark: _GoBack]HM REVENUE & CUSTOMS SERVICE ORDER
SOCIAL AND ECONOMIC RESEARCH FRAMEWORK AGREEMENT



	1.
	HMRC Information
Purchase Order to be issued under separate cover

	Project Information 
	LOT 10: Business Taxes
Project Reference: Video Games Tax Relief evaluation
                              15-16.BT.11

	Purchase / Limit Order No:
	

	HMRC – Social and Economic Research Framework – Commercial Contact

	Name:
	(Personal Information: redacted under section 40 of the Freedom of Information Act).

	Contact Tel No:
	

	Email:
	

	HMRC Budget Manager & invoice enquiries

	Name: 
	(Personal Information: redacted under section 40 of the Freedom of Information Act).

	Contact Tel. No:
	

	Email:
	

	HMRC – Invoice payment 
All invoices should be sent to the HMRC Invoice Processing Centre

	Address:
	HMRC Invoice Processing Centre
(Personal Information: redacted under section 40 of the Freedom of Information Act).

	Contact Tel No:
	

	Email:
	

	HMRC – Budget Authorising Officer

	Name:
	(Personal Information: redacted under section 40 of the Freedom of Information Act).

	Contact Tel No:
	

	Email:
	

	HMRC Project Manager

	Name:
	(Personal Information: redacted under section 40 of the Freedom of Information Act).

	Contact Tel No:
	

	Email:
	



	2.
	Contractor Information


	Vendor (Supplier):
	Ipsos MORI

	Contact:
	(Personal Information: redacted under section 40 of the Freedom of Information Act).

	Contact Tel No:
	

	Contact Address:
	

	Email:
	

	Consultant / Key Personnel:
	



	3.
	Contractual Detail


	Contract Ref:
Incl. Framework name e.g. Catalist, and relevant section. Also include URN for Catalist and Cipher call offs. 
	
DWP Social and Economic Research Framework 2013

This Service Order is subject to the DWP Social and Economic Research Framework (2013) Terms and Conditions of contract and Clause D3 and D4 relating to the Official Secrets Acts and related Legislation, and Confidentiality, as detailed in Annex B – additional contractual information.

	Special Terms and Conditions:
e.g. overtime, expenses, travel & subsistence, notice period.
	HMRC will review its position after each of the milestones detailed in the specification on an ongoing basis and reserves the right to terminate the contract (for any reason) prematurely. For the purpose of this engagement the notice period will be 1 month.




	
4.
	Project Information


	Project Title:
	Video Games Tax Relief Evaluation

	Start Date:
	21 July 2016

	End Date:
	27 January 2017



	5.
	Payment Schedule

	#
	Milestone
	Anticipated delivery date*
	Total charge (excluding VAT)
(£)

	1
	Delivery of milestone 1
	02/09/2016
	Redacted under section 43 of the Freedom of Information Act

	2
	Delivery of milestone 2
	04/11/2016
	

	3
	Delivery of milestone 3
	03/02/2017
	

	* - The anticipated delivery date is not a fixed invoice point. Payment is made upon satisfactory receipt of services, certified by the Project Manager.
	Grand Total (£)
exclusive of VAT:
	£48,775

	
Invoices relating to this Service Order should be sent to the HMRC Invoice Processing Centre (provided at 1. above) by email in pdf format, unless otherwise indicated.  All invoices must quote the Purchase Order Number.

Invoices received without a Purchase Order number may be rejected.






	6. Summary of Requirements / Role Description / Deliverables


	The section below should be used to provide clear summary of the requirements for delivery of the project/assignment.  It should include, where appropriate, milestones / key deliverables with dates, and any proposals for skills transfer (where relevant).


	
Summary of Requirements 
HMRC’s specification of requirements are as follows: 




Development and delivery of the Video Games Tax Relief evaluation. The study will comprise development work and a series of 53-55 qualitative interviews. Details of the requirement were set out in HMRC’s Invitation to Tender (issued on 24 May 2016).

Summary of supplier’s proposal 
Services will be provided by Ipsos MORI as set out in their tender dated 13/06/16.

Deliverables and payment milestones
Redacted under section 43 of the Freedom of Information Act 






	8. Confidential Information


	As part of the Government’s Transparency Agenda, this agreement and any associated winning tender may be published.  The contractor must notify the project manager (provided at 1. above) of any commercially sensitive information to be considered for redaction prior to publication.  

(7.1) The following information shall be deemed Commercially Sensitive Information or Confidential Information:-
· Information contained in our proposal document relating to our propriety methods and/or techniques. 
· Information that details how any of our survey products are developed, implemented or operated.
· Detailed cost breakdowns.
· Details of our other clients, references provided by other clients.
· The project risk register.
· CVs and staff photographs.


(7.2) Duration that the information shall be deemed Commercially Sensitive Information or Confidential Information:-
· Permanently commercially sensitive/confidential




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 3 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 the Authority on 31/7/2013 and any subsequent signed variations to the terms and conditions.   
	For and on behalf of the Provider:-

	Name
	(Personal Information: redacted under section 40 of the Freedom of Information Act).

	Capacity
	

	Signature
	

	Date
	



	For and on behalf of the HMRC:-

	Name
	(Personal Information: redacted under section 40 of the Freedom of Information Act).

	Capacity
	

	Signature
	

	Date
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Research Specification to undertake  

Video Games Tax Relief Evaluation

DWP/HMRC Social and Economic Research Framework Services 


Invitation to Tender


May 2016






SPECIFICATION OF REQUIREMENTS

1. Introduction

1.1. HM Revenue & Customs (HMRC) wishes to commission a supplier from the DWP/HMRC social and economic research framework to undertake qualitative research to inform an evaluation of the Video Games Tax Relief. 

1.2. HMRC intends for this contract to be in place before the end of June with interims findings in October and final outputs delivered by November.

1.3. HMRC will maintain the overall management of the project.


1.4. The contract will be awarded to the organisation deemed to best meet HMRC’s requirements and provide best value for money. Assessment will be based on the factors included in section 11.

2. Context

2.1. Video Games Tax Relief (VGTR) is one of six creative industry tax reliefs. VGTR was introduced in 2014 with a specific aim to incentivise the production of culturally British and European games which would not have been made in the absence of the tax relief. 

2.2. The relief is based on the previous creative industry tax relief for films. To qualify for the relief all video games must pass a ‘cultural test’ or qualify through an internationally agreed co-production treaty - certifying that the production is a ‘British video game’. In all cases, formal certification is required to qualify. Certification and qualification is administered by the British Film Institute (BFI) on behalf of the Department for Culture Media and Sport. The BFI will issue an interim certificate for uncompleted work or a final certificate where production has finished.


2.3. A company can claim VGTR for a video game production if:


I. the video game is British (having passed the cultural test administered by the BFI)

II. the video game is intended for supply


III. at least 25% of core expenditure is incurred on goods or services that are provided from within the European Economic Area (EEA)


2.4. If the company qualifies to claim VGTR they are also entitled to: 


I. an additional deduction in computing their taxable profits


II. where that additional deduction results in a loss, to surrender losses for a payable tax credit


2.5. Both the additional deduction and the payable credit are calculated on the basis of EEA core expenditure up to a maximum of 80% of the total core expenditure by the video games company. Core expenditure is expenditure on pre-development, principal photography and post-development.


2.6. The British video game industry generally falls into two types of business model: ‘traditional’ or product-based games development and newer ‘service-based’ models, more closely associated with the production of mobile applications and on-line games.  

2.7. In the past a significant proportion of the video games sector was based on a production process with games produced on a physical medium, such as using a disc, for playing on a console.  The product-based model involves games developers either working on a small number of large projects with publishers, or developers self-publishing games which are sold in retail outlets for personal computers and consoles. This model appears to be in decline as producers are moving towards more downloadable content.


2.8. Increasingly games are being created for digital distribution only. Recent years have seen growth in the service-based model where games are produced with lower development budgets for distribution using new mediums, such as online and mobile phones.

2.9. The industry is estimated to have more than 1,900 games producers. While there are some large companies within the industry, the majority of companies are small or micro sized.  The industry is mostly concentrated in the South-East but there are significant hubs elsewhere in the UK, for example Dundee.

3. Research Aims & Objectives 

Aims

3.1. The main aim of this research is to inform an evaluation of the impact the VGTR has had on the UK video games industry, and the production of cultural games, since its introduction in 2014.   


3.2. This research will assess the incentive effect of the tax relief in producing culturally British video games, the impact the tax reliefs have on addressing the market failure, and the different ways in which companies perform after claiming the relief for example in the development of skills.  


Objectives 

3.3. The research will look to gather different information from a range of games producers from the large companies to the small and micro sized businesses. The research will need to engage with producers of both product and service games.  

3.4. From video games producers (both those who have benefitted from the relief and those who haven’t) we will be looking for information about:

I. Any impact the relief has had on their business, 

II. Any changes to the number or proportion of British cultural games they produce

III. What they believe would have happened without the relief

IV. Any additional benefits or unintended consequences of the relief

3.5. The Department will also want to conduct a small number of interviews with other stakeholders such as the representative trade bodies (UKIE and TIGA) and the British Film Institute. 

3.6. These organisations are included to provide an overview of the industry and the impact of the relief, giving a broader context to the information gathered from video games companies themselves. 

4. Methodology & Scope

4.1. HMRC anticipate that the project aims and objectives will be best met by conducting 50 qualitative interviews with UK based video games producers and a small number of additional interviews with other stakeholders, including the BFI and the trade bodies that represent the industry.

4.2.  HMRC welcomes suggestions on the research design. This may include variations in the methodology proposed and/or in the volume of interviews suggested. Proposals should include the rationale and costs for suppliers’ suggested methodology and will be evaluated on the basis of their recommended approach. For comparison purposes bidders should also provide costs for the approach outlined below:

Qualitative work


4.3. The Department currently envisages that the primary research undertaken would be in-depth telephone interviews, approximately 45 minutes in length, with UK based video games producers and other industry stakeholders. 

4.4. HMRC will work closely with the contractor to develop a topic guide; this will be an iterative process and will be developed with stakeholder input. 

4.5. In accordance with HMRC guidelines, a Welsh service must be offered to those requesting it. Advance letters sent to individuals in Wales must also provide a Welsh translation, with the option to request the interview be carried out in Welsh. The HMRC Welsh Language scheme can be found at http://www.hmrc.gov.uk/cymraeg/welsh-language-scheme-english.pdf Contractors should consider any additional costs associated with providing this service. 


Sampling


4.6. It is anticipated that the contractor will need to engage with the two industry trade bodies (UKIE and TIGA) to build a sample frame of games companies for interview. The sample should include both those that have received the relief and those that have not. The current estimated population is 1,902 companies. 

4.7. HMRC will likely be able to provide a sample of companies that have actively used the VGTR. Any sample from HMRC would provide the names, addresses, telephone numbers and (if available) company registration numbers.  We would however anticipate that contractors will need to identify the correct respondent within the business, as we are likely to be able to provide switchboard numbers only. 

4.8. Although every effort will be made to provide accurate data, the contractor should expect to perform some data cleaning and, in cases where phone numbers are unavailable, some telephone data matching. For costing purposes we suggest telephone matching for approximately 80% of the sample. 

4.9. The Department invites bidders to suggest alternative methods of gathering the sample and any associated costs were they to provide this service. This should include details of the recommended sampling source, estimates around population coverage and the type of variables included in the proposed sampling frame. 

5. Timetable

5.1. A draft timetable for the research is outlined below, there is flexibility in some of the timings however the final outputs will be needed in November 2016. We expect suppliers to provide a realistic work programme that will enable them to deliver the research within the fixed deadlines. The work programme should include the highlighting of any potential pressure points, with details of how they will be managed. We expect suppliers to be flexible in their approach, and respond to changes as they arise.

		

		Date

		Activity



		Procurement

		4pm on 13 June 

		Deadline for ITT 



		

		22 June (afternoon)

		Interviews (if needed)



		

		w/c 20 June

		Contract awarded 



		

		28 June (1pm)

		Set-up meeting



		Delivery

		July 2016

		Development & recruitment



		

		August & September

		Fieldwork



		

		October

		Analysis



		    Reporting

		October / November

		Presentation of findings 



		

		November

		Draft report



		

		November

		Finalise report for Publication 





5.2. Please note that suppliers who are invited to tender for this project may be expected to attend an interview on the afternoon of 22 June and the successful supplier will be expected to attend a set up meeting on the 28 June. 


6. Outputs (deliverables)

6.1. The department will require a number of key deliverables for the project. Payment milestones are likely to be linked to delivery of a number of outputs the details of which will be agreed between the parties during post-tender negotiations. 


6.2. Deliverables will include:


I. A detailed project plan outlining key dates and milestones,  clearly indicating any actions for HMRC

II. Weekly progress updates, including the number of interviews achieved


III. Pilot interviews


IV. Research material development meetings 


V. Topic guides 


VI. Anonymised transcripts

VII. Analysis plan agreed with HMRC


VIII. Interim findings meeting 


IX. Final presentation to HMRC plus an electronic copy of the slide deck

X. Report suitable for publication to include copies of research materials in the appendices

6.3. All presentations and reports should be concise and written in plain English. They should be of a high (publishable) standard and HMRC expects all drafts to be complete and to have been proof-read before delivery. 

6.4. The contractor should assume that fieldwork materials and reports will need to be amended in the light of comments made by the department and that at least two draft will be required before agreeing a final draft. Note that we may arrange for any final reports produced to be peer-reviewed, either in-house or externally. 

7. Project Management and Contract Administration

7.1. The bidders’ project teams must include staff with relevant skills and expertise in carrying out all aspects of their proposed research design.


7.2. (Personal Information: redacted under section 40 of the Freedom of Information Act) is the HMRC Manager for this project. She will be responsible for the day to day management of the contract. Once the contract has been awarded, all contact with HMRC concerning the project should be made through her. The research organisation will be required to appoint a contract manager who will act as the principal point of contact for the Department.


7.3. The research organisation will be expected to work closely with the HMRC project manager and through her, with internal customers within HMRC throughout the duration of the contract. She must be kept informed of progress and be involved in key decisions. Proposed changes in project staffing (at all levels) or deviations from the agreed work programme must be discussed and agreed with the project manager in advance. She is responsible for all decisions that involve funding. 


7.4. In costing their tender, bidders should allow for attendance at a minimum of three face-to-face meetings in the 2016/17 period. The majority of meetings are expected to take place at HMRC offices in London, although some may take place at the research organisation’s premises by arrangement. These might include a set-up meeting and a research materials development meeting.

8. Quality and Risk Management 

8.1. Proposals should also include an assessment of the key risks to this project. This should identify the most significant risks to successful completion of the programme of work, assess the degree of risk (likelihood and impact) and set out strategies for minimising these risks and managing the consequences if problems occur. Please use the risk register provided in Annex C. 

8.2. Key risks and mitigations covered in the risk register should include:

· How the supplier will ensure good coverage of the industry including games producers that have not had any tax relief.  


· How the supplier will ensure they recruit suitable individuals to provide insight on the tax reliefs and any impact they have had on their business.

· How suppliers will ensure they complete the research within the stated timetable.


· How suppliers will ensure they collect sufficient information to assess the impact of the cultural element of the relief. 

8.3. Proposals must also provide details on quality control procedures. It should be clear how these procedures would be implemented with respect to this specific project.


9. Expertise and Capability

9.1. HMRC acknowledges that specific knowledge of the creative industries may be useful for the successful delivery of this project. It is possible that agencies invited to tender have the skills and ability within their organisation to undertake all or part of this research but do not have sufficient capacity required to successfully deliver the whole research requirement. We therefore encourage agencies to consider if collaborating with other suppliers would help them to ensure that they are fully capable of undertaking this work, however the lead contractor for the study must be registered on the 2013 DWP/HMRC Social and Economic Research Framework.

9.2. HMRC is looking for suppliers who can demonstrate that their proposed team, including any collaborators, incorporates those with:


· Experience of delivering qualitative interviews with a range of business sizes from the very large to the very small.


· Experience of delivering high quality qualitative analysis.


· Experience of delivering research projects to timetable and within budget.

· Experience of delivering research reports of a publishable standard.


9.3. Proposals should summarise the skills and expertise that particular members of staff bring to the team and clearly identify the project manager, with CVs included as an annex. 

9.4. The proposal should specify details of which parts (if any) of the project will be sub-contracted, the name of the sub-contractor who will work on the project, their experience of related research, and their responsibilities within the project. If it is proposed to sub-contract any of the work, the same details as those provided by the tenderer should be given about the qualifications, experience and responsibilities of staff involved along with a description of their respective roles and the management arrangements put in place.  Ultimately, however, the successful contractor will be held to account for the performance of any sub-contractor and needs to demonstrate their confidence to successfully manage sub-contractors.

10. Resourcing and pricing


10.1. Suppliers must include a project plan and time schedule for the work. The plan must identify the main tasks, key milestones and details of how progress will be monitored, indicating clearly where HMRC is expected to contribute.

10.2. The proposal must include a firm price offer (excluding VAT) based on an assessment of the resources required and the information contained in this document. Costs for HMRC’s proposed methodology (outlined in section 4) should be provided. Costs for any alternative methodological design should be presented separately. Costs for the project must be broken down as per the table below, separate tables should be provided for the lead contractor and any collaborator.

Table 10.1, the firm price quote template

		Activity

		Personnel (level of staff)

		Number of days per team member

		Day rate per team member

		Overheads

		Total


(£)



		Advance notification letter and pre-interview material for the full sample.

		

		

		

		

		



		50 qualitative tele-depth interviews with video game producers and a small number with stakeholders, 45 mins in length, including drafting of topic guide. 

		

		

		

		

		



		Provision of all anonymous transcripts. 

		

		

		

		

		



		Analysis & Reporting: inclusive of corrections to draft reports and finalising for publication.

		

		

		

		

		



		Preliminary results presentation

		

		

		

		

		



		Project Management: including initial set-up meeting, regular updates, progress checks and additional meetings (e.g. post-project review).

		

		

		

		

		



		Provision of telephone data matching service for approximately 80% of the sample.

		

		

		

		

		



		Costs of data preparation including liaison with Trade Bodies to generate the sample

		

		

		

		

		



		Costs of providing the sample (as described in section 4.9)

		

		

		

		

		



		Incentives (if applicable)

		

		

		

		

		



		Other costs, including administration, travel and subsistence

		

		

		

		

		



		VAT (if applicable)

		

		

		

		

		





Note: Tenders that do not supply a schedule of costs in the format of table 10.1 will not be accepted. Rows/columns can be added to the table as necessary.


10.3. If the decision not to continue with this project at any stage has additional costs associated, this should be clearly identified and a justification for these costs provided. Any additional costs identified will be subject to negotiation and agreement with HMRC prior to any contract being awarded. 


10.4. Please indicate whether VAT would be payable. This is not a factor in determining which tender is successful, but the information is useful to assist our financial planning.

11. Tender Evaluation Criteria

11.1. The contract will be awarded to the organisation deemed to best meet HMRC’s requirements and provide best value for money. Assessment will be based on the following criteria:


· The understanding of the context of the research and key issues for the project including any experience of working with creative industries. 

· The experience of the team in delivering qualitative research with both senior staff members of large businesses and small business owners.

· The appropriateness of the sampling strategy, methodology and analysis proposed.


· Evidence of the ability and capacity to deliver to agreed timeframes outlined in section 5.

· Quality assurance at each stage of the project including producing reports of a publishable standard.

· Identification of key risks to the project and proposed strategies to mitigate these risks.

· If applicable, the appropriate use of collaborators to deliver the project successfully.


11.2. Tenders will be evaluated using the scale below.

		Score

		Description



		0

		Totally fails to meet the requirement



		1

		Meets some of the requirement, with limited supporting information



		2

		Meets some of the requirement, with reasonable explanation



		3

		Fully meets the requirement, with detailed explanation/evidence in support



		4

		Exceeds the requirement, with detailed explanation/ evidence in support 





11.3. The contract will be awarded on a value for money basis, considering an ability to identify and address all key areas and issues relevant to the study. Whilst contract price will be an important consideration, it is only one of a range of important factors affecting any decision to award a contract. HMRC reserve the right not to accept the lowest priced (or any) tender. 

11.4. HMRC will select the successful tendering organisation(s) based on the criteria above. Tender interviews may be held for this piece of research on 22 June 2016. 

11.5. Following selection, any necessary post-tender negotiations will be held with the preferred supplier in order to finalise the work programme prior to awarding the contract.

12. Data security and protection

12.1. The successful contractor will be required to submit a security plan before the start of the contract. This will detail your approach to safeguarding confidential information including your company policies for handling sensitive documents and computer files from unauthorised access. 


12.2. If you intend to involve sub contractors at any stage of the project please include details of how you will ensure their compliance with all aspects of the Security Plan.


12.3. The requirement on Data Security is set out at Schedule 5, Appendix 6 of the Framework Call off Terms and Conditions. A Security Plan questionnaire is attached (please see Annex D). 

13. Other Ethical Issues

13.1. To preserve confidentiality and anonymity, details of individual participants in the research must not be included in the analysis and reports.


13.2. Published outputs of statistics will be consistent with statistical disclosure guidelines, as advised by HMRC. 

14. Procurement Transparency 

14.1. HMRC is obliged to publish tender documents for all contracts with a whole life value of over £10,000. It is a condition of bidding for this work that applicants agree to the subsequent publication of the contract once awarded.

14.2. If Bidders believe that any of the information requested is commercially sensitive they should provide such information in a separate letter.

15. Commissioning Conditions

15.1. The DWP/HMRC Research Framework 2013 Terms and Conditions will form the basis of the contractual agreement between the successful tendering organisation and HMRC. 

15.2. The contractual agreement will be subject to the contractor complying with the Official Secrets Acts and related Legislation including Section 18 and 19 of the Commissioners or Revenue and Customs Act 2005.

15.3. HMRC retains the option of whether or not to commission the study, or any element of it.

15.4. Terminating the contract - HMRC reserves the right to terminate the contract prematurely (for any reason) should this be deemed necessary. In the event that it would become necessary to terminate or adjust the contract, HMRC will cover costs for services provided up to that point. Contractors should not book or schedule fieldwork until written confirmation has been provided by HMRC. Contractors should provide a cancellation policy, including details of charges (if any) should it be necessary to cancel fieldwork.


15.5. Additional contractual information is included in Annex B.

Summary of requirements


15.6. Tenders should include the following information:


· A summary of proposals including a firm price bid (exclusive of VAT) as detailed in Section 10;

· A detailed explanation of proposals to meet the aims and objectives outlined above. This should include details of and rationale for the methodology put forward by contractors;

· A detailed timetable for the proposed research for each specific information requirement, taking into account that outlined in Section 5;

· Quality control procedures and risk register as outlined in Section 8 (as annexes);


· Curriculum Vitae of key personnel proposed, their status within the company, area of expertise and details of their individual chargeable day rates;


· Chargeable rates for other personnel proposed. Where these can be identified as groups (e.g. administration, support etc.) then a group rate will suffice;


· Any further costs identified.

15.7. Tenders should not exceed 15 pages (excluding Annexes). Information included after this limit will not be considered under the tender evaluation process.


Queries on this research specification

15.8. Tenderers with any queries about the research specification should contact (Personal Information: redacted under section 40 of the Freedom of Information Act) in the Department’s Knowledge Analysis & Intelligence Directorate. The deadline for queries is 9 am on 6 June 2016.

Information on how and when to return tenders


15.9. Tenderers should provide notification of their intention to submit a proposal by email to (Personal Information: redacted under section 40 of the Freedom of Information Act) by 9 am on 6 June 2016.

15.10. Please read the enclosed Instructions for Tenderers carefully. 

15.11. You should send a PDF or read-only electronic copy of your proposal by e-mail to arrive at the following e-mail address (Personal Information: redacted under section 40 of the Freedom of Information Act) no later than 4pm on 13 June 2016 (unless the date is subsequently amended in writing by the Department). No hard copies of the tender are required. 

In summary, tenders should note the following:

		Action

		Deadline

		Contact



		Notify your intention to submit a proposal

		9 am on 6 June

		(Personal Information: redacted under section 40 of the Freedom of Information Act).



		Submit queries on ITT

		9 am on 6 June

		



		Submit read only tender via email 

		4 pm on 13 June

		





� Further information is available here: https://www.gov.uk/guidance/corporation-tax-creative-industry-tax-reliefs
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