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FORMATION OF CALL OFF CONTRACT 

 

BY SIGNING AND RETURNING THIS LETTER OF APPOINTMENT (which may be done by 
electronic means) the Agency agrees to enter a Call-Off Contract with the Client to provide the 
Services in accordance with the terms of this letter and the Call-Off Terms. 

The Parties hereby acknowledge and agree that they have read this letter and the Call-Off 
Terms. The Parties hereby acknowledge and agree that this Call-Off Contract shall be formed 
when the Client acknowledges (which may be done by electronic means) the receipt of the 
signed copy of this letter from the Agency within two (2) Working Days from such receipt. 

 

For and on behalf of the Agency:  

                            

Name and Title:        

                                                     

Signature:         

                                                            

Date:               

 

 

 

For and on behalf of the Client: The Secretary of State for the Department for International Trade 

 

Name and Title: 

 

Signature: 

 

Date:                                                              
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Data Entry Executive Junior   

Data System Administrator Junior   

Delegate Manager Mid   

Host Junior   

Senior Planner Mid   

Senior Research Executive Mid   

Health & Safety Officer Mid   

Head of Production Mid   

Event Producer Mid   

Assistant Producer Mid   

All Round Technician Junior   

Sound Engineer Junior   

Lighting Engineer Junior   

Video Engineer Junior   

Show Caller Mid   

PowerPoint / Graphics Operator Mid   

Carpenter Junior   

Electrician Junior   

Riggers / De-Riggers Junior   

Load In / Out Crew Junior   

Digital Photographer Mid   

Software Author / Engineer Senior   

Director of Programming Board   

Web Developer Senior   

Multimedia Programmer Senior   

Flash Designer / Programmer Mid   

Senior Social Media Manager Mid   

Social Media Manager Junior   

Content Loader Mid   

Sound Editor Senior   

Video Director Board   

Video Producer Senior   

Video Production Manager Mid   

Cameraman Senior   

Video Sound Engineer Senior   

Runner / Camera Assistant Junior   

Video Editor Mid   

Motion Producer Mid   

Team Administrator Junior   
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2.4. Some of the roles in the Rate Card in 2.3 are provided for a set number of days under the 
Management Fee. The Agency will ensure it does not charge the Client for these roles until the 
Client has exceeded the entitlement under the Management Fee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
DN406484 – Specialist Live Events Management Services 

 11 

Part 1:  Call-Off Terms 

The Call-Off Terms are attached to this Letter of Appointment 




