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The supplier will work to refine an initial set of coding categories for the free-text questions in 

consultation with the technical team in IAPB’s Secretariat. 

 

It will then provide detailed analysis of the qualitative data, capturing sentiment, tone and 

interpretation of free-text responses, and perform a quantitative analysis of the responses 

segmented by respondent group, geography, etc.  

 

Finally, it will deliver an overarching summary report which captures both quantitative and 

qualitative data. The supplier will deliver the final output within the period of five weeks.  

 

Scope 

Define the scope of the services (SMART): 

 

As set out above, we need a supplier to manually code, analyse and summarise the results of the 

Call for Views. This will require detailed technical knowledge on qualitative and quantitative data 

analyses (i.e. ability to analyse and synthesise complex data) as well as detailed subject matter 

expertise (i.e. interpretation of the green finance trends within the responses).  

 

The work will comprise of three main stages:  

- The first will consist of refining an initial set of free-text coding categories to enable the 

second stage of work to proceed, including a reliability test, i.e. level of consistency 

reached between coding results.   

- The second will form the bulk of the work, involving detailed analysis of the qualitative data 

in the free-text boxes, placing particular emphasis on subject matter expertise. This will 

involve question-by-question breakdown and analysis to be compiled into digestible 

information for the client, including a summary against each design challenge (i.e. 

measurement, stewardship etc.) and a quantitative analysis of the responses segmented 

by respondent group, geography, etc.  

- The third part will be the submission of the first draft of the report, consisting of a thematic 

breakdown of the final report, part way through the package of work, and a final report to 

be agreed once the work has been completed. 

 

Success will be measured by the completion of tasks referenced above to the high standards 

required, in line with the timetable set out below. The efficacy of the client-supplier relationship will 

also be tracked closely.  

 

The work will be completed by 22nd of February, with weekly check-ins and daily stand-ups during 

the initial stages of collaboration.  

 

  
Assumptions and dependencies 

Provide further description of the assumptions and dependencies: 
- The supplier is able to complete the package of work to the agreed deadline. 
- The supplier is able to access sufficient technical and subject matter expertise to enable 

them to complete the package of work to the level required.  
- The Secretariat team is available to meet with, guide and inform the work of the supplier, 

as required, including to take key decisions in a swift and responsible manner.  
- The consultation platform has the capability to export the data in a format compatible with 

methodologies utilised by the supplier. 
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KPI 1 - Reporting 

1.1 

The Supplier 
presents 
updates and 
reports 
required by 
the Business 
Area on time 
and includes 
required 
information.  

Timetable of 
reports and 
updates as 
agreed in 
the 
Deliverables 
table above. 

 
List of 
reports and 
updates as 
agreed in 
the 
Deliverables 
table above. 
 
Other ad 
hoc report 
requests are 
included in 
this KPI 
unless 
agreed 
otherwise. 

Weekly 

Business 
Area 
contacts, 
as 
outlined 
above. 

Performance 
tracked 
against 

deliverables 
table above. 

Update reports 
are provided by 
required dates 

with the required 
information. 

1. 2 

All reporting 
and data 
provided to 
the Business 
Area is 
accurate and 
well 
evidenced. 
Should 
inaccurate 
reporting or 
data occur, 
this will be 
rectified with 
an 
explanation 
and updated 
reporting 
immediately 
upon 
discovery of 
any error. 

This relates 
to errors that 
are ‘material’ 
and does 
not include 
grammar, 
spelling, 
formatting 
errors. 

 
Non-
exhaustive 
examples 
include team 
availability 
inaccurately 
reflected in 
resource 
allocation, 
inaccurate 
risk 
reflection or 
risk outside 
appetite not 
identified for 
risk reports. 

Weekly 

Business 
Area 
contacts, 
as 
outlined 
above. 

Track 
instances of 
outdated or 

incorrect 
information. 

There are no 
instances of 
errors in the 
reporting of 
financial data or 
project delivery 
information 
provided to the 
Business Area.  

 
 

KPI 2 – Engagement and Interaction with the Business Area team 
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2 

The Supplier 
will promptly 
respond to 
and resolve 
the Business 
Area’s 
requests. 

‘Urgent’ 
reflects 
queries 
where it is 
reasonably 
considered 
that an 
urgent 
response is 
required to 
mitigate a 
risk or issue 
to the 
programme 
or Defra. We 
will provide 
a named 
person and 
mobile 
contact 
number 
during 
working 
hours to be 
contacted 
for urgent 
queries. 
‘Routine’ 
reflects 
standard 
queries at 
IAPB project 
level.  

 

Weekly 

Business 
Area 
contacts, 
as 
outlined 
above. 

Track 
response rate  

Requests 
marked Urgent: 
Acknowledgment 
of new urgent 
requests within 3 
working hours. 
Agreed action or 
resolution plan 
within 1 working 
day.  

Routine 
requests: 
Acknowledgment 
of new requests 
within 1 working 
day. Agreed 
action or 
resolution plan 
within 3 working 
days.  

 

Feedback and satisfaction 

Business Area and Supplier to agree regular reporting intervals for the duration of the engagement. 

Defra Group reserves the right to hold review meetings during the assignment, discussing what went 

well, opportunities for improvement on future assignments and similar. This will incorporate any ‘Show 

and Tell’ documentation or transferable products that have been produced.  

A post-engagement quality review of the engagement will be arranged where the Business Area rates 

the services provided. 

Non-disclosure agreements 

The overarching  framework include NDAs.  Insert any additional NDA requirements here. 

 

6. Exit management 

The agreed actions and deliverables by the Supplier for when the contract ends are as follows: 
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