[bookmark: id.1vsw3ci]FRAMEWORK SCHEDULE 4: LETTER OF APPOINTMENT AND CALL-OFF TERMS
Part 1:  [bookmark: id.4fsjm0b]Letter of Appointment
[bookmark: id.2uxtw84]
[bookmark: id.1a346fx]
[bookmark: id.2981zbj]Dear Sirs
[bookmark: id.odc9jc]
[bookmark: id.38czs75]Letter of Appointment
[bookmark: id.1nia2ey]
[bookmark: id.47hxl2r]This letter of Appointment is issued in accordance with the provisions of the Framework Agreement (RM3774) between CCS and the Agency dated 16th December 2016.
[bookmark: id.2mn7vak]Capitalised terms and expressions used in this letter have the same meanings as in the Call-Off Terms unless the context otherwise requires.
[bookmark: id.11si5id]
	Order Number:
	TBC Post Award

	From:
	The Department for Work and Pensions ("Client")

	To:
	M&C Saatchi ("Agency")


 
	Effective Date: 
	8th August 2019

	Expiry Date:
 
 
	End date of Initial Period 7th August 2022
End date of Maximum Extension Period: 7th August 2023
Minimum written notice to Agency in respect of extension: 6 Months


 
	Services required:
 
 
	Set out in Section 2 (Services offered) and refined by:
Client’s Brief attached at Annex A and the Agency’s Proposal attached at Annex B; and the Agency’s Pricing Schedule at Annex C. 


 
	Key Individuals:
	For the Agency: 
[REDACTED]

For the Client:
[REDACTED]


	Guarantor(s)
	N/A


 
	Call Off Contract Charges (including any applicable discount(s), but excluding VAT):
	Payment will be made in line with the pricing schedule at Annex C. All rates are inclusive of expenses and exclusive of VAT. The Pricing Schedule found at Annex C is an estimated cost to undertake the creatives of the DWP Pension Portfolio. 
The estimated contract value shall be for a maximum of £4,000,000.00 (Ex VAT) for the full contract period (three (3) year period, plus one (1) year extension).  This is a call off contract, the Client is unable to guarantee volumes. 
The first year of projected spend for the pensions campaign is up to £1,000,000.00. This is an upper limit and not a target, and the Agency will need to evidence value for money and a sound return on the Client’s investment. During year two, and potentially year three, the Contract encompasses a maximum Contract value for the workplace pension campaign, which the Client estimates to be up to £1,000,000 for each of the two subsequent years, however, at this stage the Client only has approval for year one (1).  It is anticipated the Client will be granted approval for subsequent years.
Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
The Agency will respond to each brief issued by the Client during the contract in writing, including a firm price in line with the Contract day rates which include all expenses. 
The Client will issue a Purchase Order to correspond with the value of the agreed brief.

	Insurance Requirements
	In line with the Terms & Conditions

	Client billing address for invoicing:
	Department for Work and Pensions (DWP)
SSCL Accounts Payable Team
Room 6124
Tomlinson House
Norcross
Blackpool
FY5 3TA


 
	Alternative and/or additional provisions:
	N/A


 
[bookmark: id.3ls5o66]FORMATION OF CALL OFF CONTRACT
[bookmark: id.20xfydz]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.
[bookmark: id.4kx3h1s]The Parties hereby acknowledge and agree that they have read this letter and the Call-Off Terms.
[bookmark: id.302dr9l]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.
[bookmark: id.1f7o1he] 
For and on behalf of the Agency:                            For and on behalf of the Client:
Name and Title:                                                           Name and Title:
Signature:                                                                    Signature:
Date:                                                                            Date: 
[bookmark: id.3z7bk57] 


[bookmark: h.2eclud0]ANNEX A
Client Brief
1. definitions 
	Expression or Acronym
	Definition

	AE
	means the Automatic Enrolment policy

	WPP
	means the workplace pension 

	SP
	means the state pension


2. SCOPE OF the contract
2.1. The Agency shall:
2.1.1. Evolve the strategic approach to behaviour change campaigning across the pensions’ portfolio so the Client creates a nation of savers and encourage people to take steps to ensure their retirement meets with their expectations.
2.1.2.  Help set direction and evaluate future creative needs for the Client’s pension campaigns aimed at key target segments including working age adults and young people (where there is particular opportunity to make saving a habit for life). It will also require close working with their media planning and research agencies to understand the Client’s audience segmentation and marketing tasks.
2.1.3.  Ensure cost effective supply of concepts, illustration, creative photography, copywriting, post production services and any service deemed essential by the Agency or Client to the success of the campaign, whether that be directly or by means of subcontractors.
2.2. The Agency shall demonstrate:
2.2.1. The recommended strategic approach and how this would evolve over time, taking into account external factors and opportunities
2.2.2. An example of how this might translate into a creative approach.
3. THE REQUIREMENT
[REDACTED]
4. key milestones and Deliverables
4.1. The following Contract milestones/deliverables shall apply:
	Milestone/Deliverable
	Description
	Timeframe or Delivery Date

	1
	Working session with Client to identify urgent and early requirements.
	Within week 1 of Contract Award 

	2
	Development of service standards, performance assessment processes and have set up the correct finance alignment with the Client to ensure prompt payment
Start to formalise creative strategy and develop a project plan, which sets out clear milestones, including early creative suggestions.
	Within 4 weeks of Contract award

	3
	Ensure the Client have a well-developed project plan which takes us to launch of new creative approach, for a potential launch in January 2020, and includes strategy development, creative presentations, amends, approvals and testing.

	Within 8 weeks of Contract award


4.2. The Client will have regular meetings with the Agency to review deliverables, finances and update of any wider strategic decisions, which may impact on activity.
5. [bookmark: _Toc368573034][bookmark: _Toc522714842]MANAGEMENT INFORMATION/reporting
5.1. The Agency shall provide regular evaluation reports in appropriate and agreed formats which include analysis and recommendations, after each period of campaign activity. 
5.2. The Agency shall provide the Client with top line findings shortly after the campaign period has taken place, as well as full and final versions of the results. 
5.3. The Agency shall also provide recommendations on what format of reporting will best feed into the Client’s reporting, and support appropriately Client’s wider evaluation objectives requirements, specifically measurement against KPIs. 
5.4. Reporting shall be authoritative and comprehensive, and shall be presented in a format which can be readily understood by colleagues unfamiliar with technical marketing terminology.
5.5. The Agency shall present the results of campaign activity, including analysis and recommendations, in person to the Client. This is likely to take place in DWP’s offices in Caxton House, Tothill Street, London SW1H 9NA. 
5.6. The Agency shall be flexible and responsive to need; for example, at certain times, fast and succinct reporting may be required – either on existing results or on new activity which the Client may want to commission on an ad hoc basis. 
5.7. The Agency will need to provide regular updates on the progress of the work they are carrying out. This may be by email or as part of a weekly or fortnightly teleconference with the Client. 
5.8. As part of agreed performance and service monitoring, the Agency shall provide regular reports detailing the delivery of the Service as well as achievements, targets met, and lessons learned. 
5.9. [bookmark: _Toc368573035][bookmark: _Toc522714843]At the end of the contract the “book of contacts” and relationships built up will belong to the Client and shall be submitted as part of the end of Contract handover.
6. continuous improvement
6.1. The Agency shall continually improve the way in which the required Services are to be delivered throughout the Contract duration, including proactively suggesting ways in which activity can be improved or provide greater value for money.
6.2. The Agency should present new ways of working to the Client during quarterly Contract review meetings. 
6.3. Changes to the way in which the Services are to be delivered must be brought to the Clients attention and agreed prior to any changes being implemented.	
7. [bookmark: _Toc368573038][bookmark: _Toc522714847]STAFF AND CUSTOMER SERVICE
7.1. [bookmark: _Toc368573039][bookmark: _Toc522714848]The Agency shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service to all Parties.
7.2. Agency staff assigned to the Client’s Contract shall have the relevant qualifications and experience to deliver the Contract. 
7.3. The Agency shall ensure that staff understand the Client’s vision and objectives and will provide excellent customer service to the Client throughout the duration of the Contract.  
8. service levels and performance
8.1. The Client will measure the quality of the Agency’s delivery by:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	SLA
	The Agency is required to adhere to the timescales/ project plans 100 per cent unless otherwise agreed by the Client
	100%

	2
	SLA
	The Agency will ensure that 100 per cent of the services provided address the requirements in the brief
	100%

	3
	SLA
	The Agency acknowledges 100 per cent of complaints and issues raised immediately, and implements and manages resolutions to all of them during the term of the contract, and within agreed timescales with the Client, including the escalation of appropriate issues to the Clients representative
	100%

	4
	SLA
	Agency adheres 100 per cent to DWP’s branding, data security and other guidance, (to be provided to the successful tenderer upon appointment).
	100%

	5
	SLA
	The Agency delivers 90% customer satisfaction with account management arrangements, as judged by regular Client questionnaires (to be designed with the Client on appointment). The questionnaire will include assessment as to whether;
· The Agency is open and cooperative in their relationship with the Client, and is flexible in response to changing Departmental requirement; and
The Agency will find solutions to any issues that arise during the duration of the contract.
	90%

	6
	SLA
	Provision of spend data and other reporting in a format designed by the Client to the Client within 5 working days of request.
	100%

	7
	Evaluation
	Employee message outtake as part of the creative development
	100%



8.2. The Client reserves the right to review and revise SLA’s based on written responses, proposals submitted at the pitch process and in consultation with the Agency appointed.
9. [bookmark: _Toc368573040][bookmark: _Toc522714849][bookmark: _Toc368573041][bookmark: _Toc444518883][bookmark: _Toc522714850][bookmark: _Toc368573042]Security and CONFIDENTIALITY requirements
9.1. The Agency shall sign a non-disclosure agreement and a confidentiality agreement when requested by the Client.
9.2. The Agency shall ensure that personal data is managed in accordance with the general data protection regulation (EU) 2016/679 ("GDPR")
10. Intellectual Property Rights (IPR)
10.1. As per framework terms and conditions found at attachment 5a – terms and conditions.
11. payment AND INVOICING 
11.1. Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
11.2. The Agency will respond to each brief issued by the Client during the contract in writing, including a firm price in line with the Contract day rates. 
11.3. [bookmark: _Toc522714851]The Client will issue a Purchase Order to correspond with the value of the agreed brief.
11.4.  All invoices must be sent, quoting a valid purchase order number to: 
Department for Work & Pensions (DWP) 
SSCL Accounts Payable Team 
Room 6124 
Tomlinson House 
Norcross 
Blackpool 
FY5 3TA
12. CONTRACT MANAGEMENT 	
12.1. The Agency shall provide regular evaluation reports in appropriate and agreed format which include analysis and recommendations, after each period of campaign activity exercise. 
12.2. The Agency shall provide the Client with top line findings shortly after the campaign period has taken place, as well as full and final versions of the results. 
12.3. The Agency shall also provide recommendations on what format of reporting will best feed into the Client’s reporting, and support appropriately the Client’s wider evaluation objectives requirements, specifically measurement against KPI’s. 
12.4. Reporting must be authoritative and comprehensive, and it will be necessary to present this in a format, which can be readily understood by colleagues unfamiliar with technical marketing terminology. 
12.5. The Agency shall present the results of campaign activity, including analysis and recommendations, in person to the Client. This is likely to take place in DWP’s offices in Caxton house, Tothill street, London SW1H 9NA. 
12.6. Attendance at Contract review meetings shall be at the Agency’s own expense.
13. [bookmark: _Toc368573043][bookmark: _Toc522714852]Location 
13.1. The location of the services will be carried out at:
Department for Work and Pensions (DWP)
Caxton House
Tothill Street
London
SW1H 9NA




[bookmark: h.thw4kt]




ANNEX B
[bookmark: id.3dhjn8m]Agency Proposal
The Agency will deliver the services in the line with the tender proposal of 1st February 
2019 and presentation of 6th March 2019. An extract of which is below:

[bookmark: id.1smtxgf][REDACTED]
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Annex C
Agency Pricing

The following pricing schedule is based on how the Agency will build on and evolve the ‘nation of savers’ joint campaign and give consideration to current activities for workplace and state pension campaigns and how the Agency would bring the campaign to life and drive long term behaviour change. The maximum contract value is £4,000,000.00 (Ex VAT). This is a call off contract, volumes cannot be guaranteed. This is a call off contract, volumes cannot be guaranteed. The final scope of work will be estimated again once full sign off is reached and will not necessarily be identical to the hours held within this framework schedule
[bookmark: _GoBack]
[REDACTED]





The following rate card will be used to calculate any additional work during the life of the Contract.  

[REDACTED]

Day= 8 hours and cost is inclusive of all expenses and exclusive of VAT. 








