[bookmark: 1vsw3ci][bookmark: 4fsjm0b]DPS FRAMEWORK SCHEDULE 4: LETTER OF APPOINTMENT AND CONTRACT TERMS
Part 1:  [bookmark: 2uxtw84][bookmark: _GoBack]Letter of Appointment – CCZZ20A05
[bookmark: 1a346fx]
[bookmark: odc9jc]Dear Sirs
[bookmark: 38czs75]
[bookmark: 1nia2ey]Letter of Appointment 	
[bookmark: 47hxl2r]
[bookmark: 2mn7vak]This letter of Appointment dated 31/03/2020, is issued in accordance with the provisions of the DPS Agreement (RM6018) between CCS and the Supplier.
[bookmark: 11si5id]Capitalised terms and expressions used in this letter have the same meanings as in the Contract Terms unless the context otherwise requires.
[bookmark: 3ls5o66]
	Order Number:
	TBC

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

	To:
	RS Consulting Ltd  ("Supplier")


 
	Effective Date: 
	06/04/2020

	Expiry Date:
 
 
	End date of Initial Period: 05/01/2021
End date of Maximum Extension Period: 05/04/2021
Minimum written notice to Supplier in respect of extension: 3 weeks


 
	Services required:
 
 
	Set out in Section 2, Part B (Specification) of the DPS Agreement and refined by:
·  the Customer’s Statement or Requirements is attached at Annex A and the Supplier’s Proposal attached at Annex B and the Suppliers Pricing within the contract terms at Annex 1. 


 
	Key Individuals:
	For the Supplier: 
REDACTED

For the Customer:
REDACTED

	[Guarantor(s)]
	N/A


 
	Contract Charges (including any applicable discount(s), but excluding VAT):
	£184,800.00, including all extensions options

	Insurance Requirements
	In line with Terms & Conditions

	Liability Requirements
	Suppliers limitation of Liability (Clause 18.2 of the Contract Terms);

	Customer billing address for invoicing:
	Invoices should be submitted to:
DWP SSCL Accounts Payable Team
REDACTED
Shared Services helpline: REDACTED Monday to Friday, 9am to 4pm)



 
	GDPR
	Contract Terms Schedule 7 (Processing, Personal Data and Data Subjects

	Alternative and/or additional provisions (including Schedule 8(Additional clauses)):
	N/A 


 
[bookmark: 20xfydz]


FORMATION OF CONTRACT
[bookmark: 4kx3h1s]BY SIGNING AND RETURNING THIS LETTER OF APPOINTMENT (which may be done by electronic means) the Supplier agrees to enter a Contract with the Customer to provide the Services in accordance with the terms of this letter and the Contract Terms.
[bookmark: 302dr9l]The Parties hereby acknowledge and agree that they have read this letter and the Contract Terms.
[bookmark: 1f7o1he][bookmark: 3z7bk57]The Parties hereby acknowledge and agree that this Contract shall be formed when the Customer acknowledges (which may be done by electronic means) the receipt of the signed copy of this letter from the Supplier within two (2) Working Days from such receipt
For and on behalf of the Supplier:                            For and on behalf of the Customer:

Name and Title:                                                           Name and Title:
REDACTED					       REDACTED
	

Signature:REDACTED                                                Signature:REDACTED
			


[bookmark: 2eclud0]Date:  15/04/20       	                                                Date: 20/04/2020
[bookmark: thw4kt]
ANNEX A
Customer Project Specification
1. [bookmark: _Toc522714837][bookmark: _Toc297554774][bookmark: _Toc368573030][bookmark: _Toc296415793]DEFINITIONS 
	Expression or Acronym
	Definition

	DWP
	means Department for Work and Pensions

	AE
	means Automatic Enrolment

	DC
	means Defined Contribution

	TPR
	means The Pensions Regulator 

	PGP
	means Pretty Good Privacy software


2. [bookmark: _Toc522714838]SCOPE OF REQUIREMENT 
2.1 The main objectives for this research are:
2.1.1 To measure the average charge and overall charges for different scheme types and characteristics for members.
2.1.2 To measure the prevalence and level of different charging structures within the cap.
2.1.3 To measure the prevalence and level of different charges inside and outside the charge cap: investment costs, administration costs, transaction costs, life insurance costs and decumulation charges.
2.1.4 To understand providers and trustees’ views of the current charge cap, and whether the level of, or costs included within, the charge cap should change and any explanations for these views.
2.2 The table below outlines the key research objectives and research questions underlining these:
	Research Objective
	Research Questions

	1
	To measure the average charge and overall charges for different scheme types and characteristics for members.
	What are the average and distribution of overall default fund charges, for different scheme types and characteristics for members and employers?

	2
	To measure the prevalence and level of different charging structures within the cap.

	What are the average and distribution of funds under management charges, flat fees and contribution charges, for different scheme types and characteristics, for members in default funds of schemes used for AE and employers?
What are the average and distribution of funds under management charges, flat fees and contribution charges, for different scheme types and characteristics, for members in schemes not used for AE and employers?

	3
	To measure the prevalence and level of different charges inside and outside the charge cap: investment costs, administration costs, transaction costs, life insurance costs and decumulation charges.
	What is the current distribution of member-borne costs in default funds of schemes used for AE on: a) investment; b) administration costs; c) transaction costs and d) life insurance costs?
What is the current distribution of member-borne costs in schemes not used for AE on: a) investment; b) administration costs; c) transaction costs and d) life insurance costs?
What is the current distribution of decumulation costs charged by occupational pension schemes on members and employers?

	4
	To understand providers and trustees’ views of the current charge cap, and whether the level of, or costs included within, the charge cap should change and any explanations for these views.
	What are providers’/trustees’ views and opinions on a) the current level of the cap, b) changing the level of the cap, c) including additional costs within the cap (decumulation, transaction costs, life insurance), and d) illiquid investments and the charge cap?



3. [bookmark: _Toc368573031][bookmark: _Toc522714839]THE REQUIREMENT
3.1 Methodology
3.1.1 The methodology applied should follow that of the previous 2015 and 2016 Pension Charges Surveys as closely as possible to ensure maximum comparability between the surveys. As before, the data should be collected electronically with follow up interviews conducted. Data should be collected from up to around 20 pension scheme providers (including their provision of both trust-based and contract-based schemes), selected on the basis of their large membership size across the DC workplace pensions market.
3.1.2 The electronic data collection will focus on collection of the actual data of charges and costs (including transaction costs, life insurance and decumulation) averaged over a 12-month period. The follow up face-to-face interviews should gather information on provider views and experience of the charges measures. The aim of these interviews will be to gain a better understanding of provider’s attitudes towards the charges cap, decumulation charges and the general future of the DC pensions market. The Customer invites tenderers to set out how they will achieve a good response rate for participation in both elements of the research.
3.1.3 Additionally, the Customer would like to replicate the Pension Charges Survey 2016 with 10 – 12 minute telephone interviews with an achieved sample of 100 trustees of unbundled trust-based DC schemes to gather data similar to the provider data collection template. 
3.1.4 The telephone interviews used for data collection will be followed up by in-depth face-to-face interviews with a representative subset of 30 trustees of unbundled trust based DC schemes (small, 12-99 members, medium, 100-999 members, large, 1000-4999 members, and very large, 5000+ members). The aim of these interviews will be to gain a better understanding of trustees’ attitudes towards the charges cap, decumulation charges and the general future of the DC pensions market.
3.1.5 Separate surveying of unbundled scheme trustees is required as the boards obtain their administration and investment from separate providers, meaning that no provider – only the trustee board - has full sight of the costs and charges. 
3.1.6 For the first time, the Customer will seek to include questions about decumulation and decumulation charges. We are confident this can be conducted within the existing survey scope and with the same sample. All questions including the new questions on decumulation will be taken to the Customer’s steering group (made up of pension analysts, policy colleagues and key stakeholders) for approval before including them in the survey.
3.2 Data Collection Template
3.2.1 The data collection template for providers should be developed with reference to the data collection template for the previous 2015 and 2016 Pension Charges Surveys[footnoteRef:1]. The Supplier will lead on developing this in collaboration with the Customer’s stakeholders and identifying areas for additional content.   [1:  For information: Data collection template from the Pension Charges Survey 2016. Available at (page 75): https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/652086/pension-charges-survey-2016-charges-in-defined-contribution-pension-schemes.pdf] 

3.3 Fieldwork timetable
3.3.1 Upon completion of the tender exercise, the Customer anticipates the project beginning in April 2020, with fieldwork taking place between June and the end of August 2020. Given the importance of the survey findings, the Customer expects thorough quality assurance of the findings, report and survey dataset. The Customer therefore anticipate publication of a written report in December 2020.
3.4 Sampling 
6.4.1       The Pensions Regulator (TPR) will provide the data for the sample frame (for both pension providers and unbundled trustees), and has the ability to filter out any pension providers who do not meet the criteria below.
6.4.2         Pension providers must fulfil all of the following criteria to contribute:
· Workplace pension
· Defined Contribution
· Currently open to new members

6.4.3         The Customer proposes to sample the top 20 pension providers by largest membership size.
6.4.4         There will be 100 telephone interviews with trustees of unbundled trust based DC schemes.
6.4.5         There will be follow up face-to-face interviews with 30 trustees of unbundled trust based DC schemes which will aim to be representative including trustees from the following: small, 12-99 members, medium, 100-999 members, large, 1000-4999 members, and very large, 5000+ members.
3.5 Analysis and Reporting
3.5.1 Suppliers must show clearly that they have allocated sufficient analytical time and resources. In addition, tenderers should outline how they plan to conduct a robust quantitative and qualitative analysis of the data from the template and qualitative interviews.
3.5.2 Analysis will utilise the range of data collected through the data collection template on current pension charges and pension providers’ characteristics, and key break variables for analysis will include:
· Scheme type – bundled and unbundled trust-based. 
· Membership levels of default arrangements– it is important that we are able to quantify the extent of the impact of changes in the cap to existing schemes of different sizes and types.
· Minimum, maximum and average (mean) charge paid across all members for each scheme type (Master Trust, Trust-based, Contract-based) and an average (mean) charge paid across all members for all scheme types
· Analysis of charging structures (e.g. ongoing charges, permitted flat fees and permitted contribution charges)
· Analysis of member-borne costs and charges including a) investment; b) administration costs; c) transaction costs and d) life insurance costs
· Analysis of decumulation costs


3.5.3 There will be robust and thorough analysis of the qualitative data, by sub-groups of interest including: scheme type and pension scheme size, including where appropriate comparisons to findings in the preceding surveys.
3.5.4 The analytical requirements will be specified by the Customer as far as possible in advance, but the fast-moving nature of this policy area means that some flexibility will be necessary. The exact content of the report, and the information the Customer requires to be delivered will be discussed throughout the project.
3.6 [bookmark: _Outputs_Required]Outputs Required
3.6.1 The Supplier is required to maintain regular contact with the Customer’s Project Manager and provide updates on progress. The Supplier will attend face to face and telephone meetings with key stakeholders at the Customer. 
3.6.2 A full proposal for the research, agreed and signed off by the Customer.
3.6.3 Fieldwork materials signed off by the Customer.
3.6.4 Regular (weekly) reporting of key findings to the Customer, throughout the fieldwork period.
3.6.5 Presentations of interim (to be delivered to the Customer by July 2020) and final findings (to be delivered to the Customer by September 2020).
3.6.6 A draft report containing the final findings written to the Customer’s standards (as set out in the DWP style guide[footnoteRef:2]) with drafts (first draft to be delivered October 2020) as necessary. The final report written to the Customer’s standards should be delivered by the end of November 2020. [2:  DWP Style Guide, DWP Research Report template. ] 

3.6.7 A clean data set suitably anonymised to be delivered to the Customer for further analysis.
3.6.8 Transcripts of telephone interviews for further analysis by the Customer.
4. [bookmark: _Toc368573032][bookmark: _Toc522714840]KEY MILESTONES AND DELIVERABLES
4.1 The Potential Provider should note the following project milestones that the Customer will measure the quality of delivery against:
	Milestone/Deliverable
	Description
	Timeframe or Delivery Date (by month end)

	1
	Set up meeting
	April 2020

	2
	Fieldwork materials developed and recruitment of providers and trustees
	April - June 2020

	3
	Fieldwork
	June - August 2020

	4
	Interim presentation of findings
	July 2020

	5
	Final presentation of findings
	September 2020

	6
	First draft of written report
	October 2020

	7
	Final draft of written report agreed
	November 2020

	8
	Publication of written report
	December 2020


[bookmark: _Toc302637211]
5. [bookmark: _Toc368573033][bookmark: _Toc522714841]MANAGEMENT INFORMATION/REPORTING
5.1 The Customer shall provide a named project manager to liaise with the Supplier upon award.
5.2 As a minimum, reporting during the contract period will consist of the processes described in paragraphs 6.6.4 and 16.1 of this document.
6. [bookmark: _Toc368573035][bookmark: _Toc522714843]CONTINUOUS IMPROVEMENT
6.1 The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.
6.2 Changes to the way in which the Services are to be delivered must be brought to the Customer’s attention and agreed prior to any changes being implemented.
7. [bookmark: _Toc368573036][bookmark: _Toc522714845]QUALITY
7.1 Please refer to guidance on quality assurance set out in Section 13 on Service Levels and Performance.
7.2 The Supplier shall have sound processes for quality assurance in place and should demonstrate internal procedures to assure and control quality in all aspects of the study within their proposal. This includes:
7.2.1 Specified and clearly defined procedures for working closely with the Customer through weekly updates.
7.2.2 Specified and clearly defined procedures for quality assuring methodological design proposals.
7.2.3 Interview quality control procedures, including details of how interviewers are trained and briefed, how response rates are maximised, and how interviewer and respondent error is managed.
7.2.4 Specified and clearly defined procedures in place for handling complaints from potential and actual respondents.
7.3 Suppliers shall assess the key risks to the project. Suppliers shall 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, including revising methodologies where appropriate. Ethical issues should also be considered (see the guidelines on Ethical Assurance for Social Research in Government[footnoteRef:3]). [3:  GSR Professional Guidance: Ethical Assurance for Social Research in Government.] 

8. [bookmark: _Toc368573037][bookmark: _Toc522714846]PRICE
8.1 Prices are to be submitted via the e-Sourcing Suite in Attachment 4 – Price Schedule excluding VAT and including all other expenses relating to Contract delivery.
9. [bookmark: _Toc368573038][bookmark: _Toc522714847]STAFF AND CUSTOMER SERVICE
9.1 The Supplier shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service.
9.2 The Supplier’s staff assigned to the Contract shall have the relevant qualifications and experience to deliver the Contract to the required standard. Specifically, this should be:
9.2.1 Staff qualified and experienced at designing and conducting quantitative surveys.
9.2.2 Staff with appropriate training for conducting semi-structured qualitative interviews.
9.2.3 Staff qualified and experienced at conducting quantitative analysis of survey data and writing clear and succinct analytical research reports.
9.2.4 Staff qualified and experienced at conducting quantitative analysis of interview data.
9.2.5 Experience of delivering research related to the subject area would be advantageous, but not essential.
9.3 The Supplier shall ensure that staff understand the Customer’s vision and objectives and will provide excellent customer service to the Customer throughout the duration of the Contract.  
10. [bookmark: _service_levels_and][bookmark: _Toc368573039][bookmark: _Toc522714848]SERVICE LEVELS AND PERFORMANCE
10.1 [bookmark: _Toc368573040]The Customer will measure the quality of the Supplier’s delivery by:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Service Delivery 
	Adherence to the Milestones specified at 7.1.
	100%

	2
	Project Management  
	Attendance at all meetings as detailed in the Milestones specified at 7.1.  
	100%

	3
	Report Delivery
	Delivery of all outputs specified at Section 6.6.
	100%



10.2 In the event of poor performance through the failure to deliver KPIs to time and of appropriate quality, the Customer shall meet with the Supplier to understand the root causes of the issue. The Supplier shall formulate a Performance Improvement Plan to rectify these issues and meet the requirements in this Statement of Requirements.
10.3 The Customer may, without prejudice to any other rights and remedies under this Contract, withhold or reduce payments in the event of unsatisfactory performance.
10.4 If poor performance continues, following formal written warnings, early termination of the Contract will also be considered.
10.4.1 [bookmark: _Toc522714849]The Customer will monitor the work of the Supplier throughout the Research Project through regular contact between the Supplier and The Customer’s day-to-day contact.
11.  REQUIREMENTS
11.1 The Supplier will be required to complete a Generic Security Assurance Document to provide assurances that data security procedures meet the Customer’s standards upon award.
11.2 All transfers of personal data to and from the Customer must meet the Customer’s security standards as agreed in the Generic Security Assurance Document.
11.3 Any transfers of data to and from the Supplier and any sub-contractor must meet the Customer’s security standards, using PGP encryption software or equivalent.
11.4 Data must be processed in the United Kingdom.
11.5 The Supplier must destroy personal data (e.g. sample files) relating to the project within one month of data collection completion, and provide a data destruction certificate to the Customer as confirmation.
11.6 The Supplier must destroy all other data relating to this project (including any interview recordings) at the end of project or when instructed to do so by the DWP Project Manager, and provide a data destruction certificate to the Customer as confirmation.
11.7 The Customer will own and retain all Intellectual Property Rights arising from this Research Project.
11.8 Outcomes of this research will be published by the Customer under Crown Copyright.
12. [bookmark: _Toc522714850][bookmark: _Toc368573042]PAYMENT AND INVOICING 
12.1 Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 
12.2 The Customer’s project manager will agree an invoice schedule based on the milestones in 7.1 and confirm the payment process with the appointed Supplier upon award of the Contract.
12.3 Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
12.4 All invoices must include the appropriate purchase order number and shall be sent by post to the following address (in addition to emailing a digital copy to the Customer’s Project Manager, whose details will be provided): 
DWP SSCL Accounts Payable Team
REDACTED
Shared Services Helpline: REDACTED
13. [bookmark: _Toc522714851]CONTRACT MANAGEMENT 
13.1 The appointed Supplier will be expected to provide regular (weekly) reporting of key findings to the Customer, throughout the fieldwork period, including presentation of interim and full findings at the Customer’s premises.
13.2 Attendance at meetings shall be at the Supplier’s own expense.
14. [bookmark: _Toc368573043][bookmark: _Toc522714852]LOCATION 
The Services will be delivered from the appointed Supplier’s own premises or places chosen by the providers and trustees to be interviewed. 



[bookmark: 3dhjn8m]
ANNEX B
[bookmark: 1smtxgf]Supplier Proposal
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