[bookmark: 1vsw3ci][bookmark: 4fsjm0b]DPS SCHEDULE 4: LETTER OF APPOINTMENT AND CONTRACT TERMS
Part 1:  [bookmark: 2uxtw84][bookmark: 1a346fx]Letter of Appointment

[bookmark: odc9jc]Dear Sirs
[bookmark: 38czs75]
[bookmark: 1nia2ey]Letter of Appointment
[bookmark: 47hxl2r]
[bookmark: 2mn7vak]This letter of Appointment is issued in accordance with the provisions of the DPS Agreement (RM6018) between CCS and the Supplier dated 16th February 2019.
[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:
	CCZZ19A12

	From:
	The Department for Transport ("Customer")

	To:
	Cambridge Economic Policy Associates Ltd ("Supplier")


 
	Effective Date: 
	22nd May 2019

	Expiry Date:
 
	The contract will be for a 15-week period till the 4th September with an option to extend by monthly increments for up to a maximum of 3 months.


 
	Services required:
 
 
	Set out in Section 2, Part B (Specification) of the DPS Agreement and refined by:
the Customer’s Project Specification attached at Annex A and the Supplier’s Proposal attached at Annex B; and the Supplier’s Pricing Schedule at Annex C. 


 
	Key Individuals:
	For the Customer:
[REDACTED]

For the Supplier:
[REDACTED]


	[Guarantor(s)]
	N/A


 
	Contract Charges (including any applicable discount(s), but excluding VAT):
	The total contract value shall not exceed £99,950.00 (EX VAT)

Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 

The payment structure for this project is as follows:

Upon written sign-off from the Customer of Milestone 1 (finalisation of chapters 1-2), payment of 25% of the total Contract Value shall be made.

Upon written sign-off from the Customer of Milestone 2 (finalisation of chapters 3-4), payment of 25% of the total Contract Value shall be made.

Upon written sign-off from the Customer of Milestone 3 (finalisation of chapters 5-6), payment of 25% of the total Contract Value shall be made.

Upon written sign-off from the Customer of Milestone 4 (finalisation of the report), payment of 25% of the total Contract Value shall be made.

Payments shall be processed through the submission of invoices to the Customer. Each invoice must include a detailed elemental breakdown of work completed and the associated costs before payment is made. 
Paper invoices shall only be sent to the Customer’s Shared Service Centre (address below) upon agreement with the Project Lead. At the same time, electronic copies shall be sent to the Project Lead by email.


	Insurance Requirements
	In line with the framework terms and conditions. 

	Customer billing address for invoicing:
	[REDACTED]
[bookmark: _GoBack]


 
	Alternative and/or additional provisions (including Schedule 6 (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:  [REDACTED]                                          Name and Title: [REDACTED]
Signature: 						Signature:

[bookmark: 2eclud0]Date:  30 May 2019					Date: 27 June 2019
[bookmark: thw4kt]
ANNEX A
Customer Project Specification
1. [bookmark: _Toc4487243]DEFINITIONS 
	Expression or Acronym
	Definition

	Slot
	An 'airport slot' is the permission to use a bundle of airport facilities (runway, stands, terminals) for landing or take-off of an air service at a specific date and time. 

	DfT/Department
	Department for Transport

	AC
	Airport Commission

	NPS
	National Policy Statement

	NWR
	Heathrow North West Runway

	ACL
	Airport Coordination Limited

	CAA
	Civil Aviation Authority

	New entrant
	An airline that would have fewer than five slots at the airport on the day if pool slots requested were allocated to the airline.

	ATM
	Air Transport Movement


[bookmark: _Toc4487244]
2. SCOPE OF REQUIREMENT 
Summary
2.1. [bookmark: _Toc368573031]The Customer is looking for development and assessment of possible options for slot reform in the context of Heathrow expansion.
2.2. This will set out detailed explanations of the ‘art of the possible’ for policies that could deliver against the stated objectives for slot allocation. Therefore the Supplier should not be limited to those specific policy measures outlined in Aviation 2050, instead using those policies as a reference point in creating and assessing a set of option ‘packages’. 
2.3. These option packages should span minimal changes to the current regime (e.g. DfT providing guidance to the coordinator on how to apply Government objectives to the allocation of slots), to structural changes in the slot allocation regime itself (e.g. reforms to grandfather rights, or auctioning newly-created slots). There should be as a minimum four options of packages assessed, including at least one on auctioning newly-created slots.
Assessment
2.4. The Supplier shall examine how well each of the different potential policy designs formulated by the Supplier is likely to perform against the Government’s objectives (see 3.3), and an assessment of the possible costs and benefits of such alternative policy designs relative to the existing regime.
2.5. An assessment of the merits of potential reform options against the current regulations should include both qualitative, and where possible, quantitative aspects, drawing on methods such as reviewing relevant literature, case studies, stakeholder engagement, and desk-based analysis.
2.6. A key part of this work will be an assessment of alternative slot allocation methods, which should draw on lessons learned and best practice in the context of allocation of scarce resources in other fields. Therefore this work would be well-suited to a Supplier with experience in managing or advising on large-scale resource allocation, especially in a UK context. The Supplier should also draw on lessons-learned from slot allocation regulations and practice outside the UK. 
2.7. For the slot auction scenario(s) the Supplier should perform a high-level assessment of a) whether auctioning is appropriate in the context of slot allocation, b) what the optimal design of such an auction would be, and c) whether an appropriately designed auction would be the optimal way of meeting the DfT’s objectives of maximising competition, efficient use of capacity and connectivity.
2.8. For all scenarios there is expected to be a degree of trading-off objectives. Therefore, the Supplier is expected to identify these trade-offs and assess the extent to which each scenario would strike an optimal balance between them. 
Stakeholder engagement
2.9. The Supplier should consult with key industry stakeholders (including at least three  major airlines and airports or their trade associations) and non-industry stakeholders (including slot coordinators, regulators, competition authorities) as a means of developing the evidence base for potential slot reform. 
2.10. The Customer is interested in how the Supplier would undertake this stakeholder engagement through an engagement plan: who would be engaged, how and for what purpose. 
Feasibility and risks
2.11. As well as an assessment of likely impacts of changes, including on Government objectives, the Customer would like an assessment of feasibility of these changes in an Aviation context. For example, being an inherently international sector, the Customer would be interested in learning if such changes would be possible without significant risk to interoperability with the international system of slot allocation, which is predominantly administered in line with IATA’s world slot guidelines. Other feasibility issues to be considered should include (but are not limited to):
2.11.1. Time – are the necessary reforms feasible in line with the timescales of the Heathrow expansion programme?
2.11.2. Cost – would the extra cost imposed on the aviation sector make the implementation of such reforms unworkable?
2.11.3. Operational – would the operational complexity of reforms pose a risk to their deliverability?
2.12. The Authority can provide contextual information to the Supplier upon Contract award to facilitate the assessment against these constraints, where necessary, through engagement and provision of relevant documentation.
3. [bookmark: _Toc4487245]THE REQUIREMENT
3.1. [bookmark: _Toc368573032]The requirement is to draft a report for the Customer, considering the impacts of different policy designs, including how they would deliver against Government objectives for slot allocation at a potentially expanded Heathrow, highlighting the key challenges and risks of each pathway.
3.2. The Customer requires the report to contain the following sections:
3.2.1. Context setting, setting out the key challenges associated with large-scale release of slot capacity at constrained airports such as Heathrow
3.2.2. The current method of slot allocation in the UK, its main features and how this has affected the allocation of slots at Heathrow over time
3.2.3.  Design of a ‘suite’ of policy options most likely to deliver against Government’s objectives for slot allocation
3.2.4. Assessment of policy options, including against Government objectives, and identification of risks, impacts, likelihood and possible mitigation measures
3.2.5. Policy conclusions from optioneering and assessment, key recommendations and likely further work needed before implementation
3.2.6. Annexes and background material that has informed the Contactor’s work and made available to the Customer
3.3. The Customer is open to alternative chapter specifications, should the Supplier’s preferred structure differ from that outlined above. If this is the case the rationale for an alternative structure should be outlined, along the lines of best achieving the overarching question for this piece of research.
3.4. Throughout the investigation the Customer expects the Supplier to have discussions with:
3.4.1. ACL, the slot co-ordinator to ensure they have an accurate understanding of existing slot allocation rules;
3.4.2. The CMA, to better understand the competitive impacts of slot allocation mechanisms
3.4.3. The CAA, the aviation regulator to understand viability of slot reform in the context of economic regulation of Heathrow
3.4.4. Any experts the Customer makes available to the Supplier, to advise on the likely impacts of different reform options on Government objectives
3.4.5. Other key industry stakeholders (e.g. airlines, airports, trade associations), to better understand the implications of slot reform on market performance and interactions.
4. [bookmark: _Toc4487246]KEY MILESTONES AND DELIVERABLES
4.1. The following Contract milestones/deliverables shall apply:
	[bookmark: _Toc302637211]Milestone
	Description
	Timeframe- Week following Contract award

	1
	Project Initiation meeting. Customer to agree final specification of chapters 1-2, draft specification of all chapters and project wider research plans
	Week one (following contract award)

	2
	Literature review and evidence gathering to support chapters 1-2
	Week three

	3
	Finalisation and sign off on chapters 1-2. Customer to agree final specification of chapters 3-4
	Week five

	4
	Customer to review chapters 3-4 and provide feedback
	Week seven 

	5
	Finalisation and sign off on chapters 3-4. Customer to agree final specification of chapters 5-6. 
	Week nine

	6
	Customer to review chapters 5-6 and provide feedback.
	Week eleven

	7
	Finalisation and sign off on chapters 5-6. 
	Week thirteen

	8
	Customer to review the full report.
	Week fifteen

	9
	Finalise report
	Week fifteen



4.2. This sequential form of project delivery should not preclude the Supplier updating earlier chapters once signed-off, should further assessment (e.g. engagement with stakeholders or completion of desk-based analysis) require an amendment to content. These amendments should be discussed and signed-off with the Customer once completed.
5. [bookmark: _Toc4487247]CUSTOMER’S RESPONSIBILITIES
5.1. The Customer will be responsible for providing contacts within Government Departments, the Civil Aviation Authority, ACL and the Competition and Markets Authority that the Supplier shall work with.
5.2. The Customer will also provide regular feedback on material, and will respond to queries within two working days of being lodged. The Customer will also review and provide comments on the draft report within five working days of being sent a copy.
6. [bookmark: _Toc4487248][bookmark: _Toc368573033][bookmark: _Toc4487249]MANAGEMENT INFORMATION/REPORTING
6.1. [bookmark: _Toc368573034]Throughout the Contract, the Supplier shall maintain regular contact with the Customer on progress against the plan set out at the project initiation meeting. The Supplier will be required to update the Contract Manager at least once a week by email or phone on progress against the deliverables.
6.2. Given the complexity of the requirement and the potentially different approaches around how it can be met, the Customer requires regular engagement (i.e. weekly meetings, progress updates) on the proposed approach to make sure it meets the aims of the requirement.
6.3. The Customer will measure the quality of the Supplier’s delivery through weekly contact with the Customer’s Project Manager. The Project Manager will guide and scrutinise the approach taken by the Supplier.
6.4. The report shall include an Executive Summary of no more than three pages. Technical material shall be contained in annexes. The report shall be comprehensible to a non-expert audience, with terminology and acronyms explained.
6.5. Technical annexes may be used to provide supplementary information where appropriate. Where quantitative analysis has been conducted, spreadsheets explaining the analysis and how estimates have been calculated shall be submitted as well. 
6.6. While the Supplier will be responsible for proofreading the final report, the Customer retains responsibility for the final sign-off of the report.
7. [bookmark: _Toc4487250][bookmark: _Toc4487251][bookmark: _Toc368573035][bookmark: _Toc4487252]CONTINUOUS IMPROVEMENT
7.1. The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.
7.2. 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.
8. [bookmark: _Toc4487253][bookmark: _Toc4487254][bookmark: _Toc368573036][bookmark: _Toc4487255]QUALITY
8.1. [bookmark: _Toc368573037]The text of any reports and notes shall be written to Plain English standards. The report and supporting documentation shall be reviewed and signed off by a senior member of the Supplier’s team. Formatting should be completed in line with Department for Transport online publishing guidelines.
8.2. Any tables and graphs used in written or presentation material should be produced in line with the GSS guidance for producers, found at https://gss.civilservice.gov.uk/wp-content/uploads/2018/03/Effective-Tables-and-Charts-in-official-statistics-Edition-2.1-February-2018-4.pdf. 
8.3. Spreadsheets should be created in line with spreadsheet modelling best practise, either to the Supplier’s internal standards (which should be specified in the bid) or to standards agreed with the Customer.
8.4. The Customer may request an expert to peer review the approach proposed by the Supplier, and to advise on the design of the exercise. The Supplier will be required to engage with the peer reviewer and respond to any feedback provided.
9. [bookmark: _Toc4487256]PRICE
9.1. The budget for this requirement is £100,000.00 (Ex VAT)
10. [bookmark: _Toc368573038][bookmark: _Toc4487257]STAFF AND CUSTOMER SERVICE
10.1. [bookmark: _Toc368573039]The Supplier is expected to ensure and demonstrate that they have the expertise, capability and capacity to undertake this work as set out in Section 7. The team engaged on this project must be flexible, adaptable and responsive to changing circumstances, ensuring ample availability of personnel working on this project.
10.2. The Customer requires the Supplier to provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service to all parties.
10.3. Supplier’s staff assigned to the Contract will have the relevant qualifications and experience to deliver the Contract. 
10.4. The Supplier will 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.  
10.5. The Supplier will acknowledge any queries within 24 hours and will respond within 3 working days.
10.6. The Supplier will acknowledge any complaints and escalations within 24 hours and these shall be resolved within 4 working days.
11. [bookmark: _Toc4487258]SERVICE LEVELS AND PERFORMANCE
11.1. Appropriate Supplier resourcing and prompt response to queries will give the Customer assurance that the work is progressing on track to the Key Milestones, that the right depth and quality is being investigated, and that the products that the Supplier generates are robust and fit for purpose. 
11.2. Additionally, the Customer will measure the quality of the Supplier’s delivery by:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Delivery Timescales 
	All milestones will be completed on time and within budget 
	100%

	2
	Account Management 
	Queries will be acknowledged within 24 hours and responded to within 3 working days. 
	100%

	3
	Account Management
	 The Supplier will acknowledge any complaints and escalations within 24 hours and these shall be resolved within 4 working days.

	100%



11.3. [bookmark: _Toc368573040]In the event of poor performance and on the first failure to deliver the 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.
11.4. If poor performance continues, following formal written warnings, early termination of the Contract will also be considered.
12. [bookmark: _Toc4487259]SECURITY AND CONFIDENTIALITY REQUIREMENTS
12.1. [bookmark: _Toc368573042]The Supplier is expected to work with and protect potentially confidential and commercially sensitive data and must demonstrate their preparedness to do so by ensuring that all staff assigned to the project sign non-disclosure agreements for the duration of the project.  
12.2. No Government level security clearances are required for this Contract.
13. [bookmark: _Toc4487260]PAYMENT AND INVOICING 
13.1. Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 
13.2. The payment structure for this project is as follows:
13.2.1. Upon written sign-off from the Customer of Milestone 1 (finalisation of chapters 1-2), payment of 25% of the total Contract Value shall be made
13.2.2. Upon written sign-off from the Customer of Milestone 2 (finalisation of chapters 3-4), payment of 25% of the total Contract Value shall be made
13.2.3. Upon written sign-off from the Customer of Milestone 3 (finalisation of chapters 5-6), payment of 25% of the total Contract Value shall be made
13.2.4. Upon written sign-off from the Customer of Milestone 4 (finalisation of the report), payment of 25% of the total Contract Value shall be made
13.3. Payments shall be processed through the submission of invoices to the Customer. Each invoice must include a detailed elemental breakdown of work completed and the associated costs before payment is made. 
13.4. Paper invoices shall only be sent to the Customer’s Shared Service Centre (address below) upon agreement with the Project Lead. At the same time, electronic copies shall be sent to the Project Lead by email.
13.5. Invoices shall be submitted to: Shared Service Arvato, 5 Sandringham Park Swansea Vale Swansea SA7 0EA
14. [bookmark: _Toc4487261]CONTRACT MANAGEMENT 
14.1. Attendance at Contract Review meetings shall be at the Supplier’s own expense.
15. [bookmark: _Toc368573043][bookmark: _Toc4487262]LOCATION 
15.1. The services will be carried out either at the Supplier’s premises. 
15.2. Some aspects of the project will require meetings at the Customer offices:
15.2.1. Great Minster House, 33 Horseferry Road, London, SW1P 4DR.
[bookmark: 3dhjn8m]
ANNEX B
[bookmark: 1smtxgf]Supplier Proposal
[bookmark: 4cmhg48]

[REDACTED]


Annex C – Supplier’s Pricing Schedule

The total contract value, shall not exceed £99,950.00 (EX VAT)

[REDACTED]
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