


[bookmark: _Toc460415347]
1. [bookmark: h.279ka65]FRAMEWORK SCHEDULE 4: LETTER OF APPOINTMENT AND CALL-OFF TERMS 
Part 1:  [bookmark: h.meukdy]Letter of Appointment
[bookmark: h.36ei31r][bookmark: h.1ljsd9k]LOT 9 Production 
[bookmark: h.45jfvxd] 
[bookmark: h.2koq656]Dear Sirs
[bookmark: h.zu0gcz]
[bookmark: h.3jtnz0s]Letter of Appointment
[bookmark: h.1yyy98l]
[bookmark: h.4iylrwe]This letter of Appointment is issued in accordance with the provisions of the Framework Agreement (RM3796) between CCS and the Agency dated 16th January 2017
[bookmark: h.2y3w247]Capitalised terms and expressions used in this letter have the same meanings as in the Call-Off Terms unless the context otherwise requires.
[bookmark: h.1d96cc0]
	Order Number:
	TBC

	From:
	Ministry of Defence ("Client") REDACTED 

	To:
	Glasgow’s Limited ("Agent") REDACTED


 
	Effective Date: 
	30th October 2017

	Expiry Date:
 
 
	End date of Initial Period 29th October 2018


 
	Relevant Lot:
	Lot 9 Production

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

	Statement of Work
	Not applicable in this instance. The sum total of the Services required are as described within Annexes A & B.



 
	Key Individuals:
	Ministry of Defence:
REDACTED

	Guarantor(s)
	N/A


 
	Call Off Contract Charges (including any applicable discount(s), but excluding VAT):
	The total cost is REDACTED for 3 animation videos
Including the following discounts:
REDACTED 

Payment will be made in line with the rate card below:

REDACTED

Full payment can be made on completion of work or if requested by staged payment terms of 50% on commission (30 days from date of invoice) and 50% on delivery.

In order for payment to be made the Agency will need to REDACTED.  MoD Finance will assist with this activity.

Payment can only be made following satisfactory delivery that has been signed off by and agreed with by the Client.

Any Travel and Subsistence will be paid in line with Ministry of Defence policy.

All pricing to remain firm for the duration of the contract.

This is a call off agreement and volumes cannot be guaranteed.
The Client reserves the right not to spend the entire budget
No guarantee or representation has been, or shall be deemed to have been made by the Client in respect of the total quantity or value of the Services, which the Client may order for the duration of this agreement.


	Insurance Requirements
	None in addition to RM3796 Framework Terms and Conditions


	Client billing address for invoicing:
	REDACTED


 
	Alternative and/or additional provisions:
	MOD additional clauses at Schedule 6


 
[bookmark: h.2ce457m]FORMATION OF CALL OFF CONTRACT
[bookmark: h.rjefff]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: h.3bj1y38]The Parties hereby acknowledge and agree that they have read this letter and the Call-Off Terms.
[bookmark: h.1qoc8b1]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: h.644awqurwoge] 
For and on behalf of the Agency:                            For and on behalf of the Client:
Name and Title:     REDACTED                   	      Name and Title: REDACTED


Signature:              REDACTED                                  Signature: 	       REDACTED


Date:                 REDACTED                              	      Date: REDACTED
[bookmark: h.2pta16n] 
[bookmark: _Toc460415348]
Annex A
Client Brief

[bookmark: _Toc491160804]scope of requirement 
The requirement is to produce up to three (3) separate whiteboard animation videos, for use in classrooms and on social media. This is a one-off project, in-year, to produce the videos, each up to four minutes long, in colour or black & white, whereby 3 supplied narratives are illustrated using time-lapse whiteboard or paper-drawn animation. 
What is excluded; 
Other forms of cartoon.
Campaign Guidance: The Client does not require guidance in approaching its target audience with the animations.  
Other Forms of Published Media: The Client has no requirement for other forms of media such as Posters, Leaflets, and Pamphlets etc.  
[bookmark: _Toc368573031][bookmark: _Toc491160805]The requirement
The Client requires up to three separate whiteboard animation videos with voiceover in colour; up to 4 minutes long using time-lapse whiteboard or paper-drawn animation (or similar digital output).  The three animations must be distinct but all will carry the theme of ‘Safety’.  The narrative of the animations will be provided by the Client. Illustrations within the animation must reflect recognisable current RAF personnel and equipment. 
Although the narrative for the animations will be provided, there is scope for the Agency to adapt the script after consultation with the Client.
The Agency will be supplied with 3 text narratives that are highlighted to indicate inflection and items for illustration. Imagery will be provided to assist the artist in creating illustrations that are visually recognisable as current RAF personnel and equipment (e.g uniforms and aircraft).  The Agency must ensure that all voiceovers are in English language and neutral dialect with clear, understandable diction. 
Before a final product is completed and delivered, draft proofs or storyboards must be discussed with the Client.  These drafts and storyboards must remain amendable, and no final product should be produced without sign off from the Client directly.  
The completed animations must be delivered to the Client in both DVD format and in a digital electronic format.  A volume of DVD copies is required to be provided – Number 100 copies. Digital files shall be compatible with Windows, Apple, mobile technology and internet sites. Accordingly, for social media, digital files using .mp4 (H.264 codec) and .wmv file extensions are favoured.
The final product and original work must be released to Crown Copyright with full and free rights to use in any media outlet. 
[bookmark: _Toc491160807][bookmark: _Toc368573033]Client responsibilities
The Client will provide appropriate imagery to allow the artist to create representative illustration i.e. examples of RAF Uniform/equipment, along with the narrative text for the artist to illustrate. The Client will also provide a consultation point of contact for communication with the Agency. 
[bookmark: _Toc491160808]reporting
The Agency will provide a timeline of work strands leading to delivery. A weekly update by telephone is required. 
[bookmark: _Toc368573034][bookmark: _Toc491160809]volumes
This is a one-off project for up to 3 videos. 
[bookmark: _Toc368573035][bookmark: _Toc491160810]continuous improvement
The project is considered too small to warrant continuous improvement requirements. However, any lessons learned should be applied to subsequent orders if applicable. 
[bookmark: _Toc368573036][bookmark: _Toc491160811]quality
The animations must be of a high quality, professional standard and produced in high definition format. Digital formats must be in MP4
[bookmark: _Toc368573038][bookmark: _Toc491160813]STAFF AND CUSTOMER SERVICE
Staff assigned to the RAF Safety Centre Whiteboard Animation Video Contract shall have the relevant qualifications and experience to deliver the Contract. 
The Agency shall ensure that staff understand the Clients vision and objectives and will provide excellent customer service to the Agency throughout the duration of the Contract.  
[bookmark: _Toc368573039][bookmark: _Toc491160814]service levels and performance
The Client will measure the quality of the Agency’s delivery by:

	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Reporting
	The Agency must provide production updates at weekly performance meetings.  
	100%

	2
	Imagery
	Imagery must be recognisable as Royal Air Force personnel and equipment (uniforms, aircraft types etc).
	75%

	3
	Narrative
	Diction must be clear, without obvious accent or dialect.
	100%

	4
	DVD Quality
	DVDs must be playable and damage free (scratches etc).
	100%


[bookmark: _Toc368573040]
In the event that the Agency does not meet the agreed KPIs or SLAs they will be expected to attend a Performance Review Meeting at the offices of the Client no later than 10 working days from notification of the failure.  
At this meeting the Agency will be expected to present a full report which details the issues incurred and identifies the causes.  A full and robust Service Improvement Plan will be agreed between the Client and the Agency.  
The Client agrees that they will work with the Agency to improve on any poor performance.  However, remains the sole responsibility of the Agency to resolve any service failures.  
Where the Agency either fails to deliver a Service Improvement Plan, or fails to adhere to the Service Improvement Plan the Client reserves the right to seek early termination of the contract as per the procedures set out in Appendix C – Terms and Conditions.  
[bookmark: _Toc491160815]Security requirements
The Agency will not require routine access to MOD or RAF sites. The Client will be able to travel to the Agency’s offices for (infrequent) business meetings. The video content will not be sensitive in any way. Video should be stored by the Agency according to normal acceptable standards to enable reproduction in the event of a failure of product or a requirement to request further copies.
[bookmark: _Toc368573041][bookmark: _Toc491160816]intellectual property rights (ipr)
Videos must be released to Crown Copyright with full and free rights to use in any media outlet.
[bookmark: _Toc491160817]payment
Invoices should be sent to;
REDACTED 
[bookmark: _Toc368573043][bookmark: _Toc491160818]Location 
The location of the Services will be carried out at Client premises. Delivery will be to:
REDACTED 

[bookmark: _Toc460415349]
Annex B
[bookmark: h.3oy7u29]Agency Proposal
REDACTED
[bookmark: h.14ykbeg]
ANNEX C
[bookmark: _GoBack]    Statement of Works

Not applicable
[bookmark: h.j8sehv]















































Part 2:  Call-Off Terms
See Appendix C – Terms and Conditions 


RM3796 – Communication Services                                                                                                                                                  		                                    Letter of Appointment r
Attachment 4
© Crown Copyright 2016

	7
