DocuSign Envelope ID: 9129EE53-14AE-44D9-A9A6-8FC661027F61

DPS Schedule 6 (Letter of Appointment and Order Schedules)
Crown Copyright 2021

DPS Schedule 6 (Letter of Appointment Template
and Order Schedules)

Letter of Appointment

This Letter of Appointment is issued in accordance with the provisions of the DPS
Contract RM6124 between CCS and the Agency, dated 06/09/2021.

Capitalised terms and expressions used in this letter have the same meanings as in
the Order Incorporated Terms unless the context otherwise requires.

ORDER:

Order Number: C152090 PRO5776 Vaccine Programme Publications

From: UK Health Security Agency
Nobel House,
17 Smith Square,
London
SW1P 3JR

To: Westhill Group Limited

Order Start Date: 01/03/2023

Order Expiry Date: 20/12/2023

Order Initial Period: 10 months

Order Optional N/A

Extension Period:

Goods or Services Goods or Services required are set out in DPS Schedule 1 of

required: the DPS Agreement and the relevant Brief and are to be
delivered in line with the accepted Proposal as detailed at
Annex A of this Letter.
Subsequent calls for Goods or Services shall be priced and
agreed using the Statement of Works form as per Annex B of
this Letter of Appointment.
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Key Staff: For the Client:
Nobel House, 17 Smith Square, London SW1P 3JR
Nobel House, 17 Smith Square, London SW1P 3JR
For the Agency:
38 Charlotte Street, London, W1T 2NN
38 Charlotte Street, London, W1T 2NN
Guarantor(s) N/A
Order Contract £200,000
Charges (including any
applicable discount(s),
but excluding VAT):
Liability See Clause 11 of the Core Terms
Estimated Year 1 Charges: £200,000
Additional Insurance N/A
Requirements
Client billing address Accounts Payable.
for invoicing: UK Health Security Agency,

RM6124 — Communications Marketplace DPS
Project Version: v1.0



DocuSign Envelope ID: 9129EE53-14AE-44D9-A9A6-8FC661027F61

DPS Schedule 6 (Letter of Appointment and Order Schedules)
Crown Copyright 2021

Manor Farm Road,

Porton Down,

Salisbury,

SP4 0JG

UKHSA VAT No: GB888851648

Special Terms
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PROGRESS REPORT FREQUENCY
On the first Working Day of each calendar month

PROGRESS MEETING FREQUENCY
Minimum of one (1) progress meeting per month.
Additional daily or weekly meetings to be agreed as and when required.

KEY SUBCONTRACTOR(S)
Not applicable

COMMERCIALLY SENSITIVE INFORMATION
Not applicable

SOCIAL VALUE COMMITMENT

The Agency agrees, in providing the Goods or Services and performing its
obligations under the Order Contract, that it will comply with the social value
commitments in Order Schedule 4 (Order Proposal)

SERVICE CREDIT CAP
N/A

ORDER INCORPORATED TERMS

The following documents are incorporated into this Order Contract. Where numbers
are missing we are not using those schedules. If the documents conflict, the
following order of precedence applies:

1. This Letter of Appointment including the Order Special Terms and Order
Special Schedules.
2. Joint Schedule 1 (Definitions and Interpretation) RM6124
3. The following Schedules in equal order of precedence:
e Joint Schedules for RM6124
o Joint Schedule 2 (Variation Form)
o Joint Schedule 3 (Insurance Requirements)
o Joint Schedule 4 (Commercially Sensitive Information)
o Joint Schedule 10 (Rectification Plan)
o Joint Schedule 11 (Processing Data)
e Order Schedules for C152090 PRO5776 Vaccine Programme
Publications
o Order Schedule 1 (Transparency Reports)
o Order Schedule 2 (Staff Transfer)
o Order Schedule 3 (Continuous Improvement)
o Order Schedule 20 (Order Specification)
4. CCS Core Terms
5. Joint Schedule 5 (Corporate Social Responsibility) RM6124
6. Order Schedule 4 (Proposal) as long as any parts of the Order Proposal that
offer a better commercial position for the Client (as decided by the Client) take
precedence over the documents above.
No other Agency terms are part of the Order Contract. That includes any terms
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written on the back of, or added to this Order Form, or presented at the time of
delivery. For the avoidance of doubt, the relationship between the Parties is non-
exclusive. The Client is entitled to appoint any other agency to perform services and
produce goods which are the same or similar to the Goods or Services.

FORMATION OF ORDER CONTRACT

BY SIGNING AND RETURNING THIS LETTER OF APPOINTMENT (which may be
done by electronic means) the Agency agrees to enter into an Order Contract with
the Client to provide the Goods or Services in accordance with the terms of this letter
and the Order Incorporated Terms.

The Parties hereby acknowledge and agree that they have read this letter and the
Order Incorporated Terms. The Parties hereby acknowledge and agree that this
Order 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.

For and on behalf of the UK Health For and on behalf of Westhill Group

Date Signed: 24/04/2023 Date Signed: 24 April 2023
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ANNEX A - Agency Proposal

RM6124-Brief-PRO5776 Vaccines Publics

UK Health Security Agenc
A response from Westhill
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About Westhill

We produce content for a wide range
of organisations — from start-ups

and charities to big multinationals.
We understand the pressures they
face, whether it’s trying to make a big
splash on a small budget or carving
out a bigger slice of a competitive
market. Clients involve us early to help
generale ideas and shape a stralegy
that will deliver the desired results.

<>

Z1S

We're an off/online creative agen
based in London. A group of writg
designers and programmers.

Our goal for every project i
our clients messages reach
audience in the most effect|
on time and on budget.

We do this through our in-|
digital and content teams,
to support our clients with
services, including:

* Design for print and scree|
* Digital development and b

* Copywriting, proofreading
editorial services

* Animation and illustration
* Video production and edit
* Social media assets

* Email marketing programr

+ Event branding and collatq
and production
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Meeting the Brief

Understanding the aims

The UK Health Security Agency (UKHSA) oversees a range of programmes designed
to raise awareness and prompt uptake of services right across the country.

This includes patient pre and post vaccination leaflets, At this moment there are a number
posters, consent forms, record cards, vaccine collateral challenges including:
tor vaccine draw up, preparation and administration and i

! e * The new COVID-19 spring booste
support for all parts of the vaccination pathway. launching 1 Aprll 2023

There are currently 35 vaccine programmes, including « Significant changes to the HPV a

flu, diphtheria, COVID-19, MMR, polio, monkeypox, HPV, T
hepatitis A and B, Meningitis B, MenACWY and TB as RgeaphuRmne
well as the infant and childhood and adult programmes. e The annual flu programme which

The drop in coverage in the routine programmes to e an'extended to secondary ;

represents a serious risk and leaves under-vaccinated « The Autumn COVID-19 campaigr]
individuals and communities at risk.

Our experience

We are experts in providing copy and design for clinical services, having worked in the fig
25 years. We understand the challenges faced and have established processes to deliver

We know that support requirements are often time Over the years, we've created a hug
sensitive and can require an immediate response, while materials and helped deliver a wide
being in tune with an iterative clinical design process, for many organisations, from brandi
without compromising on the tone, register, language UKHSA deliver Covid-19 communic;
and style necessary to get the message across to the of the pandemic for UKHSA, to proy
intended audience. support aids used by MSI Reprodug

teams worldwide.
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Examples of our Work

Tracking and tackling a pandemic in near real-time

* Client: PHE/UKHSA * Project: COVID-19 campaign
* Services: Design, illustration, animation, out-of-hours support

The COVID-19 pandemic demanded an unprecedented level of effort at every level.
We’re proud of the work we did to support PHE/UKHSA throughout the pandemic
and with continuing awareness and vaccination projects.

dramatically, almost overnight.

ensuring that PHE/UKHSA people had the latest iteration
of campaign elements as soon as possible.

Lo I
UK Heatih m |l}.?l-hl|h

Security | Security
hegency | gy

€9 covip-1s vaccinations

'*-w'n;ﬁ.h: h A guide for parents of children

Having worked on regular immunisation updates for a This was absolutely vital in a situati
number of years, we were able to put our knowledge changed daily (or hourly) and to ke
and expertise to full use when everything scaled up latest statistics.

And as well as all the public-facing

As well as designing and laying out all the assets that stickers, posters etc) we also helpsg
supported the various campaigns, we were able to adjust produce information and animation
to an agile way of working that meant we could provide frontline health workers, and the md
an on-demand, out of hours design support service, members of society, as safe and s4

’
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Examples of our Work

Ensuring safe access to health services for people with

» Client: Leonard Cheshire + Project: WISH E-learning modules
* Services: Editorial, design, illustration, animation, user experience

Leonard Cheshire (LC) provides support to people with disabilities to live,
learn and work as independently as they choose, whatever their ability.

Leonard Cheshire (LC) provides support to people with

disabilities to live, learn and work as independently as
they choose, whatever their ability.

As part of its commitment to the Women's Integrated
Sexual Health (WISH) programme, we were asked by
LC to help design and produce a suite of e-learning
resources aimed at improving access to family and
planning and sexual and reproductive health services
for people with disabilities.

WISH, under the strategy of ‘Leave No One Behind’,
offers quality integrated and inclusive services to
marginalized and hard to reach populations: the poor,
youth under 20 and people living with a disability,
and is funded by the UK Foreign Commanwealth

and Development Office (FCDO).

We worked with a subject specialis
the material used in the e-learning
sure that the copy, design and usel
standards of accessibility and incly
engaging tool for health profession

As well as editing the content, we d
screens, and interactive elements (|
storyboarded several animated sce
learning to life. We then coordinate|
voiceover recording of the animatid
everything in a standardised e-lear
used by health professionals and o
a global platform.
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Examples of our Work

“If you empower a woman or a girl, then you've empowert
you've empowered a country and you've empowered the

= Client: MS| Reproductive Choices = Project: Various (global insights report, events support, mi
« Services: Branding, design, illustration, animation, social media

MSI Reproductive Choices believes that everyone should have the right to decide their ow
on their terms. The organisation’s work spans 37 countries, providing reproductive health
contraception, safe abortion and post-abortion care. MSl aims to open doors, break down,
go further than anyone else to make choice possible for those most in need.

We work closely with MSI's international division,
providing ongoing brand management and design
services to ensure that all the materials produced look
part of a consistent set, while standing out.

As part of this role, we help the team produce leaflets,
posters, brochures, presentations and event stands.

EXECUTIVE SUMMARY
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We also design and lay out the “Suy
model) documents, used by MSI ol
awareness among women and girlg
world's most remote places. And w
designed and laid out the compan;
insights report, focusing on attitude
the world, pulling out key slalislics
create a campaign of animated GIF
media platforms to support the rep
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For further information
please contact:
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Annex B
Statement of Work-

This Statement of Work is issued under and in accordance with the Order
Contract entered into between the parties dated [insert date of signature of
Order Contract.]

Any schedule attached to this Statement of Work will describe in detail the different
types of Services to be provided under that Statement of Work. A schedule attached
to this Statement of Work only applies to the relevant project to be delivered under
that Statement of Work, and not to any other Statement of Work, or to the provision
of the Services as a whole.

1.1 Where a Statement of Work would result in:
e a variation of the Services procured under this Order Contract;
e an increase in the Charges agreed under this Order Contract; or

e a change in the economic balance between the Parties to the detriment of the
Client that is not provided for in this Order Contract, the relevant term(s) will
be dealt with as a proposed Variation to this Order Contract in accordance
with the Variation procedure set out in Clause 24.

Project: Set out a short description of the Project.

Project start Date | Set out the start date for this Project and its duration and the
likely end date if known— state whether for a fixed term or an

Notice period for o i ; i
initial term with extension periods

cancellation
Where the parties are agreeing a Project Notice Period for

[Project Notice ) i ) i ;
cancellation of Project, specify the notice period

Period]:

Overarching If this campaign is part of a wider overarching campaign, or
Brand/Campaign uses specific Government owned brands (such as the
GREAT Britain brand for example) please state them and
what the relationship of this campaign will be to them.

Goods or Services | Set out a description of the Goods or Services to be
supplied by the Agency for this Project.

State any specific activities agreed in the pitch that are to be
delivered as part of this campaign.

Ensure you capture any work across distinct specialisms or
channels, for example if you were working on an integrated
campaign you may write:

RM6124 — Communications Marketplace DPS
Project Version: v1.0
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Project Plan:

Contract Charges:

e Creative for campaigns (service)

e Development and testing of creative propositions
(deliverables)

e Creative assets for use on social media
e Delivery of creative assets for “Above the Line” media

e Seamless working with the client’s media buyer to
deliver assets in the correct format to required
deadlines

e PR

e PR strategy that compliments the “Above the Line”
approach

e Development and delivery of PR hooks/stunts in
agreement with the client

e Development of three Op eds, case studies and three
feature articles

e Management of media at up to seven events, working
with departmental press office

e Evaluation in accordance with the OASIS framework

State if you require any specific requirements and ways of
working such as third-party consents, licences, clearances
that Agency needs to obtain and products or purchases.

State that Client’s use of the Goods or Services will be
“subject to any third-party usage rights which are notified to
the Client in accordance with this Order Contract “.

Set out the timing of each phase of the project, any key
dates and/ or delivery of the Services and/or the Goods or
Services (if known)

Set out the calculation of the Contract Charges [(including
rules for the recovery of expenses where applicable)]
payable to Agency for this Project e.qg. details of any fixed
price, time and materials in which case Agency’s Rate Card
should be attached, together with invoice dates or
milestones that trigger payment.

Set out any payment terms specific to the Project.
Examples of different wording for Contract Charges:

The Client shall pay the Agency the sum of £]...] for
delivery of these Services, payable in monthly

RM6124 — Communications Marketplace DPS
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Client Assets:
International
locations:

Client Affiliates:

Special Terms:

Key Individuals:

Authorised

Agency Approver:

Authorised Client
Approver:

instalments. For the avoidance of doubt, the Contract
Charges shall be inclusive of all third-party costs

OR

The Contract Charges shall be calculated using the
hourly charge out rates shown inf[the Tender],
[provided that the total Contract Charges shall not
exceed £ [...].] For the avoidance of doubt, the
Contract Charges shall be inclusive of all third-party
costs.

Set out details of the materials or information to be provided
to the Agency.

If Services are to be supplied outside the UK, specify
additional territories here

If relevant, set out any Client Affiliates which will be using
Goods or Services

Set out any special terms that are intended to take
precedence over the Order Terms and/or the Schedules to
the Order Terms such as, security requirements, warranties,
specific insurance requirements, any specific data reporting
requirements etc.

Set out details of the key personnel from the Agency for this
Project if relevant.

Set out details of the person(s) who have the authority to
agree day to day decisions on behalf of Agency for this
project.

Set out details of the person(s) who have the authority to
agree day to day decisions on behalf of Client for this
Project.

As Agency Authorised Approver for and on behalf of

[Agency]
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As Client Authorised Approver for and on behalf of
[Client]
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ANNEX C — SCHEDULES in order of precedence

Joint Schedule 1 (Definitions and
Interpretation) RM6124

Joint Schedule 1
(Definitions)_v1.0.pdf

Joint Schedule 2 (Variation Form)

Joint Schedule 2
(Variation Form)_v1.0

Joint Schedule 3 (Insurance
Requirements)

Joint Schedule 3
(Insurance Requireme

Joint Schedule 4 (Commercially
Sensitive Information)

Joint Schedule 4
(Commercially Sensiti

Joint Schedule 10 (Rectification Plan)

Joint Schedule 10
(Rectification Plan)_v1

Joint Schedule 11 (Processing Data)

RM6124 Joint
Schedule 11 (Processi

Order Schedule 1 (Transparency
Reports)

Order Schedule 1
(Transparency Report

Order Schedule 2 (Staff Transfer)

Order Schedule 2 -
Staff Transfer_v1.0.do

Order Schedule 3 (Continuous
Improvement)

Order Schedule 3
(Continuous Improvel

Order Schedule 20 (Brief)

RM6124-Brief-PRO5
776 Vaccines Publicat

Core Terms RM6124

RM6124-Core-Terms
.odt

Joint Schedule 5 (Corporate Social
Responsibility)

Joint Schedule 5
(Corporate Social Res

Order Schedule 4 (Proposal)

Westhill - Proposal -
UK Health Security Ac
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