[bookmark: _GoBack][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]Countering Disinformation Campaign
Contract Reference: CCCO18A45

[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 and is dated 21st December 2018.
[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

	From:
	The Cabinet Office ("Client")

	To:
	Breakthrough Media Ltd ("Agency")


 
	Effective Date: 
	21st December 2018

	Expiry Date:
 
 
	End date of Initial Period 20th December 2019
End date of Maximum Extension Period 20th June 2020
Minimum written notice to Agency in respect of extension: 6 months


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


 
	Key Individuals:
	For the Client:
[Redacted]
For the Agency: 
[Redacted]


	Guarantor(s)
	N/A


 
	Call Off Contract Charges (including any applicable discount(s), but excluding VAT):
	Please see Annex C – Pricing Schedule.  The pricing schedule will be used to benchmark any development or changes to the Agency’s creative approach or delivery submitted at tender stage.  Any developments or changes to the creative approach will be paid in line with the rate card also found at Annex C. All rates are inclusive of all expenses and exclusive of VAT. Rates will be held firm for the whole Contract period and any extension to it.
The maximum contract value shall be £266,100.88 (Ex VAT)
Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs.

	Insurance Requirements
	In line with Attachment 5A Terms and Conditions

	Client billing address for invoicing:
	Requisitions Team, 70 Whitehall, Cabinet Office, SW1A 2AS


 
	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
[bookmark: _Toc403983849]definitions 
	Expression or Acronym
	Definition

	NSCT

	National Security Communications Team




2. BACKGROUND TO REQUIREMENT/OVERVIEW OF REQUIREMENT
2.1. The government is aiming to reduce the impact of online disinformation on UK society and national security interests, in line with the UK’s democratic values. This Contract will seek to address the following objective:
2.1.1. Increase AUDIENCE resilience by educating and empowering those who see, inadvertently share and are affected by false and misleading information.
2.2. The overarching communications objective is to increase key audiences’ ability to identify disinformation, and increase adoption of behaviours that tackle it. Specifically:
2.2.1. [Redacted]
2.3. The government has recognised that disinformation is an increasing threat to British security at home and abroad. The democratisation of information, and the means to exploit it, has allowed hostile actors to exert disproportionate influence in competition with public interest. 
2.4. The Agency shall deliver a campaign that will counter the threat [Redacted].
2.5. Disinformation is the deliberate creation and dissemination of false and/or manipulated information that is intended to deceive and mislead audiences, either for the purposes of causing harm, or for political, personal or financial gain. Online disinformation poses the greatest problem due to the scale, pace and potential for anonymity with which information is shared online. [Redacted]
2.6. [Redacted]
2.7. [Redacted]
3. SCOPE OF REQUIREMENT 
3.1. In scope of this Contract is:
3.1.1. Research;
3.1.2. Development of the creative concept and strategy;
3.1.3. Production of creative assets and messaging;
3.1.4. Social media strategy;
3.1.5. Public relations strategy;
3.1.6. Evaluation of campaign impact.
3.2. The delivery of media buying and channel strategy is out of scope. Media buying will be delivered by the Government procured media buyer, Manning Gottlieb OMD.
4. THE REQUIREMENT
4.1. In order to meet the needs of the contract, the Agency shall:
4.1.1. Deliver initial qualitative research to inform the campaign strategy, segmentation and messaging; 
4.1.2. Leverage research findings and insight to develop the creative concept, media strategy;
4.1.3. Produce creative assets, including potentially above-the-line media; 
4.1.4. Evaluate and measure the impact of the campaign and recommend adjustments accordingly.
4.2. [Redacted]
5. KEY MILESTONES AND DELIVERABLES
5.1. Research shall be conducted and creative assets developed within 6-8 weeks to ensure a live date of end of February 2018 at the latest.
5.2. The Agency should note the following project milestones that the Client will measure the quality of delivery against the following:
	Milestone/Deliverable
	Description
	Timeframe or Delivery Date

	1
	Research proposal shared

	Within week 1 of Contract Award 

	2
	Research approach agreed

	Within week 2 of Contract Award 

	3
	Research conducted

	Within week 3 of Contract Award 

	4
	Campaign strategy agreed

	Within week 4 of Contract Award 

	5
	Creative assets developed

	Within week 5-7 of Contract Award

	6
	Creative assets deployed and campaign live

	Within week 8 of Contract Award



6. MANAGEMENT INFORMATION/REPORTING
6.1. Evaluation of progress will be required on a weekly basis throughout campaign development and deployment. 
7. VOLUMES
7.1. Whilst volume will be dependent on the audience, which will be informed by the research to be conducted, there is ambition and expectation that this creative campaign be rolled out on a national scale.
8. CONTINUOUS IMPROVEMENT
8.1. The Agency will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.
8.2. Changes to the way in which the Services are to be delivered must be brought to the Client’s attention and agreed prior to any changes being implemented.
9. QUALITY
9.1. The quality of services delivered will be measured in line with the SLAs within table 11.1 of this Annex.
10. STAFF AND CUSTOMER SERVICE
10.1. The Agency shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service.
10.2. The Agency’s staff assigned to the Contract shall have the relevant qualifications and experience to deliver the Contract to the required standard. 
10.3. 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.  
10.4. The Agency shall supply staff with the appropriate accreditation and seniority for the Requirement to be completed.
11. SERVICE LEVELS AND PERFORMANCE
11.1. The Client will measure the quality of the Agency’s delivery by:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Delivery Timescales
	Timings to adhere to time scales set out in 7.2 above
	100%

	2
	Number of Meetings or VTCs

	Agency to attend check-in meetings and/or calls a minimum of once a week.

	100%

	3
	Achievement of campaign objectives

	Agency to demonstrate success of campaign by achieving baseline objectives set out in sections 3.3.1 and 3.3.2

	100%



11.2. The Client will maintain a record of provider adherence to the agreed service level and performance timelines. Any non-adherence will result in performance review meetings between the Client and the Agency, to provide a full debrief and explanation as to why the service level agreement was not met. An improvement plan will be established here. 
11.3. Continued failure to meet the service level agreements, defined as twice within any rolling 3 month period, will trigger a performance review meeting and the drafting and implementation of the improvement plan. This improvement plan must be satisfactorily delivered within 30 days of the agreed plan. Where the Agency fails to deliver a plan to the required standard, the Client reserves the right to terminate the services in line with the Terms and Conditions of RM3774 Campaign Solutions framework.
12. SECURITY AND CONFIDENTIALITY REQUIREMENTS
12.1. The Agency will be required to sign a Non Disclosure Agreement prior to supplying any services.
12.2. The Client will require site/premises access on request.
13. PAYMENT AND INVOICING 
13.1. Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 
13.2. Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs.
14. CONTRACT MANAGEMENT 
14.1. Attendance at Contract Review meetings shall be at the Agency’s own expense. These should occur on a monthly basis. However, the Agency shall hold these fortnightly if necessary. 
15. LOCATION
15.1. The location of the Services will be carried out at the Agency’s premises. Meetings will be held either at the Agency’s premises or 70 Whitehall, SW1A 2AS, which shall be confirmed at the inception meeting.











[bookmark: h.thw4kt]ANNEX B
[bookmark: id.3dhjn8m]Agency Proposal
[Redacted]
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Annex C
 Pricing Schedule

[Redacted]
	 
	 
	 
	 
	 
	 
	Total Cost
	£266,100.88



