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1. Accreditation Requirements

1.1. The Supplier shall ensure that they and any Key Subcontractor engaged by the Supplier to deliver the Services in this Lot 6 are compliant with and operate with ISO 9001 accreditation in relation to their quality processes. Where the Supplier holds such accreditations, these must be provided upon Framework award during the Standstill period, and where a Supplier may be working towards these, within 30 days of Framework award.

2. Minimum Quality Standards

2.1. The Supplier shall ensure that all deliverables supplied shall be fit for purpose and of a quality acceptable to the relevant Buyer. If at any time during the Framework Contract the quality of supply for any of the deliverables are found not to be to the appropriate standard, the Supplier shall provide a substitute item or service acceptable to the relevant Buyer at no additional cost.

2.2. Any minimum standard requirements unless otherwise stated by the Buyer shall include (but not be limited to) the following:

2.2.1. Paper and envelope products supplied under this Framework Contract shall meet the mandatory minimum standards set out in the Government Buying Standards. Please visit gov.uk to view the minimum standards;

2.2.2. Paper and all paper products must comply with Timber Procurement Policy (TPP), please visit gov.uk to view this policy;

2.2.3. Any virgin pulp used in manufacture comes from sustainably managed woodlands and that both the virgin pulp and the recycling process is chlorine free;

2.2.4. All inks used in printing shall be free from volatile organic compounds (VOCs) and toxic materials where available;

2.2.5. All timber and wood-derived items for supply or use under this Framework Contract shall comply with the UK government Timber Procurement Policy (TPP) which requires only timber and wood-derived products originating from an independently verifiable legal and sustainable source are to be provided in association with this opportunity and appropriate documentation shall be required to prove it via the standards set out on gov.uk; and any successor standards which may supersede TPP during the life time of this Framework Contract.

2.3. Where Suppliers are procuring energy using products covered by Article 6 of the Energy Efficiency Directive (2012/27/EU) (EED) to deliver a contract (either wholly or partially) products must be the most energy efficient as set out in part Annex D of the EDD.

3. Print Management

3.1. The Supplier shall be able to deliver full end to end print management services. The Buyer will define their requirements during the Call-Off Procedure. This will include but not be limited to:

3.1.1. Pre-production services; 
3.1.2. Bulk printing services;
3.1.3. Digital asset management;
3.1.4. Finishing services; 
3.1.5. Print production in a variety of formats (including accessible print);
3.1.6. Print materials;
3.1.7. Associated scanning / microfiche / shredding services;
3.1.8. Print stock management and distribution service;
3.1.9. Associated project management services.

3.2. The Supplier shall be aware that they will be required to produce a number of printed items the Buyer will define their requirements during the Call-Off Procedure and will include but not be limited to: 

3.2.1. Instruction booklets;
3.2.2. Barcodes/EAN codes;
3.2.3. Leaflets/inserts;
3.2.4. Labels/stickers;
3.2.5. Signage/posters;
3.2.6. Registration cards/receipt cards;
3.2.7. Letters.

4. Account Management

4.1. The Supplier shall provide the Buyer with access to account management services.  The Supplier shall be able to offer two levels of service as detailed below, and the Buyer shall define their requirements during the Call-Off Procedure.

4.1.1. Dedicated account management;
4.1.2. Non-dedicated account management team.

4.2. The Supplier shall be aware that where the Buyer has asked for a dedicated account management this is a wholly dedicated resource for the Buyer and the Buyers requirements.

4.3. Where the Buyer is requesting a non-dedicated account management team the Supplier shall be aware that this can be a shared resource. However, the Suppliers personnel must have the right skills and expertise to manage the Buyers requirements.

5. Pre-production Services

5.1. The Supplier shall provide full pre-production services which shall include but not be limited to:

5.1.1. Proofs – The Buyer shall provide details of the required proofing process during the Call-Off Procedure which may include but not be limited to:

5.1.1.1. Artwork and proofs in a digital format;
5.1.1.2. Hard copy artwork and proofs;
5.1.1.3. Print ready artwork;
5.1.1.4. Artwork ready for online publishing and e-
communications;
5.1.1.5. Artwork for online templates;
5.1.1.6. Photograph retouching service;
5.1.1.7. Image research and sourcing services.

5.2. The Supplier shall provide the design, art working and page layout. This shall include, but not be limited to:

5.2.1. Creative page layout service;

5.2.2. Creation and supply of artwork ready for print and digital publishing; which will typically involve the interpretation and application of a Buyer’s brand guidelines and retouching services;

5.2.3. Typesetting services; to a pre-agreed style and type specification, as detailed by the Buyer during the Call-Off Procedure, producing a finished document ready for printing and digital publishing;

5.2.4. Copy editing services to include, but not limited to, developing style and formatting copy for print;

5.2.5. Proof reading services in a range of languages;

5.2.6. Offer a translation service for translating documents and audio into alternative languages.

5.3. The Supplier shall provide alternative formats as specified by each Buyer during their Call-Off Procedure which may include but not limited to:

5.3.1. Easy read;
5.3.2. Large Print;
5.3.3. Alternative languages;
5.3.4. Audio;
5.3.5. Braille.

6. Bulk Printing Services

6.1. The Supplier shall be able to provide a bulk (or mass printing) service which will be defined by the Buyer during the Call-Off Procedure and may include large orders of the same media to be printed in bulk, including but not limited to:

6.1.1. A mass mailing ad campaign; 
6.1.2. A high-volume newsletter to be sent to interested parties. 

7. Digital asset management

7.1. The Supplier shall provide and manage a digital asset management system. Digital assets may include, but are not limited to:

7.1.1. Photographs;
7.1.2. Artwork templates;
7.1.3. Up to date specifications.

7.2. The Supplier shall ensure:

7.2.1. Digital assets are easily accessible by the relevant Buyer organisation, for example be on a secure website that can be easily browsed;

7.2.2. Viewing and selection of assets shall be restricted to individual user access levels, as set out by the Buyer during the Call-Off; Procedure.

7.2.3. Users with access to digital assets have the appropriate level of access, and that access levels are validated and managed;

7.2.4. All digital assets are meta-dated/version controlled to enable the assets to be stored and extracted in a coordinated and controlled way.

8. Finishing Services

8.1. The Supplier shall offer the Buyer access to a full range of finishing services including, but not limited to:

8.1.1. Binding including perfect binding;
8.1.2. Saddle stitching;
8.1.3. Wire stitching;
8.1.4. Drilling;
8.1.5. Die cutting;
8.1.6. Folding;
8.1.7. Varnishing;
8.1.8. Laminating;
8.1.9. Trimming;
8.1.10. Creasing;
8.1.11. Perforation.

9. Print production in a variety of formats (including accessible print)

9.1. The Supplier shall provide a full range of operational print services using web offset, lithography and digital machinery with varying levels of output from low to high volumes and in a variety of formats to ensure the wide range of Buyer requirements can be met.

9.2. Print requirements shall be defined by Buyers during the Call-Off procedure, and include the following categories but are not limited to:

9.2.1. Operational print items; day to day business print items such as No Carbon Required (NCR) pad sets, pads that may be bound in boards, forms, reports, brochures, leaflets, annual reports, business stationery such as compliment slips, business cards, promotional materials, newsletters, and letterheads;

9.2.2. General marketing literature including print items such flyers, magazines, pamphlets, postcards, stickers, brochures, newsletters and promotional materials;

9.2.3. Large format and wide print; on a variety of substrates including but not limited to paper, board, metal, glass, canvas, fabrics and plastic.  Examples may include, but are not limited to, billboard style posters and posters for various outdoor media;

9.2.4. Flexographic printing to allow printing on multiple substrates including for example specimen bags;

9.2.5. Signage, (Bespoke signs).

10.  Print Materials

10.1. The Supplier shall source all raw materials required for the printing and finishing process including, but not limited to, paper and board stocks in accordance with the Minimum Quality Standards set out in paragraph 2 (Minimum Quality Standards).

10.2. The Supplier shall note that Buyer may have specific paper requirements which will be defined during the Call-Off Procedure and may include but not be limited to:

10.2.1.  Virgin;
10.2.2.  Recycled stocks.

10.3. The Supplier shall supply a full range of envelopes and the facility to provide plain stocks and bespoke or overprinted envelopes in bulk quantities, together with stock holding and stock call-off facilities.

10.4. Envelopes shall meet the Government Buying Standards as set out in Paragraph 2 (Minimum Quality Standards) in all UK standard sizes available including but not limited to:

10.4.1. DL;
10.4.2. C3;
10.4.3. C4;
10.4.4. C5;
10.4.5. C6.

10.5. The Supplier shall supply envelopes including, but not limited to:

10.5.1. Manila;
10.5.2. White;
10.5.3. Board backed;
10.5.4. Tear resistant;
10.5.5. Gummed;
10.5.6. Gusseted;
10.5.7. Self-seal;
10.5.8. Jiffy style;
10.5.9. Peel and stick;
10.5.10. Plain;
10.5.11. Windowed;
10.5.12. Wallet;
10.5.13. Packets;
10.5.14. Mailing and filling machine compatible envelopes;
10.5.15. Printed postage impression.

10.6. The Supplier shall be able to provide:

10.6.1. Single and full-colour two-sided over printing facilities;
10.6.2. Envelopes to bespoke specifications, including bespoke sizes and materials;
10.6.3. A range of self-seal envelopes with water/vegetable based adhesives;
10.6.4. A supply stock storage and management facilities

10.7. The Supplier shall provide a wide range of labels and label printing services, including bar-coded labels, as specified by Buyers during the Call–Off Procedure.

10.8. The Supplier shall supply a range of standard and bespoke binders, wallets and folders in a range of materials including, but not limited to:

10.8.1.  Paper;
10.8.2.  Board;
10.8.3.  Polyvinyl Chloride (PVC);
10.8.4. Plastics.

10.9. The Supplier shall:

10.9.1. Offer printing services including any separators to be inserted into the binders, wallets and folders on a range of substrates including paper, board and plastics;

10.9.2. Source any printed items for insertion into final binders, wallets and folders including the collation of these into the binders, wallets and folders;

10.9.3. Supply services for die cutting and finishing that includes, but is not limited to, creasing, gluing and heat sealing.

11. Print Management Associated Services

11.1. Scanning and Microfiche service

11.1.1. The Supplier shall provide a scanning and archive service, including microfiche and be able to:

11.1.1.1. Transfer low to high volume of paper records into 
		digital format documents;

11.1.1.2. If required by Buyers the digital format documents, 
once converted shall be accessible by the Buyer via an electronic search database for instant retrieval;

11.1.1.3. Scanned documents may need to be saved in both pdf 
and other contemporary formats, as specified by the Buyer.

11.1.2. Supplier shall be able to record, catalogue or number documents as required by the Buyer.

11.1.3. The Supplier shall ensure that they have the necessary tools and process and procedures to be able to accommodate the scanning and microfiche, from a variety of original documents formats for example:

11.1.3.1. Hand written notes;
11.1.3.2. Wallcharts;
11.1.3.3. A5 size documents;
11.1.3.4. A4 size documents;
11.1.3.5. Mono and colour documentation;
11.1.3.6. Bound notebooks;
11.1.3.7. Bound documents may need to be dis-assembled to
facilitate scanning, and subsequently re-bound or securely destroyed.

11.2. Secure Shredding Service of Confidential Waste (High	Security)

11.2.1. The Supplier shall provide a confidential waste disposal service for Buyers, which may be required to be undertaken either at the Supplier or Buyer Sites.

11.2.2. The Supplier must operate to the EN 15713:2009 (E) process standard for both all document destruction regardless of where the Service is carried out, and this must be fully incorporated within ISO 9001:2008 approved quality management process.

11.3. Print Stock Management and Distribution Service

11.3.1. The Supplier shall provide a print stock management and distribution service for print and print related items.

11.3.2. The Supplier will offer flexibility in their approach to accommodate different Buyer’s requirements who may require all or part of the service offered by the Supplier. The Supplier shall design appropriate solutions which best meet Buyers’ requirements as defined in the Call-Off Procedure.

11.3.3. The Supplier shall ensure that this service offering includes:

11.3.3.1. The provision of a scalable warehousing facility for the 
stocking of all print and print related materials including pick and pack fulfilment and distribution services;

11.3.3.2. The provision of appropriate systems and processes to
 provide a robust inventory management service for Buyers;

11.3.3.3. A stock management service which includes, pick and 
pack, storage and call off facilities, a proactive monitoring of stock levels on behalf of Buyers to minimise stock holding and any stock outs, obsolete stock and wastage, by for example monitoring call off pattern;

11.3.3.4. A consignment stock service whereby the Supplier
holds stock on behalf of the Buyer. The Supplier shall ensure that the items and the maximum / minimum value of the consignment stock holding is defined as part of the Call-Off Procedure;

11.3.3.5. The provision of print brand management for Buyers 
[bookmark: _GoBack]where required this is expected to be required for example where multiple end users are calling off branded print items from within a Buyers organisation and applicable brand management is required to ensure the current up to date branding is applied.

11.3.4. An online catalogue ordering facility which allows for real time online stock management and distribution the, which must have the capability to provide accurate stock levels and enable Buyers to call off stock in real time on line the on-line system offered shall include the following features:

11.3.4.1. Provide accurate stock levels, which are updated with 
		correct stock level information each Working Day;
11.3.4.2. Allow Buyers to call off stock in real time online;
11.3.4.3. Allow the monitoring of minimum stock levels and 
		replacements;
11.3.4.4. Monitor the availability of time sensitive materials;
11.3.4.5. Monitor maximum stock levels to ensure Buyers are 
		not carrying too much value in stock;
11.3.4.6. Down time for planned maintenance of the system 
		shall be agreed in advance with the Buyer;

11.3.5. The Supplier shall work with Buyers where required to agree optimum stock levels. To ensure best value for money is achieved for Buyers and utilise stocking facilities to stock items only where appropriate, taking into account all the factors relating cost including but not limited to: 

11.3.5.1. Stock holding costs;
11.3.5.2. Print on demand cost;
11.3.5.3. Bulk print cost benefits.
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