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Request for Quotation
For Purchases Valued Below £100,000

	
Summary Information

	Reference number
	[bookmark: _GoBack]CPK-1

	Notice Title
	Procurement of Customer Self-Service Payment Kiosks

	Quotation request date
	3 February 2020

	Closing date
	14 February 2020

	Anticipated contract start date
	01 April 2020

	Anticipate contract end date
	31 March 2023

	Is this a smaller part of a primary contract
	No 

	Lowest value (£)
	£40,000

	Highest value (£)
	

	Is it suitable for SME and/or VCSE
	Yes 

	CPV Code (if known)
	





	Officer Name
	Sonia Jean-Marie
	Phone
	Mobile: 07771 382 334

	Directorate
	Finance
	Address
	2nd Floor
Lambeth Town Hall
1 Brixton Hill
London
SW2 1RW

	Team or Section
	Financial Transactional Services
	E Mail
	SJean-Marie@Lambeth.gov.uk

	


The London Borough of Lambeth Needs to Procure: 
	Description

	Lambeth is seeking to procure 3 x Customer self-service kiosks required for the purpose of enabling Lambeth residents and customers to pay bills such as Council Tax, Housing Rents, Business Rates and other similar payments



	

	Payment Terms:
	As per contract Terms and conditions 

	Any Other Conditions:
	See Lambeth Third Party Remote Access Request Form (Code of Connection Standard) to be completed after the award of the contract by the successful provider

	
	

	Lambeth’s Standard Terms and Conditions of Contract:
	A copy of the proposed terms and conditions of contract are included with this procurement.

	Quotation Evaluation Methodology:
	Price + Quality  |X|  Lowest price |_| 





Note for Suppliers
Please use the following page to provide details of your offer to the Council.  Prices should be shown exclusive of VAT and inclusive of carriage and delivery and all discounts. 

This form should be completed and returned by e-mail to the officer responsible for this project no later than 5pm on 14 February 2020.  The London Borough of Lambeth reserves the right to cancel orders that are not delivered on the date(s) specified.  Any costs incurred by the supplier in the preparation and submission of this quote will be borne by the supplier and not the customer.

Quotation Submission
For Completion by the Supplier


	(Supplier Name)

	

	Quotation Submission Date:
	

	Contact Name:
	
	Phone:
	

	Department (if needed):
	
	Fax:
	

	Address:
	
	E Mail:
	




Our firm does hereby offer to supply the following supplies / services [please delete as appropriate] as per the delivery schedule above.  We include the fixed prices in the table below; prices shown are exclusive of VAT and inclusive of carriage and delivery and all discounts:


This quotation will remain valid until [6months], from the Quotation Submission Date above.  


Supplier Declaration
After you have completed this form, please read the statements below and agree to the following statements:

· I have read and understood Lambeth’ s procurement guidance for suppliers, “Selling to the Council”
· I accept the Terms and Conditions indicated on this form
· If I am selected to provide the above services and/or supplies this form and the information on it will form part of my contract with the London Borough of Lambeth
· If I am selected to provide the above services and/or supplies I will complete the Council’s Supplier Self Certification form.  Failure to complete this form will result in my quotation not being accepted
· Lambeth is under no obligation to accept the final results of the quotation competition or the lowest price for any particular item submitted by a supplier
· Non-delivery of services or products will result in non-payment by the Council
· False representation could result in de-selection from any competition or termination of contract
· It is a criminal offence to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body.  I understand that any such action will empower the Council to cancel any contract or commission currently in force and may result in my exclusion from future work
· Lambeth has the right to use this information for the prevention and detection of fraud

If you understand and agree to these statements, please check the box below.  By checking the box, you also certify that the information you have supplied is accurate to the best of your knowledge, has been prepared by your firm with the absence of collusion and that you accept the conditions and undertakings in this form. If you do not check the box, you will not be able to work with the London Borough of Lambeth:

[bookmark: Check35]Yes |_|	  

Further information provided during the course of the contract. 







Request for Quotes 
Customer Self-Service Kiosks 
Contract Period: 3-year period with option to extend for a further 12 months.
Summary
1. Lambeth will procure three new customer self-serving kiosks for the Customer service area in the Civic Centre in Brixton.  This will be for a minimum of a three-year contract with a procurement of three new kiosks in year one of the contract, and a yearly maintenance cost for years one to three of the contract.
2. The self-service kiosks will enable customers to pay Lambeth bills using cash or card payment
3. The kiosks will allow customers to pay a range of bills including, Council Tax, Housing Rents, Parking PCNs, Housing Benefit Overpayments and miscellaneous payments.
4. It is anticipated that the contract will commence on the 1st of April 2020 or very soon after this date.

This brief sets out
· Requirements
· Timescales for the Quotation
· Price / Quality Ratio for Evaluation of Proposal
· Format of Response
· Method Statement & Required Responses for Quality Assessment
· Pricing Evaluation

1.0  Requirements 
	New Kiosk specification

	Functionality

	1.
	Kiosk must have the functionality to allow residents/customers to undertake the following transactions. This includes:
· Making Council Tax bill payments, 
· Making Housing Rents bill payments, 
· Making Housing Benefit Overpayment bill payments
· Making Business Rate bill payments
· Making Parking Fine bill payments
· Making Miscellaneous Income bill payments to the Council

	2.
	Kiosk must have the functionality for residents/customers to scan barcodes from payment bill.  

	3.
	Kiosk must have functionality for residents/customers to use secured payment methods when making card payments to the Council. 

	4.
	Kiosk must have functionality to issue correct change in the form of notes and coins to residents/customers.

	5.
	Kiosk must have functionality for residents/customers to check account balances on their Council Tax, and Housing Rents Accounts.  Balance lookup to be offered where information is available from Lambeth’s Income Management system. (AIM)

	Configuration

	6.
	Kiosk must be easily configurable to add/remove customer service billing types.

	7.
	Kiosk must be easily configurable to make validation changes, e.g. adding additional customer reference numbers range to existing payment billing/fund types. 

	8.
	Kiosk must have functionality to deal with check digit and mask validation for all customer billing/fund types.

	9.
	Kiosk must be able to integrate to the Capita systems, (Lambeth’s current provider) particularly AIM & Smart Client systems without modification – supplier to provide previous successful implementations with similar organisations using the AIM system.

	10.
	Kiosk must have ability to work with AIM versions 9 to 11 and all future versions of AIM, including via point to point encryption (P2PE).

	11.
	Kiosk must have ability to connect to AIM via Smart Gateway/Client so that all transactions automatically go to AIM with the capability of the backup of an import file being available should the automated process fail. 

	Storage

	12.
	Kiosk must have sufficient capacity to store large volumes of cash securely (minimum around £9,000) and in accordance with Lambeth Insurance requirements.

	Reporting

	13.
	Kiosk must provide levels of management reporting within required timescales in accordance with audit requirements, which includes reports on a daily basis detailing kiosk activity for the day

	Payments processing

	14.
	Kiosk must have functionality to process all cash (coins and notes – including £50 notes). 

	15.
	Kiosk must have functionality to accept multi-notes during one deposit, as opposed to customers inserting one note at a time.  

	16.
	Kiosk must have functionality to accept and process all credit and debit card payments e.g. Visa, MasterCard, and must accept contactless cards. 

	[bookmark: _Hlk30595117]17.
	Kiosk must have functionality to accept and process contactless payments.

	18.
	Card acceptance devices must have tamper detection and protection systems in accordance with PCIDSS regulations for unattended payments. 

	Auditing

	19.
	Kiosks must have functionality to issue a unique and traceable receipt for all transactions to customers.

	20.
	Kiosks must have functionality for administrator to reprint receipts as necessary.

	Service Requirements

	21.
	Helpdesk support must be provided during office opening hours (from 8am to 6pm)

	22.
	Suppliers must provide Service level agreement (SLA) for parts replacement

	23.
	Suppliers must provide SLA for support and maintenance

	24.
	Suppliers must provide remote support service (for software upgrades and fault diagnosis) as well as onsite visits as and when necessary

	ICT Requirements

	25.
	Kiosk hardware and software must be PCIDSS and EMV compliant (certification required). 

	26.
	Design and construction of kiosks must be DDA compliant. 

	27.
	Kiosk must be enabled for point to point encrypted connections and accredited for PCI P2PE. 

	28.
	The supplier must agree (in principal) to complete and abide by the Lambeth code of connection – see attached.

	29.
	All changes made in the administration of the system must be fully audited

	30.
	The kiosk hard drives must be encrypted

	31.
	The Kiosks must use supported Operating Systems running supported software versions

	32.
	Where a LAN-to-LAN (L2L) VPN connection is required to facilitate third party access to the LBL network, the supplier endpoints must be EA4 compliant.

	33.
	The supplier must demonstrate that they undertake regular security patching of systems within their solution.

	Accessibility

	34.
	Where a web based user interface is in use, the solution must be compliant with Web Content Accessibility Guidelines (WCAG) 2.1 

	35.
	Where a web based user interface is in use, the solution must be compliant with the European accessibility standard EN 301 549 covering technical requirements for digital accessibility

	36
	The solution must be able to provide a multi-lingual interface in the following languages; English, French, Polish, Portuguese, Somalian and Spanish.

	Information Governance

	37.
	The supplier must agree (in principal) to abide by London Borough of Lambeth data governance requirements, and ensure that access to any Lambeth data, which contains confidential, personal or sensitive business information is processed in accordance with London Borough of Lambeth data sharing and /or data processing agreements. 

	38.
	The supplier must agree (in principal) to abide by London Borough of Lambeth data governance requirements pertaining to the retention and disposal of any Lambeth data or information being held by the supplier during and after the life of the contract. 

	39.
	Please state whether your company is registered with the Information Commissioner’s Office and whether you have a Data Protection Policy, that applies to your staff and any 3rd party that may process any personal data/sensitive personal data.

	Optional Extras

	40.
	The supplier must state any additional services offered such as;
· End of day cash-up, sorting, bagging up cash and notes
· Disposal of current kiosks on site
· Kiosk functionality for a QR code scanner - allowing payments to be accepted from Smart phones



2.0  Timescales for the Quotation
The proposed period of the contract would be from the start date agreed once the tender has been awarded. It is hoped that the start date would be by 1 April 2020– if this procurement proceeds in full and is intended to run for a 3-year duration with an option to extend for a further 12 months.     
A timetable for the selection process is detailed below (please note these dates may be varied at the council’s own discretion):
Table 1 - RFQ timetable
	Stage
	Component
	Indicative timescale

	Request for quotation
	Publication of Request for Quotation
	3 February 2020

	
	Deadline for receiving questions

	5pm on 7 February 2020

	
	Proposal submission deadline 

	5pm on 14 February 2020

	Selection 
	Evaluation Period
	17 - 20 February 2020

	
	Successful applicant selected and confirmed
	27 February 2020

	Contract Commencement
	Successful applicant commences contract
	1 April 2020



All questions relating to this request for quotes and tenders must be emailed to Sonia Jean-Marie, Income Manager, SJean-Marie@lambeth.gov.uk by the above deadlines. 

3.0  Price Quality Ratio for Evaluation of Proposal

The ratio that will be used to evaluate the proposals is as follows:

Price – 60% - Based on the Pricing Proposal
Quality – 40% - Based on the response to the Method Statement and Required Response Criteria

4.0  Format of Response
Your proposal should consist of your response to the Method Statement Questions, please see Table 2, your Required Responses criteria, please see Table 4, and your completed Price Proposal, please see Table 5. Your response to the Method Statement Questions must be kept to a maximum 1 side of A4 per question (Ariel, Font Size 11, single line spacing) with clear indication of which question you are responding to.  Any submissions that exceed this limit may not be evaluated. A draft copy of the terms and conditions applicable for this contract is also attached for your information (see Appendix A).

5.0  Required Responses & Method Statement for Quality Assessment

Table 2 - Required Responses Criteria

Please confirm that you can meet the following requirements;

	No.
	Question
	
	Response

	1
	Kiosk must have functionality for residents/customers to use secured payment methods when making card payments to the Council. 
	Yes (Pass) – No (Fail)
	

	2
	Kiosk must have functionality to accept and process all credit and debit card payments e.g. Visa, MasterCard, and must accept and process contactless cards. 
	Yes (Pass) – No (Fail)
	

	3
	Card acceptance devices must have tamper detection and protection systems in accordance with PCIDSS regulations for unattended payments. 
	Yes (Pass) – No (Fail)
	

	4
	Kiosk hardware and software must be PCIDSS and EMV compliant (certification required). 
	Yes (Pass) – No (Fail)
	

	5
	Kiosk must be enabled for point to point encrypted connections and accredited for PCI P2PE. 
	Yes (Pass) – No (Fail)
	

	6
	The supplier must agree (in principal) to abide by London Borough of Lambeth data governance requirements, and ensure that access to any Lambeth data, which contains confidential, personal or sensitive business information is processed in accordance with London Borough of Lambeth  data sharing and /or data processing agreements. 
	Yes (Pass) – No (Fail)
	

	7
	The supplier must agree (in principal) to abide by London Borough of Lambeth data governance requirements pertaining to the retention and disposal of any Lambeth data or information being held by the supplier during and after the life of the contract. 
	Yes (Pass) – No (Fail)
	

	8
	The supplier will provide Software support and maintenance 

	[bookmark: _Hlk30512775]Yes (Pass) – No (Fail)
	

	9
	Any data stored on kiosk internal drives must be encrypted
	Yes (Pass) – No (Fail)
	

	10
	Data in transit must be secured via TLS 1.2 and above.
	Yes (Pass) – No (Fail)
	

	11
	The Supplier must confirm that it is running up to date anti-virus and internet security packages and that regular security updates (patches) are applied to all supplier devices used in the course of supporting the contract.
	Yes (Pass) – No (Fail)
	

	12
	The solution must provide a full or partial audit trail of edits within the system, including user identification, details of the update and date and time, to meet statutory obligations
	Yes (Pass) – No (Fail)
	

	13
	Design and construction of kiosks must be DDA compliant (Pass/Fail)
	Yes (Pass) – No (Fail)
	



Suppliers must meet the ‘Required Responses’ in the above table tin order to be considered.  If you do not meet the ‘Required Responses’, your submission will not be considered.

Table 3 – Method statement questions

The response to the Method Statement will be used as the basis for evaluating the quality element of the response.

	No
	Questions
	Marks Available
	Percentage Weighting

	1
	Demonstrate how you would meet the stated configuration & functionality requirements, including the addition of new payment types (including contactless) and validation changes for the various services being paid for by the customer. Please detail what barcode types/standards your solution can incorporate and the process for implementing additional types / standards required by the Council.
  
	0-5
	4%

	2
	Demonstrate your previous experience of integrating kiosks with Capita Software’s Income Management System (AIM) and set out your proposals that will ensure the integration is carried out satisfactorily for this appointment.
	0-5
	

4%

	3
	Please refer to items 21 to 24 of the specification, please detail your proposals in meeting these requirements to ensure the equipment is maintained and faults are addressed promptly.   Please include your methodology for networking support and advice, and remote access support within your response.  
In addition LBL’s systems are tested annually.  Where vulnerabilities are identified, we would expect rectification within a short as period of time as possible or a development plan that will resolve the issue.  Please describe how you would approach this.

	0-5
	


4%

	4
	Please refer to item 12 of the specification with respect to storage capacity. Please provide any other details that help to support the functionality of the equipment.

	0-5
	

4%

	5
	Please set out your proposals with respect to delivery, commissioning and testing from once the Council has placed an order with you.

	0-5
	

4%

	6
	Please detail how requirements for Payments Processing, Reporting and Auditing will be met .  

	0-5
	
4%

	7



	Please detail how you meet the ICT Requirements.  In your response please:

· Describe how data is secured in transit, including how your application(s) support encryption for the transfer of data across LAN/WAN and VPN and specify any specialised use of firewall ports that are expected by your system.

· Describe the technologies and safeguards in place where a LAN-to-LAN (L2L) VPN connection is required to facilitate third party access to the LBL network

· Detail the security and patching strategies you use to ensure that your solution is up to date and patched to prevent unauthorised access to the system.  Please indicate how this integrates with third party patching mechanisms (e.g. operating system updates).

· Also please list the operating systems (with versions), client software (e.g. web browsers) (with versions), that the Kiosk(s) is/are currently using and is/are certified to run on.
	







0-5
	







4%

	8

	Please describe the encryption methodologies used to encrypt the kiosk internal hard drives and how it works in conjunction with security software (e.g. anti-virus, anti-malware).  

	0-5
	4%

	9

	Please detail how you will meet the Council’s Accessibility requirements.  In your response where web based user interface is used please describe:

· the extent to which the solution is compliant with Web Content Accessibility Guidelines (WCAG) 2.1

· extent to which the solution meets the European accessibility standard EN 301 549 covering technical requirements for digital accessibility 

	0-5
	4%

	10
	Please describe the design and construction features that ensure the kiosks adhere to DDA principles

	
0-5
	
4%


	Total (Quality Score)
	40 %



The components which are indicated with the appropriate weightings will be evaluated by the panel and the appropriate score will be agreed. The score achieved for this section will be weighted at 40% to give the final score for quality (Quality Score). 

Potential providers will be marked in accordance with the following marking scheme:

Table 4 – Marking Scheme

	0 
	Failed to address the question/issue. 

	1 
	An unfavourable response/answer/solution. There is limited or poor evidence of skill/experience sought; a high risk that relevant skills will not be available. 

	2 
	Less than acceptable. The response/answer/solution/information lacks convincing evidence of skill/experience sought; lack of real understanding of requirement or evidence of ability to deliver; medium risk that relevant skills or requirement will not be available. 

	3 
	Acceptable response/answer/solution/information to the particular aspect of the requirement; evidence has been given of skill/experience sought. 

	4 
	Above acceptable – response/answer/solution/information demonstrates real understanding of the requirement and evidence of ability to meet it (based on good experience of the specific provision required or relevant experience of comparable service or supply. 

	5 
	Excellent – response/answer/solution provides real confidence based on experience of the service or supply provision required. Response indicates that the supplier will add real value to the organisation with excellent skills and a deep understanding of the service or supply requested. 



· The Quality Score will be added to the Required Response Criteria score and Price Score to determine the Final score.
· The council reserves the right to challenge any information provided in response to the RFQ and request further information in support of any statements made therein.
· Potential Providers’ responses must clearly demonstrate how they propose to meet the requirements set out in the question and address each element in the order they are asked.
· Potential Providers’ responses should be limited to and focused on each of the component parts of the question posed. They should refrain from making generalized statements and providing information not relevant to the topic.
· Whilst there will be no marks given to layout, spelling, punctuation and grammar, it will assist evaluators if attention is paid to these areas including identifying key sections within responses.

6.0  Price Evaluation 
For price, each submission will be assessed on the total cost of delivering the service per annum, using the following equation: 
[image: C:\Users\zpolka\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.MSO\EBA3DEDD.tmp]

Price proposals should be returned by completing the table below (please insert your pricing in the green sections).

Table 5 – Pricing Schedule

	Pricing Schedule – over three years
	Total cost
(£ excl. VAT)


	3 x Kiosks
	£

	Annual Maintenance
	£

	Kiosk Training (for three people)
	£

	Software updates
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	

	1. Total Annual Cost – Year One
	£

	2. Total Annual Cost – Year Two
	£

	3. Total Annual Cost – Year Three
	£

	Total Cost (For Evaluation – items 1 + 2 + 3)
	£



12 – RFQ Statement of Requirements
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