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1.  Definitions

	Term
	Acronym
	Definition

	BNF Volumes
	
	Collective term for the print versions of BNF and, BNFC

	British National Formulary
	BNF
	The BNF is a biannual publication which aims to provide prescribers, pharmacists and other healthcare professionals with sound up to date information about the use of medicines. 

	British National Formulary for Children
	BNFC
	The BNFC is an annual publication which aims to provide prescribers, pharmacists and other healthcare professionals with sound up to date information about the use of medicines for children.

	File Transfer Protocol
	FTP
	A standard network protocol used to copy a file from one host to another over a Transmission Control Protocol-based network, such as the Internet

	NICEs distribution partner
	
	The organisation who is contracted to store and distribute hard copies of the BNF Volumes to the eligible Health Care Professionals

	Health Care Professionals
	
	The members of the health community eligible to receive a copy of the BNF Volumes as detailed in the eligibility criteria

	Mailing Database Provider
	
	The winning supplier of the tender who will manage the database of Health Care Professionals eligible to receive copies of the BNF Volumes

	National Institute for Health and Care Excellence
	NICE
	The National Institute for Health and Care Excellence (NICE) provides national guidance and advice to improve health and social care

	NICE
	
	The procuring body, i.e. NICE


2. Introduction
Supplier Day

2.1. NICE is inviting interested supplier to attend an online supplier day on Thursday 25th August 2022 between 10am – 1:00pm.

2.2. To register your interest please:

2.2.1. Email irene.walker@nice.org.uk with the following details:


2.2.1.1. Name of your company

2.2.1.2. Name of each delegate and the email address of each delegate.

We will email the invitation to all delegates on Wednesday 24th August 2022 or sooner.

Please ensure you email to register and book your place no later than 12:00 noon on Wednesday 24th August 2022.

NICE

2.2.2. The National Institute for Health and Care Excellence (NICE) provides national guidance and advice to improve health and social care.
BNF Volumes Mailing List

2.2.3. NICE is responsible for the distribution of hard copy (print) prescribing guidance to Health Care professionals with a prescribing responsibility working within the English NHS. This comes in the form of two publications; the British National Formulary (BNF), which is published biannually, but distributed annually by NICE, and the British National Formulary for Children (BNFC), which is published and distributed annually. Both publications are published in September and collectively approximately 200,000 BNF and BNFC are currently distributed to the English NHS each year. 
2.2.4. The Mailing Database Provider will hold, manage and analyse the mailing database for all Health Care Professionals who are eligible to receive a BNF or BNFC (collectively BNF Volumes). They will deliver mailing lists for each BNF publication to NICE’s distribution partner in advance of each publication date. The mailing list will need to be amended for each BNF publication campaign to take account of any changes in allocation requested by NICE, following joint analysis of the eligible Health Care Professional groups. They will also provide an enquiry handling service to deal with telephone and email queries from Healthcare Professionals and others, regarding the delivery of BNF Volumes. The enquiry handling staff will also manage the mailing database, updating it as and when is necessary.

3. The Role of the Mailing Database Provider
Objectives

3.1.1. The objective of the Mailing Database Provider is to deliver highly accurate and contemporary mailing information in advance of publication dates for each of the British National Formulary Volumes, and provision of an enquiry handling service manned by knowledgeable staff. This will be achieved by;
3.1.1.1. Provision and management of a bespoke mailing database, constructed from information sourced by the supplier, which includes all Health Care Professionals in the English NHS who are eligible to receive a hard copy of the BNF or BNFC (eligibility criteria in section 7). The database should be as contemporary as possible at all times.
3.1.1.2. Production of mailing lists for bulk deliveries of BNF volumes to all eligible Health Care Professionals. 
3.1.1.3. Pro-active engagement with the Senior Pharmacists at each NHS Trust, Integrated care system, and their potential successor organisations, to ensure that their mailing information is up to date in advance of each bulk distribution

3.1.1.4. Provision of an appropriately staffed enquiry handling service able to resolve email and telephone-based enquiries from NHS staff and eligible recipients relating to delivery of the BNF Volumes. 
3.1.1.5. An enquiry handling team who have an effective working knowledge of the eligibility criteria for receipt of BNF Volumes (section 7) and possess the high level of communication skills required to be able to explain them to, and discuss them with, NHS staff of all levels. 
3.1.1.6. Accurate updating and management of the mailing database in response to enquiries, with reference to the eligibility criteria.
Specific tasks
Mailing database

3.1.1.7. The supplier will develop and manage a mailing database which includes all health care professionals who are eligible to receive a hard copy of the BNF or BNFc. The database will include the following information regarding each individual: salutation, initials, surname, job title, location, department, speciality and directorate and the individual’s professional registration number (GMC, GPhC etc). This information must be provided as a minimum in order to validate each individual’s entry on the database. The database should be as current as possible at all times.
3.1.1.8. The database will be flexible, allowing for specific delivery arrangements to be set up for certain locations if requested. It will also allow for home addresses to be included for staff such as GP Locums who do not have a permanent work base.
3.1.1.9. The supplier will respond to changes to the eligibility criteria which may be made by NICE if required. These changes may be the addition/removal of staff in a particular professional group, or staff based at a new organisation. The supplier will respond to such changes by collecting any new data required, and making the necessary amendments to the database. 
Delivery of counts and mailing lists

3.1.1.10. The supplier will deliver detailed counts that can be broken down by the information set out in paragraph 3.2.1.1, for each forthcoming distribution of a new BNF publication. The counts will be used by NICE to ensure enough copies are ordered and that the distribution is aligned with NICE’s wider print supply strategy. The counts will be delivered to NICE electronically on the request of, and to the schedule set out, by NICE, at the start of each annual campaign. The counts will be broken down to show the number of copies required for each professional group.
3.1.1.11. The supplier will deliver electronic mailing lists for the BNF Volumes to NICEs distribution partner. The lists will be constructed so as to ensure the most accurate and cost-effective delivery methods across different professional groups and working locations. It is a priority to ensure that recipients receive their copies. 

3.1.1.12. The supplier will deliver mailing lists to NICEs distribution partner on a monthly basis for validated requests for additional BNF volumes to be distributed monthly outside of the annual campaign.

3.1.1.13. The default delivery recipient at all Trusts should the Chief Pharmacist or Head of Medicines Management

3.1.1.14. The default delivery recipient at all GP Surgeries should be the Practice Manager.

3.1.1.15. Individuals who are registered at multiple locations must only be sent a single copy. 
3.1.1.16. Mailing lists will uploaded to the mailing distributors secure FTP site
3.1.1.17. Mailing lists will be encrypted using software such as PGP and delivered in a format, such as csv. which can be easily exported into the Hard Copy Distributors systems, with no data manipulation or data loss.
3.1.1.18. The supplier will deliver additional mailing lists and provide emailing services as required by NICE on an ad-hoc basis as a call off service under this contract.
Pro-active engagement

3.1.1.19. The supplier will deliver an email to each NHS Trusts Chief Pharmacist/Head of Medicines Management or nominated alternative. The emails will be sent 2 months before the date of delivery of final mailing lists for each bulk distribution to NICEs Hard Copy Distribution partner. A Microsoft Excel based mailing list which includes all names and details (as per standard criteria for the mailing database) of all the Healthcare Professionals who are eligible to receive a copy of the forthcoming BNF publication within the Trust will be attached to the email.  These mailing lists should be presented and formatted so as to make them simple and easy to update and manipulate. The email will inform the recipient of the impending distribution of a BNF/BNFC and request that they review the attached mailing list, make any amendments which are necessary, and return it to the supplier by email within a month. 

3.1.1.20. The email will also offer NHS Trusts the option to reduce allocations of copies below the quantity stated in the mailing list. If the supplier subsequently receives requests for individual copies from staff at Trusts which have already requested a reduction, they should be referred to that Trusts Chief Pharmacist/Head of Medicines Management or nominated alternative.
3.1.1.21. If NHS Trusts return their respective lists in a different format, for example tabulated in a word document, or in a slightly different table format within Microsoft Excel, the supplier will be expected to take reasonable steps to use it, rather than request the list in the pre-provided format. If the list returned is in a totally different format the supplier will be expected to advise the Trust that they are unable to use it and request it be supplied using the pre-provided format.

3.1.1.22. The supplier will send a second email to each NHS Trusts Chief Pharmacist/Head of Medicines Management or nominated alternative 1 week in advance of the date of delivery of final mailing lists to NICEs Hard Copy Distribution partner. A Microsoft Excel based mailing list which includes all names and details (as per standard criteria for the mailing database) of all the Healthcare Professionals who are eligible to receive a copy of the forthcoming BNF publication within the Trust will be attached to the email. This list should reflect all amendments received in the preceding 2 months which followed the initial email.
3.1.1.23. Text for any such bulk emails, and the format of Excel based mailing lists are to be agreed with NICE.

Enquiry handling and updating the database

The supplier will set up an enquiry management team who will undertake the following tasks:
3.1.1.24. Responding to telephone and email enquiries, referencing the database and eligibility criteria and where appropriate arranging delivery of further copy(s) with the distribution company and updating the database.
3.1.1.25. All email enquiries will receive an automatic email reply acknowledging receipt and providing timescales for a response. 
3.1.1.26. Take a pro-active approach to encouraging NHS staff to keep their mailing information up to date, so as to ensure that they receive an adequate number of copies.

3.1.1.27. If an enquiry relates to a professional group or individual who is outside the eligibility critieria, it should be referred to the contact at NICE or replied to using text pre-agreed with NICE.

3.1.1.28. If a complaint is received where possible it should be resolved within the enquiry management timescales and forwarded to NICE.
3.1.1.29. Identification and checking of postal returns and misdirected deliveries followed by validation and updating of database, this may involve liaison with the NICEs Distribution Provider.
3.1.1.30. Delivery of monthly reports detailing monthly database activity and enquiries received. Enquiries will be categorised to identify trends.
3.1.1.31. There should be published data validation processes
3.1.1.32. The enquiry handling service will be required to be operational following contract commencement.

Skills required

3.1.1.33. Proven experience and expertise in the gathering and maintaining of directory data, specialising in NHS Heath Care Professionals

3.1.1.34. A thorough understanding of the eligibility criteria for receiving the BNF Volumes 

3.1.1.35. Ability to produce, and manage a mailing database which comprises all Health Care Professionals eligible to receive a copy of BNF volumes in the English NHS, as detailed in section 4, Eligibility criteria for BNF Volumes.
4. Eligibility criteria for BNF Volumes
4.1. The current eligibility criteria are shown at the link below.  https://www.nice.org.uk/About/What-we-do/Evidence-Services/British-National-Formulary 
These may be changed during the contract period. 
5. Management and reporting requirements
5.1. Mailing lists should be suitably validated, quality assured and well managed with reference to enquiries to ensure that eligible Health Care Professionals are sent a copy of the publication they are eligible to receive. 
5.2. Regular database activity reports are to be provided to the NICE Contract Manager.
