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 SPECIFICATION
Printing and Graphic Services for Cheshire East Borough Council - Electoral Services Department: 
Individual Electoral Registration; Annual Canvass; Elections and Referendum Print Services, and any other print services as required by the Electoral Services Department.
1. INTRODUCTION TO INDIVIDUAL ELECTORAL REGISTRATION, ANNUAL CANVASS, ELECTIONS AND REFERENDUM PRINT SERVICES.
Cheshire East Borough Council is the third largest unitary authority in the North West next to Manchester and Liverpool.  The electorate is currently over 290,000 from a population of 374,200.  Over 54,000 of our electorate are currently registered to vote by post.
Cheshire East has over 177,000 dwellings across 52 wards, which are a mixture of 1, 2 and 3 member Wards represented by a total of 82 Councillors and have 5 Members of Parliament.
All of the Cheshire East area is Parished and covered by a mixture of Town and Parish Councils.  Many of these are warded and for election purposes this equates to 186 different Town and Parish elections.
2. SCOPE OF THE CONTRACT
The Cheshire East Electoral Services Team is based at Macclesfield Town Hall and require a managed solution to design, print and envelope all stationery in relation to:
a. Individual Electoral Registration (IER) day to day processes – including the printing and enveloping of Household Enquiry Forms (HEFs), Invitations to Register (ITRs), and any other forms required for IER as required by the Council, such as Household Notification Letters (HNLs).
b. Annual Canvass and other work connected to IER – including the design and printing of HEFs, ITRs, and all reminders as required.
c. All Elections and Referendums – including poll cards, ballot books, tendered ballot books, complete postal vote ballot packs.
All letters, forms, reminders and envelopes are to be designed and printed to Central Government led standards as required under the relevant legislation for IER and each type of election or referendum.  The Electoral Commission provide templates for many of the documents and these must be used for base document layout – for further details see www.electoralcommission.org.uk

The Contractor is required to attend Cabinet Office Supplier groups to keep up to date with election legislation changes and Individual Electoral Registration development.  The Contractor must also be conversant with all specialist election print requirements.  Ideally they will have Account Managers, or at least employees, who are members of the Association of Electoral Administrators.
The distribution of all printed stationery mentioned above, is supervised by Cheshire East Council.  Some print jobs will require to be delivered to Cheshire East sites for us to conduct our own print checks prior to despatch, and some will require to be distributed direct from the awardees site – after any checks have been conducted by Cheshire East Council, on the awardees site, where required. 
It is intended that this procurement exercise will be for a 2 year contract, with the option to extend for a further 2 times 1 year.  The anticipated start date of the contract will be on or around 1st December 2016 for 2 years to 30th November 2018, with the option to extend for a further 2 x 1 years to 30th November 2020.
3.  BACKGROUND TO THE REQUIREMENT
3.1. Individual Electoral Registration day to day processes:   
In 2014 Central Government introduced the biggest change in electoral law for decades, with the introduction of Individual Electoral Registration.  This has introduced a number of different forms to the process of people registering to vote.  It has also introduced a method for people to register online using the Governments digital service.  IER is now an ongoing process throughout the year and each month (January to September) the Council will require the design, print and production and enveloping of Household Enquiry Forms (HEFs), Invitations to Register (ITRs), and any other forms required for IER as required by the Council.  This may include, if required by the Council, design and printing of Household Notification Letters for all 177,000 properties across Cheshire East (2016 figures).
If the Council chooses to undertake a Household Notification exercise, this will involve sending a letter, pre-populated with Cheshire East elector data, to every property. It provides electors an opportunity to check the details that we have on the Electoral Register.
3.2. Annual Canvass and other work connected to IER:
The annual canvass will commence in August each year and run through to 1st of December of that year, although some design work for this may be required as early as June 2017.  With the assumption that canvass requirements will be the same as current, this will involve sending a Household Enquiry Form to every property across Cheshire East.  The forms are all to be produced in accordance with relevant legislation and pre-populated with household elector data, security code data and other details.  Where we have no details of persons included on the Electoral Register, those properties require a blank HEF to be produced.  The legislation also requires every property to respond to the HEF, and where they do not respond, they will receive a first reminder, second reminder and a personal visit from Council Electoral Registration Canvassers.  We will require the design and printing of HEFs, ITRs, first and second reminders and any other documents relating to the personal visit stage, such as canvasser calling cards.  
It is important to note that Cheshire East is part of the North West Region.  We may be required to take part in pilots in connection to IER and the Annual Canvass.  The actual detail or timing of the pilots is not yet known and has not been confirmed by Cabinet Office, but any printing and graphic requirements for those would need to be covered by this contract.
3.3. All Elections and Referendums:
Cheshire East holds ‘All-Out’ Borough, Town and Parish Council elections every 4 years with the most recent ones being held on the 7th of May 2015.  The next scheduled elections will be held in May 2019, along with the next scheduled European elections.  Please see table below showing the details of scheduled elections for Cheshire East:
	Year
	Election Type
	Further Detail

	2017

	None currently scheduled but various Neighbourhood Plan Referendums
	These could be a single area on one day, or various areas on the same day.

	2018

	None currently scheduled
	

	2019

	All-out Borough and Parish and Town Council elections across Cheshire East

The next European Parliamentary elections
	Elections for all 52 Borough Wards, 186 Town and Parish Councils


Election of MEPs as part of the North West Region and subject to directions from the Regional Returning Officer

	2020

	Parliamentary election


Police and Crime Commissioner elections
	For 5 constituencies or part thereof

As part of the Cheshire Police Force area – along with Warrington, Halton and Cheshire West and Chester Councils.  Subject to directions from the Police Area Returning Officer



Within Cheshire East we currently have approximately 30 Town and Parish Councils preparing neighbourhood plans.    Some neighbourhood plan referendums have already taken place.  Further areas are expected to move to referendum within the period of this contract.  Each will require a referendum to be held, in accordance with the relevant legislation, and can range in size from 100 electors to over 10,000 electors.
Examples of elections and referendums which may also occur during the contracts period include, but are not limited to:
· UK Parliamentary by-elections
· Cheshire East Council by-elections
· Town and Parish Council by-elections
· Police and Crime Commissioner by-elections
Quantities for by-elections vary on the size of the area concerned – for a Town or Parish by-election or referendum this could vary from 100 electors to over 10,000, for a Borough by-election from 3000 electors to over 10,000, for a Parliamentary by-election approximately 80,000 electors, for a Borough wide election or referendum approximately 290,000 electors. All work under this contract is to be carried out within the legislative election timetable.  From the point of notification by the Council to the Contractor, that an election is required, the Council will expect the Contractor to provide a draft timetable scheduling dates for supply of data and proofing stages within 48 hours of the point of notification.  The Contractor will be expected to work with the Council on flexibility within that draft timetable.
4.  THE REQUIREMENTS
Quotations will be evaluated against the criteria outlined in the further competition document
The following requirements are essential to Cheshire East Council but are not limited to:
It is essential that you can complete and comply with the requirements of the Cheshire East ICT questionnaire document/s, and the further competition document.
It is essential, as requested in the further competition document, that you provide details of 3 contracts, directly relating to local authority Electoral Services requirements, which are of similar size, nature and value to Cheshire East requirements described within this schedule.
It is essential that you provide samples of a HEF, ITR, ballot paper, poll card and a fully enclosed ballot pack – prepared to the Council’s specification described within this schedule.
For all print jobs it is essential that you have a robust procedure in place in relation to spoils, which includes details of how spoils are monitored, recorded, reproduced and reported to the Council.
It is essential that all design and printing complies with the relevant legislation covering that part of Individual Electoral Registration, election or referendum, and that documents are produced in accordance with the Electoral Commission templates (where they are available) – see www.electoralcommission.org.uk
It is essential that you conduct quality checks on all print runs and also either – deliver all print jobs back to the Council for us to conduct our own quality checks prior to despatch, or accommodate Cheshire East staff on your site to conduct quality checks prior to despatch.  The Council will confirm the arrangements for the despatch of each print run at the relevant time.
The Council will expect the Contractor to work with them to develop future ways to  further improve and streamline the processes.
For every print run the Council will provide a file of electoral data, for which you will need to provide a secure method of transfer, and the Council will require live proofs within 24 hours for our approval prior to full printing taking place.  The Council reserve the right to also request printed live proofs to be delivered to the Council, in addition to a file of live proofs, for barcode and scanning test purposes. The secure transfer method system must meet the following criteria and you are also required to complete the ICT SECURITY AND QUALITY QUESTION DOCUMENT (Appendix 4) as part of your tender return.
GENERAL SECURITY AND AUDIT
Vendor to be ISO27001 accredited
Solution should comply with the Data Protection Act 1998
Data sets must be encrypted with 128bit encryption when not in use
Industry standard firewalls must be used alongside encryption to protect the data
Data Centre must be in the EEA
Solution must provide full audit facilities including:
· Login/Logout (successful AND unsuccessful)
· Unauthorised access (where applicable)
· Record all data access attempts
· Privileged system changes (e.g account management, policy changes, device configuration)
· Location of access (IP address)
Log data should be able to be loaded into an internal SIEM (Security Incident and Event Management) solution

FILE TRANSFER
Transmission of sensitive data must be via SSL/TLS or other recognised strong security protocols
Data should be securely destroyed after use, both virtual and physical demonstrating compliance with CESG/HMG Info Sec 5

USER SECURITY
User access must be via encrypted means such as SSL/TLS
2 factor / SAML / OpenID authentication is required 
Users should be prompted to change their passwords at regular intervals
Passwords stored by the solution should be stored in a manner that prevents them from being read, disclosed or otherwise compromised

APPROVAL AND MANAGEMENT
It is essential that you ensure all envelopes and any documents containing the Council’s return address are approved by Royal Mail and you provide the Council with proof of Royal Mail’s approval during the proofing stage.
Data files will be produced in Polling District order and often some print runs require more than one data file e.g.  Properties may be separated into files if they are to be enveloped in envelopes containing a pre paid postage impression, or an envelope without a pre paid postage impression.
Where forms are to be delivered back to the Council they will need to be provided in register order, separated into polling districts and packaged in suitable cardboard boxes.  Each box is to be labelled with the polling district details and the boxes are to be numbered in sequential order of production.
You must supply an indicative timetable for print, proofing and turnaround times.  
You must appoint a Project Manager and support team, providing contact details for these to the Council, highlighting the individuals who are members of the Association of Electoral Administrators. The Project Manager will act as a single point of contact for the Council.  The Council will expect to meet with the account team at the start of the contract, bi-annually, and at any other point as required by the Council to review performance.  There must be an open line of contact between the Project Manager and the Council’s Electoral Services team during office hours and you must supply an out of hours contact number for use by the Council.
You must provide details of your corporate complaints procedure and complaint escalation procedure so that the Council know how to log complaints, and expected response times to these if the case should arise.
4.1.  Individual Electoral Registration Print Requirements
Each month (January to September) we will require:
4.1.1. Household Enquiry Forms, Invitations to Register and associated envelopes:
Design and printing (in accordance with relevant legislation) of approximately 3000 ITRs and 1000 HEFs.
Many of the forms will require personal data to be pre-printed onto the forms, from the Councils data file, along with other fields from the data file – such as polling district code, name, address, postal vote indicator, opt out preference and elector or property barcodes.  Where barcodes are required they must be printed to sufficient quality to enable them to be scanned back into the Council’s electoral software systems.
The HEF and ITR forms will be 90gsm paper, A3 size –folded portrait into an A4 booklet format.
Each form will be fully enclosed into a C5 envelope (manilla), with the envelope  pre-printed with wording required by legislation. A pre-paid envelope – printed with the Councils return address and postage mark must be enclosed in each outer envelope with the form.
All forms to be sealed and either despatched to Royal Mail from the print sites using the Council’s PPI account, or delivered back to the Council (arrangements and delivery address to be confirmed by the Council for each run at the relevant time).The Council will confirm which postage license impression and/or product will be used for each mailing.
These volumes are subject to change and are expected to increase in the run up to an election.
The process of IER also involves the posting out of evidence letters, query letters, attestations and overseas letters – Approximately 100 per week.  These are required to be black and white print, double sided print, A4 size, 90gsm paper. Each letter needs to be pre-folded and sealed inside a C5 manilla envelope with a prepaid envelope enclosed.  We may require the awardee to produce and print these documents – along with Confirmation Letters – of which we send approximately 3000-5000 per month.  These are A4 in size, black and white print, the majority of these are single sided print and some are duplex print depending on the type of form, and enveloped in C5 manilla envelope.
The Council may require the printing of approximately 500 postal vote applications per week and approximately 15,000 postal vote confirmation letters throughout the year.  These would be A4 size, 90gsm, black and white print, single sided print and enveloped in C5 manilla envelope.
For each print run the Council will confirm whether the forms are to be posted direct from the print site, or delivered back to the Council’s offices, and whether we wish to conduct our own quality checks prior to despatch.  The Council will expect the Contractor to work with them to develop future ways to  improve and streamline processes.
4.1.2. IER Annual Canvass:
Legislation currently requires the annual canvass to be conducted similar to 2014 and 2015.  The Council would wish to receive delivery of the initial HEFs around 9th August, receive delivery of the First reminders around 21st  September, and receive delivery of the Second reminders around 18th October.  The Council is to supply the data approximately 7 working days prior to the date when delivery of the documents would be expected back to the Council – at each stage of the canvass. Based on the canvass conducted in 2015 we will require:
· All forms (HEFs and ITRs) to be printed with polling district code for each property – where this is supplied in the Council’s data.
· Design and printing of approximately 177,000 initial HEFs – printed on A3 90gsm paper, folded portrait to A4 booklet.
· Design and printing of approximately 400,000 outgoing envelopes (being a mixture of the Electoral Commission template for HEF and ITR envelopes).  The Council will confirm closer to the time the number of envelopes required to be printed with a postage impression, or to be left without a postage impression.
· Design and printing of approximately 400,000 pre-paid C5 size manilla envelopes.
· Design and printing of approximately 80,000 First reminder HEFs
· Design and printing of approximately 40,000 second reminder HEFs
· The design and printing of approximately 6000 ITRs per week, from mid August through to the end of November – Despatch of these would be required direct from the print site weekly on a Friday, with data for each run supplied 2 to 3 working days prior to despatch
· All forms at every stage to be fully enclosed in the outer envelope along with a pre-paid return envelope and sealed.
· The Council will confirm at each stage whether the forms are to be posted out direct from the print site, or delivered back to Council offices.
For day to day IER processes and the annual canvass the HEF and ITR forms and reminder forms are required to be:
· Printed on A3 paper and then folded into an A4 booklet (with printing on all 4 sides)
· Printed on 90gsm white paper 
· Black and white printing
· Forms to be personalised as far as legislation allows
· Printing to include barcodes and polling district code from the Councils data file and printed to a standard that can be scanned back into the Councils Electoral software system
· During annual canvass printing to include security code details for telephone, SMS and internet registration service – provided by Idox
· All forms to be enveloped in an outer oversized C5 envelope, and with a return envelope enclosed – the return envelope to be pre-printed with the Councils postage impression licence details and return address.
· Envelopes to be overprinted with Electoral Commission required wording.
· Outward envelopes – oversized C5 size manilla
· Return envelopes – standard C5 size manilla
· Forms to be printed and supplied in register and polling district order,  separated into polling districts and delivered back to Cheshire East Borough Council (site address to be specified by CEBC prior to delivery) in suitable separate cardboard boxes.  Each box to be labelled with the polling district details and boxes to be numbered in sequential order of production. The Council will expect the Contractor to work with them to develop future ways to improve and streamline processes.


4.1.3 Household Notification Letters:
· It is not yet confirmed if the Council will conduct a Household write out within this contract period.
· If a write out were to be requested we would require the design and printing of approximately 177,000 A4, 90gsm letters printed black and white and double sided, and the supply of approximately 177,000 DL envelopes – overprinted with any wording on the outer envelope as required and to be confirmed by the Council once the decision with regards to the requirement of a HNL is confirmed.
· We will require the letters to be enveloped into DL manilla envelopes.   Quantities for envelopes requiring a postage impression will be confirmed by the Council but anticipated volumes to be approximately 35,000 envelopes with a postage impression, and the remainder to not include a postage impression.

· We are aware that Cheshire East might be required to take part in pilots for IER – being conducted across the North West region. The detail or timing is not yet known but any print and graphic requirements for those must be provided for under this contract.


4.2. Elections and Referendum Printed Stationery Requirements:
Products for each election, by-election or referendum, whether scheduled at the point of procurement, or not currently scheduled:
(There may be additional items required under the contract, for example large print ballot papers, electoral registers, polling station signs, grass skirts/counting sheets, but the essential items required for this contract are detailed below).
4.2.1. Ballot Papers – to be printed in accordance with all legislative requirements for each type of election/referendum – Ballot papers to be delivered back to the Council at least 6 working days prior to election day.  Candidate data will be supplied by the Council as soon as possible after close of nominations on day -19 in the election timetable.


Ballot Paper Sheets (individual) for Ballot books
· Volume approximately 300,000 sheets for a borough wide election but volume dependent on type of election and electorate size.
· Sheet print colour black and white
· Printed front and back 
· 90gsm paper uncoated
· Colour of paper to be in accordance with legislative requirements for that election and as communicated by the Council for both polling station books and tendered books.
· Size of paper – to be confirmed at the time of election or referendum and is dependant on the number of candidates for that election or length of referendum question.
· Provision of an official mark (under-printing or watermark) to appear on front and reverse of ballot paper.
· Each sheet within each book is to hold variable data: a unique identifying mark and ballot paper number on each sheet.  Ballot paper numbers must run sequentially and be different on every ballot paper of the same type for the election.
· Each sheet to be produced in strict numerical order for each of the 2 ballot book types.
· Layout/text to include candidate details, political party details and political party logos, all to be in accordance with legislative requirements and ballot paper layout.
· Proofs to be made available in both hard copy and PDF.
· Materials to be packaged in accordance with Council instructions e.g. as per ballot paper allocation/and individually packed for each polling station.

Ballot Books (100 Sheet) for Polling Station
· Books bound by glue
· Bound into books containing 100 sheets – using colour for use at polling stations.  Colour to be confirmed by the Council as soon as possible once the election is called.

Tendered Ballot Books (25 Sheet) for Polling Station
· Books bound by glue
· Bound into books containing 25 sheets – using colour for tendered books.  Colour to be confirmed by the Council as soon as possible once the election is called.

4.2.2. Postal Vote Ballot Packs and Compilation – Postal vote packs to be delivered back to the Council at least 3 working days prior to the date that the Council confirm they will be despatching the packs to Royal Mail.  Postal vote data will be supplied by the Council at least 10 days prior to the expected delivery date of the postal packs back to the Council.  The exact timetable is to be agreed by the Council and the Contractor in advance of each election in line with the Council’s KPIs. The Council would expect the Contractor to be reasonable and flexible in order to help the Council meet legislative deadlines.

· Volume approximately 50K for a borough wide election such as the PCC elections, but for by-elections this could vary from 50 to 15,000.  These figures are based on the assumption of separate packs for each election, but in the instance of combined elections taking place on the same day we would potentially require some packs to be combined.
· All items listed below to be in accordance with legislative requirements.
· Each item for each election will require a proofing stage for the Council to confirm exact requirements for each election.  

Postal Vote Ballot Packs Include:

Outgoing Envelope
· Colour white, 90gsm, uncoated
· Capable of being sealed securely
· Size of envelope approx. 9.5” x 6.5”, with address window
· Printed with the Council’s Pre-Paid postage impression mark and elections outgoing licence number – to be provided by the Council
· The envelope will require purple flashes printed if the Council confirm their use of the Royal Mail postal vote product for a specific election, and the envelope must meet any Royal Mail specification for their product.
· To be printed with the return address for non-delivery
· Printed with any other wording as requested by the Council.
· Any wording on envelopes may change depending on what type of election and will be confirmed at the proofing stage.


Return Envelope ‘A’
· Manilla, 90gsm
· Capable of being sealed securely
· Size of envelope approx. 8.5” x 6”
· Printed with any relevant wording e.g. Name of the Council, Envelope A, Electoral area details and Council return address
· Printed with Royal Mail purple flashes
· Some print details are required on both sides of the envelope
· The envelope must contain a window so that the elector can fold their ballot paper; insert it into envelope A, with the ballot paper number on the back of the ballot paper, showing through the window in envelope A.


Return Envelope ‘B’
· Colour white, 90gsm, uncoated
· Capable of being sealed securely
· Size of envelope approx. 8.7” x 6.1” 
· To be printed with the return address for non-delivery
· To have a window so that the elector, once they have completed the pack, can insert the envelope A (containing the ballot paper), and the security statement into this return envelope B, with the Councils return address and licence details (printed on the security statement) showing through the window in this envelope B.
· The envelope will require purple flashes printed if the Council confirms they are using the Royal Mail postal vote product, and the envelope must meet any Royal Mail specifications for that product, including postage impression.
· Some print details are required on both sides of the envelope
Overseas Postal Ballot Packs/Security Statements/Instructions – Envelopes for these packs will need to be produced by the Contractor, as per legislative and Royal Mail specifications for overseas response licence. The Council would expect the Contractor to have a good understanding of the Royal Mail Postal Vote product including the requirements for overseas mail distribution and would expect the Contractor to be responsive to any future legislative changes or alternative products that meet election legislative requirements.  
Postal Vote Security Statement
· To be personalised with variable data including:
· Barcode compliant with Idox Selcheck system to enable security statement to be scanned on return
· Electoral area details
· Polling District
· Elector number
· Ballot Paper Number – being the unique ballot paper number that is allocated to the elector and MUST MATCH the ballot paper number on the ballot paper
· Elector name and address for outgoing purposes
· Council’s return address and return licence number where applicable – These are different for different elections
· For any packs where a WAIVER has been granted for the elector not to provide a signature – the security statement signature box to include the words ‘WAIVER GRANTED’

Instructions to the Voter
· To be reproduced in accordance with the relevant legislative requirements for each type of election
· 90gsm, white, A5

Postal Vote Security Statement Attachment Method
· To be attached to the Instructions to the Voter by way of perforation which can then be detached by the elector for the elector to return the Security Statement as required by legislation.
· Alternatively the Security Statement can be attached to the ballot paper by way of perforation which can then be detached by the elector for the elector to enclose the completed ballot paper in envelope A and then envelope A and the Security Statement in envelope B with the Councils return address showing through the window in the outer envelope B.  If this option is used then the instruction to voters will be a separate document for insertion in the ballot pack – A5, double sided, black and white text, and 90gsm.

Postal Vote Ballot Paper
· As set out in the document (Ballot Paper Sheets (Individual) for ballot books).  The sequential numbers on each postal vote ballot paper must not be repeated in the ballot books for polling stations.
Full Collation of Postal Vote Ballot Packs:
· The Council require the Contractor to prepare the postal vote packs so that all inserts (ballot paper, security statement, instructions, envelope A, envelope B) are fully enclosed in the outer envelope ready for despatch into Royal Mail, with the elector name and address on the security statement showing through the window in the outer envelope and the outer envelope, once all contents are enclosed, to be sealed.
· All fully inserted packs to be maintained in strict electoral register order.  The Council will provide further details at the relevant time with regards to any separation required into wards or polling districts or constituencies etc.
· The Council may provide a list of extractions at the relevant time – where the Contractor will be required to extract individual postal packs (for example where an elector is deceased or no longer requires a postal pack).
· All packs to be delivered back to the Council offices in Royal Mail york’s and crates ready for despatch into Royal Mail and also in accordance with any further instructions from the Council as to how the packs should be packed in the crates e.g. crates stacked in york’s, 200 per crate, upside down, facing forwards.  These details will be confirmed by the Council at the relevant time and are dependant on what type of Royal Mail product for despatch is being used.
· The Contractor will be required to produce all overseas ballot packs and deliver these back to the Council prior to delivery of the main run of non overseas postal packs, so that these overseas packs can be despatched to Royal Mail on an earlier date.
· The Contractor will also be required to be flexible and able to – either produce additional runs of packs at short notice, or deliver spare packs back to the Council to enable the Council to issue additional runs in between scheduled runs.  These requirements will vary for each election and are dependent on the number of postal applications received by the Council.

Quality Checks of Postal Vote Ballot Packs:
· The print site to supply to the Council a full issuing list of postal voters showing the elector details and the number of the pack that the elector has been issued with.
· The print site to make arrangements for their own quality control of the issue of postal ballot papers against the postal vote list.
· Following on from their own quality checks, the print site to deliver all crates of packs back to the Council for elections staff to carry out their own quality control checks and extractions of packs where required, or accommodate Cheshire East staff at the print site to conduct quality control checks.  The Council will confirm required arrangements at the relevant time.

Production of Spare Postal Vote Ballot Packs:
· Production of general spare postal packs required (non specific) and all stationery items included in this specification for postal ballot packs.
· A specific number of these spare packs and stationery items (as specified by the Council), to be delivered to the Council to enable the issue of replacement postal packs (including ballot papers) to electors.
· Arrangements for the Council to request further packs, if required i.e. in the event of a large number of packs not delivered to/or received by electors.

Data for Postal Vote Ballot Packs:
The electoral data for postal vote packs for a Parliamentary election in cross boundary areas would be supplied by both Cheshire East Council and also from Cheshire West and Chester Council.  Cross boundary conditions apply in the Eddisbury constituency and Tatton constituency.  This involves files created in two different software systems. The data will be password protected and transferred via the agreed secure method.

Parliamentary boundaries may change in the future which could result in Cheshire East having cross boundary areas with further Councils.

4.2.3.Poll Cards- To be delivered back to the Council at least 5 working days prior to the date that the Council confirm they will be despatching to Royal Mail/households.  Poll card data will be supplied by the Council approximately 10 to 20 working days prior to the expected delivery of the poll cards back to the Council.  The exact timetable will be agreed between the Council and the Contractor in accordance with the Council’s KPIs.

· The layout and wording of the poll cards must be in accordance with relevant legislation and Electoral Commission templates for each election type and will be checked by the Council during the proofing process.
· 200,000 cards printed without a Royal Mail postage impression
· 35,000 cards printed with a Royal Mail postage impression – Authorising Officer to confirm at the relevant time how many cards will require a postage impression.
· All quantities are indicative and subject to change but volume will vary depending on the type of election.  For a borough wide election such as a PCC election this would be approximately 235,000 cards but for by-elections volume can vary from 100 cards to 80,000 cards.
· A5 size 
· 170gsm for the poll cards that are to be delivered by Council Electoral Canvassers
· 190gsm for the poll cards that are to be despatched to and delivered by Royal Mail.
· White colour (unless specified by the Council at the relevant time)
· Printed front and back
· Variable data on one side including: Electoral details, polling station details, electoral area, polling district, elector number, poll card note, with instructions on the reverse – as per relevant legislation
· Cards to be produced in polling district order, or walk sorted – order to be specified by the Council at time of election/referendum.
· Cards to be either delivered to the Council or released to the required delivery Contractor – as specified by the Authorising Officer at the time of elections.
· Cards being delivered back to the Council to be separated into polling districts and boxed in separate polling districts in cardboard boxes with the boxes labelled with polling district code and sequential number order as produced, or other sortation method as instructed by the Council, and crated for despatch by Royal Mail
· Arrangements for Cheshire East electoral staff to visit print site at necessary times to carry out further quality control checks, carry out extractions – Authorising Officer will confirm for each election if this is required.


4.2.4.Postal Poll cards/Proxy Poll cards/Postal Proxy Poll cards- To be delivered back to the Council at least 5 working days prior to the date that the Council confirm they will be despatching to Royal Mail/households.  Poll card data will be supplied by the Council approximately 10 to 20 working days prior to the expected delivery of the poll cards back to the Council.  The exact timetable will be agreed between the Council and the Contractor in accordance with the Council’s KPIs.

· The layout and wording of these items must be in accordance with relevant legislation and Electoral Commission templates for each election type and will be checked by the Council during the proofing process.
· Approximately 44,000 cards printed without a Royal Mail postage impression – 170gsm
· Approximately 10,000 cards printed with a Royal Mail postage impression – 190gsm – Authorising Officer to confirm at the relevant time how many cards will require a postage impression.
· All quantities are indicative and subject to change but volume will vary depending on the type of election.  For a borough wide election such as a PCC election this will be approximately 54,000 cards but for by-elections volume can vary from 30 cards to 15,000 cards.
· A5 size 
· Pink colour for postal poll cards and postal proxy poll cards, White colour for proxy poll cards (unless specified by the Council at the relevant time)
· Printed front and back
· Variable data on one side including: Electoral details, ballot paper address details, electoral area, polling district, elector number, poll card note, with instructions on the reverse – as per relevant legislation
· Cards to be produced in polling district order, or walk sorted – order to be specified by the Council at time of election/referendum.
· Cards to be either delivered to the Council or released to the required delivery Contractor – as specified by the Authorising Officer at the time of elections.
· Cards being delivered back to the Council to be separated into polling districts and boxed as separate districts in cardboard boxes, and boxes to be labelled with polling district and sequential number order as produced, or other sortation method as instructed by the Council, and crated for despatch by Royal Mail. The Council will expect the Contractor to work with them to develop future ways to improve and streamline the processes.
· Arrangements for Cheshire East electoral staff to visit print site at necessary times to carry out further quality control checks, carry out extractions – Authorising Officer will confirm for each election if this is required.

5.  FUNCTIONAL REQUIREMENTS ACROSS IER, ANNUAL CANVASS, ELECTIONS AND  REFERENDUM PRINT
At the start of the contract period, the print Contractor will confirm the key contact taking responsibility as Project Manager for all works undertaken for the Council from implementation and during the contract term and the key contacts that make up the Council’s Contractor project team. The Project Manager, or representative from the identified team will be the person that the Electoral team contacts in the event of queries, liaison with proofing and will be the Single Point of Contact for the Electoral team.
If the Contractor does subcontract any work to a third party, the Council will be informed of the subcontractors details and address, but the Council will only liaise with the Contractor Project Manger as a Single Point of Contact.
Any subcontractor must abide by Data Protection regulations and ensure the security of the Council’s data and personal information of electors at all times. It will be the responsibility of the Contractor to ensure data assurances have been provided from any subcontractor regarding data security and disposal of data.
The Project Manager will fully manage the process from start to finish and also attend project management meetings with the Council bi-annually and also 3 months prior to any major election.
The Project Manager will keep the Council fully informed of progress, and any problems encountered will be communicated immediately. 
At least two weeks before any transfer of data the Contractor must provide template artwork proofs containing static data and information that is required by relevant legislation. This will confirm the intended layout of the documents.
At the start of each print run the Electoral team will run the relevant data files from our electoral software - Idox. The Electoral team will use a secure data portal that is to be a ‘transport mechanism’ for the data and the team will send files to the print Contractor approximately 50-60 times a year based on electoral activity (this is subject to change). These are run in CSV format; password protected, and will be transferred to the Contractor via an agreed secure method for data transfer.
The Contractor to provide artwork proofs containing the live variable data from the data file to the Council for checking and sign off prior to any print runs commencing.
6.  KEY PERFORMANCE INDICATORS AND SERVICE LEVEL AGREEMENTS
The Council would expect the supplier to deliver innovation throughout the contract term, proposing methods in which the service can be improved, with cost and time savings made, whilst still providing a robust and quality solution to meet legislative requirements 
Time of delivery shall be of the essence and if the Contractor fails to deliver the Council’s requirements within the time specified, the Council may release itself from any obligation to accept and pay for the Goods and/or terminate the Contract, in either case without prejudice to any other rights and remedies of the Council.
6.1. Spoils Procedure
For all print jobs it is essential that you have a robust procedure in place in relation to spoils, which includes details of how spoils are monitored, recorded, reproduced and reported to the Council.
The spoils process must ensure that any spoilt packs or documents are reproduced and be ready for despatch back to the Council, or to Royal Mail, along with the full run i.e. spoils cannot be reproduced at a later date and must be included in the despatch with the full run.
6.2. Print Quality Checks
You will be required to have your own robust print quality checking system, although the Electoral team will require access and flexibility to conduct individual print quality checks.  This will either be on site at the printers (and you will be required to fully accommodate this), but more frequently you will be required to deliver the documents back to Council premises for this purpose.
6.3. Posting of Documents
If documents are posted out directly from your print site, you will be granted access to the Elections Royal Mail online account.  The Council will require a copy of all dockets used.
Address for delivery:
Where documents are to be supplied back to the Council the address, unless confirmed by the Council otherwise, will be:
Electoral Services Team, Macclesfield Town Hall, Market Place, Macclesfield, SK10 1EA
6.4. Confidentiality
The contractor must fully comply with the Data Protection Act and ensure that any confidential information is not disclosed and comply with the contract terms in relation to both the Data Protection Act and confidentiality.
6.5. Contract Monitoring for Electoral Registration/IER, Annual Canvass, Elections and Referendum Print
This contract will be monitored by or on behalf of the Council by the Authorised Officer and Electoral Services Team, to ensure that the Service Specification and Statutory requirements are achieved by the Contractor.
The Contractor agrees to provide reasonable access and all relevant information to the Authorised Officer to satisfy him or her that the Contractor will achieve these.
The Authorised Officer will specify monitoring requirements in order to verify the quality and accuracy of the completed material supplied by the Contractor.
The Contractor will provide details to the Council of quality assurance checks that it will be carrying out, how these checks will be recorded and will ensure that when the records of checks are completed they will be conveyed to the Council.
In most cases the Contractor will be required to deliver the completed products to the Council to enable the Electoral Services team to conduct checks.   For this purpose the Contractor must ensure a secure method of delivery of the completed products to the Council, ensuring there is no contact with the products, by any third party during transit to the Council.
In addition the Contractor agrees to allow the Council to make pre-arranged visit or visits to the Contractor’s premises to conduct the following quality assurance checks when the postal ballot packs, or other products, are being printed prior to issue to confirm, for example on postal packs:
· That the print quality is acceptable and all details are printed accurately
· That correct data has been used by the printer (by checking records sent against names and addresses on packs produced).
· All elements of the pack are present and correct
· Outer envelope and outbound licence
· Return envelope and return licence
· Ballot paper envelope
· Ballot paper is correct with the correct candidate details  (including the official mark and UIM), and the wording on the reverse of the ballot paper is correct
· The ballot paper number matches that on the postal vote security statement
· Postal vote security statement is correct
· Instructions are those agreed by the Returning Officer, and waiver and non waiver instructions have been included in the correct packs.
The Electoral Services team will check the number of records sent to the printer equals the number of packs to be issued; such checks will be made on random packs extracted from each crate ensuring that the extracted items include waivers and postal proxies.
Each item extracted and checked by the Council will be recorded (name and elector number) and these details will be retained by the Council.  The total number of checks made will be at the sole discretion of the Council in order to satisfy itself that it is confident that all packs are correct.  In accordance with best practice, these checks will be taken from the beginning and end of the print run together with random spot checks throughout the print run to check for accuracy.
The Contractor will demonstrate to the Council that it has established a clear procedure and audit trail for transferring the postal ballot packs to Royal Mail, or to Council premises, where the Council requires the Contractor to do this.

6.6. Contract Management
Cheshire East Council will require the Contractor to allocate a dedicated account manager who will be required to attend bi-annual service review meetings plus additional meetings three months prior to a major election. Meetings will be preferred in person but conference call facilities would be acceptable at appropriate times.  Monthly reports will also be expected to be produced detailing any direct quantities produced and dates despatched. Ideally information should be presented in an excel spreadsheet or other readable format and should be sent via email to an appointed recipient.
The Contractor must also monitor its performance in relation to KPIs and should provide the Council with reasonable notice prior to missing a KPI. It is also required that for non urgent queries, the Contractor should offer access to a customer service function whether this be by email, portal or phone that the Council can use between 9am and 5pm Monday to Friday. The Council would also expect to be able to access out of hours support in the case of an emergency and during busy periods, which should include evenings, weekends and bank holidays.
In advance of any work under this contract the Contractor must agree a timetable with the Council that ensures the production and despatch of all items in accordance with legislation, the Council’s expectations and any directions from, for example, the Electoral Commission.
Whilst the Council would expect the Contractor to be aware of legislative time constraints surrounding the various types of electoral duties, and accepts that at times this may vary, as a general rule the Council would expect the Contractor to adhere to the following time frames:
· Respond to a notice of election with an indicative timetable within 48 hours.  Timetable to confirm the dates for Contractor to receive data from the Council, and dates for delivery of items back to the Council.
· Static proofs to be supplied to the Council at least 10 days before any transfer of live data – to allow sufficient time for them to be checked/amended and signed off by the Council prior to the agreed date for the Council to supply live data.
· Live proofs to be provided within 24 hours of receipt of Council data.
· Deliver all pre-printed orders to a specified premises prior to 1pm on the date of delivery (Contractor must be willing to liaise with the Council to identify the likely time of arrival and work towards delivering prior to this deadline)
· Notify Cheshire East of any changes to the timetable at least 48 hours prior to missing an agreed deadline
· Acknowledge all enquiries made by phone, email, portal etc. immediately and anticipate to respond to urgent queries within 1 hour and non-urgent queries within 48 hours
· Acknowledge complaints immediately upon receipt and agree reasonable action and timeframes with the Council to resolve the complaint 
· Implement agreed improvements within a reasonable timescale that has been agreed by both parties
· Inform Cheshire East of any major incident within 2 hours of acknowledging the incident and provide regular updates on an agreed solution
· Expected turnaround times are as included within this specification for each product

At times, the Council may need to send additional data sets in unforeseen circumstances. It would be expected that the Contractor would be willing to work with the Council to try to achieve initial agreed deadlines wherever possible.

Where time critical changes to operational services will not be implemented to schedule, the Contractor will provide an analysis of the impact of such a delay to the Contract Officer together with contingency proposals.
6.7. Disaster Recovery
Should a disaster occur and the site or machinery used for printing can no longer be used the Council would expect the Contractor to provide the necessary resilience and BCDR (Business Continuity and Disaster Recovery) provisions. The Council would expect the Contractor to be able to restore operations within 24 hours during an election period with a full update every 1 hour. During non-critical period, we would expect the Contractor to restore operations within 48 hours and the Council with receive a full update every 4 hours.  Please also see the full details regarding disaster recovery at paragraph 8.
6.8. Business continuity: Enable the printing and mailing of documents in the event of a partial or total loss of primary operation to alternative facility locations.
· Manage risk of failure likely to impact accurate and timely delivery of the service.
· Minimize the impact of system, equipment, resource or environmental failure on the accurate and timely delivery of documents.
· Provide additional production capacity in the event that Cheshire East Council data is delayed (particularly in peak periods) to the extent that mailing dates could be affected.

To ensure continuous:
· Secure backup, storage and management of programs and data.
· Production testing across multiple additional production facilities.
· UPS and generator backup for key systems in primary locations.
· Fully documented business continuity procedures.
· Inbuilt redundancy through high number of printing and mailing machines, backed up with extensive hand-bench capabilities. No single points of failure.
6.9. Hardware and Software Failure: In the event of machinery or software failure the Contractor will make alternative arrangements to fulfil their contractual obligations. The supplier will be required to provide a dedicated Disaster Recovery functionality and Contingency arrangements, with at least the same capabilities as their primary production site. 

Relevant engineering support will be summoned as soon as any failure is detected in
any of the following equipment:
1. Printers and ancillary equipment required for output despatch
1. Server(s), hubs and ancillary equipment.
iii)	Network and associated equipment.
iv) 	Any other relevant equipment added or substituted in the course of the Contract.

All hardware and ancillary equipment will have an appropriate hardware support agreement.

All 3rd party software will have an appropriate software support agreement. 

Details of daytime or overnight failures of either hardware or software will be logged promptly with the Service / Help Desk.  The Service / Help Desk will notify the relevant nominated Contract Officer(s) of any such failures that would impact on production or quality of The Council’s documents. 

6.10. Planned Maintenance: The Contractor will agree with the Contract Officer an appropriate schedule of planned maintenance which ensures the agreed service levels are maintained.

The Contract Officer will inform the Contractor of any changes to planned maintenance schedules operated by the Council that may impact on the agreed service levels.

6.11. Backup Security: The Contractor will be responsible for maintaining backup save and restore procedures for all operational services to the Council, as follows:

1. To design, implement and maintain a backup strategy for the services.
1. The backup strategy will be approved by the Contract Officer.
1. To maintain security copies of output for the electoral data for a period of 28 days. 
iv)	To store the latest generation of system saves in a fireproof safe or at an offsite location. All prior generations will be stored at the offsite location if appropriate.
vi)	To carry out a test or partial restore on any system relevant to the Contractor’s printing services at least once every 6 months in order to prove that the restore capability is fully functional. Back ups of electronic data ‘at rest’ stored on a server or tape should be encrypted.

For any Development environments supporting the Contractor’s services to the Council, saves of the source code and/or database will be taken on a daily basis unless otherwise agreed with the Contract Officer.

7. [bookmark: LastEdit]DISASTER RECOVERY: The Contractor will ensure that disaster recovery arrangements are in place throughout the period that the operational services are provided to the Council. 
At Commencement Date, the Contractor will review the disaster recovery arrangements for all operational services and report the outcome to the Contract Officer. For those operational services not covered by disaster recovery arrangements, the Contractor will implement such arrangements within 3 months of the Commencement Date such that, in the event of a disaster affecting the Council services, all services will be restored within 24 hours of the incident. The Contractor will agree with the Contract Officer any new arrangements and reasonable additional costs that may apply.
The Disaster Recovery service will include but will not be limited to:
i)	Preparation of a Disaster Recovery Plan for the services operating at the Commencement Date.
ii)	Agreeing the priority of services recovery with the Contract Officer.
iii)	Ensuring that the relevant Contractor’s staff are kept familiar at all times with the contents of the Disaster Recovery Plan.
iv)	Procuring the necessary services and resources to provide for and achieve Disaster Recovery.
v)	Agreeing necessary Disaster Recovery arrangements with the Council’s Contractors.
vi)	Agreeing the scope of a Disaster Recovery test annually with the Contract Officer.
vii)	Performing the bi-annual Disaster Recovery test to the agreed plan to ensure that the procedures work. The Council will provide relevant staff to assist in the testing and verify that the procedures have worked correctly.  
viii)	Providing a Disaster Recovery test report including lessons learnt and any recommended changes to procedures. The Disaster Recovery procedures will be signed-off by the Contract Officer provided that the Council is satisfied that the procedures have worked, evidenced by the test report.  
ix)	Agreeing, planning and carrying out any limited Disaster Recovery test in order to configure and set up initial procedures, where appropriate and agreed with the Contract Officer. The Council will assist in providing relevant staff to assist in the testing. The procedures resulting will then be included in the Disaster Recovery Plan and tested as a whole within the next bi-annual test.
x)	Ensuring that copies of critical files, backup files, relevant systems and software are stored at an offsite secure storage location in a fire proof safe to facilitate complete service recovery in the event of a disaster. 
xi)	Ensuring that the offsite secure storage is located at least 25 miles from the primary services hosting location. The secure storage location should not be near major industrial / petro-chemical plants or storage tanks, transportation centres or other potential terrorist targets. 
xii)	Variations to the services will require changes to the Disaster Recovery arrangements. Changes impacting the Disaster Recovery Plan will be agreed with the Contract Officer.
The Council will be responsible for ensuring that the priority for the recovery of the services are provided to the Contractor and that relevant staff are made available for disaster recovery testing. 
Where the Disaster Recovery test involves changes impacting the Council’s Contractors, the Contract Officer will request that these changes be carried out. The Contractor will provide sufficient information for the Council’s Contractors to carry out the changes required.
Within 3 months of the Commencement Date, the Contractor will provide to the Council full details of the Disaster Recovery arrangements implemented, including the service description and service levels associated with any 3rd party service contracts and the details of the Disaster Recovery location. All changes to Disaster Recovery arrangements impacting the Council’s systems and services will be agreed with the Contract Officer.
Within 3 months of the Commencement Date, the Contractor will produce and maintain an overall Business Continuity Plan (BCP) for their business of which the above Disaster Recovery Plan for the Council services will form a part. The BCP will be made available to the Council’s Auditor on request.
In the event of a major incident in which cost and reputational damage is incurred by Cheshire East Borough Council, the Council would expect the supplier to adhere to an agreed service credit/ compensation policy which can be finalised after contract award.

8. SERVICE - IMPLEMENTATION
Project Implementation Management:  The Council expects that the Contractor will provide a dedicated Project Implementation Manager who will be fully conversant with Cheshire East Borough Council’s requirements as detailed in this specification. 

Implementation Manager Requirements:
[bookmark: _GoBack]The Council requires a dedicated Prince2 qualified (or equivalent) project manager with at least two years experience in this field. The implementation manager should be available to the Council for the duration of the implementation process and for a period of up to three months after.  If the Project Manager is not a member of the Association of Electoral Administrators (AEA) they will need to identify to the Council the members of the support team who are members of the AEA.

Testing: A program of testing will need to be agreed with Cheshire East prior to implementation. 
Set up timescales: Implementation timescales will be discussed with Cheshire East’s contract manager prior to contract commencing. 

9. CHANGE REQUESTS
If changes, developments and enhancements are proposed/requested by the Council or Contractor, these will be initiated using a Change Request (CR) and will follow the Change Control procedures defined in the Change Control section below. For Enhancements not chargeable to the Council, the Contractor will provide details of such proposals to the Contract Officer.
For Enhancements and new Developments chargeable to the Council:
i)	The Contract Officer will provide any additional information required by the Contractor.  
ii)	The Contractor will provide without charge a provisional estimate of the effort, cost and implementation timetable for the work, covering software and any other consequential costs.
iii)	For work likely to involve more than 1 days' effort, the Contractor may request authority from the Council to undertake an agreed amount of chargeable preliminary analysis and design work in order to determine the estimate.
iv)	On request, or for work in excess of 1 days’ effort, the Council will be provided with a specification of the work to be undertaken. Commencement of work by the Contractor will be subject to the Council approval of this specification. 
 v)	For changes where the estimated time exceeds 1 day’s effort, the Contractor will, on request, supply a detailed implementation schedule.
1. The Contractor will only commence work following receipt of a Council authorisation accepting the estimate and the necessary authority being obtained. 
1. Following the completion of the work and the associated Contractor
testing, the Council will be provided with the necessary information to enable the Council’s acceptance testing to proceed where appropriate. This will include supporting documentation.
viii)	Errors attributable to the Contractor will be corrected at no extra charge.   
ix)	The Council will sign-off all Development and Enhancement work when satisfied that the service is working correctly, and the Contractor will then install it into the live environment, following industry standard change control procedures.
	
The Contractor will not replace or amend any of the services or outputs used by the Council without formal agreement by the Contract Officer. Before any such change is implemented, the Contract Officer will agree:
i)	That any replacement service or associated software proposed and the associated financial arrangements are acceptable to the Council.
ii)	That capital and revenue costs of the proposal represent value for money for the Council.

All new services will be implemented to agreed Change Control standards. The Contract Officer will be consulted for the implementation process and notified of scheduled live dates.  
Where time critical changes to operational services will not be implemented to schedule, the Contractor will provide an analysis of the impact of such a delay to the Contract Officer together with contingency proposals.
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