National Institute for Health and Care Excellence

Requirements Specification for Storage and Distribution Provider for delivery of the British National Formulary Publications
CONTRACT: November 2016 – October 2019 with option to extend for 2 X 12 months
1. Introduction

NICE's role is to improve outcomes for people using the NHS and other public health and social care services. We do this by:

· Producing evidence based guidance and advice for health, public health and social care practitioners;
· Developing quality standards and performance metrics for those providing and commissioning health, public health and social care services;
· Providing a range of informational services for commissioners, practitioners and managers across the spectrum of health and social care.
NICE is responsible for the distribution of prescribing guidance to Health Care professionals with a prescribing responsibility working within the English NHS. This comes in the form of three print publications; the British National Formulary (BNF) and the British National Formulary for Children (BNFC), which are distributed annually and the Nurse Prescribers Formulary (NPF) which is distributed biennially. In this document the BNF, BNFC and NPF will be described collectively as ‘The BNF Publications’. 

Distribution of all the BNF Publications takes place during September & October. Collectively 348,000 of these publications were distributed to the English NHS in 2015/16. Further information on the BNF print publications is available on the BNF website (https://www.bnf.org/products/books/). 
The criteria describing which Healthcare Professionals are eligible to receive the print BNF, BNFC and NPF is available on the NICE website (https://www.nice.org.uk/About/What-we-do/Evidence-Services/British-National-Formulary).
The Storage and Distribution Provider will be responsible for:

· Taking delivery of, storing, and distributing bulk, and small quantities of the BNF, BNFC and NPF, following their publication, to the providers of NHS care in England;
· Providing a service to manage enquiries from customers regarding distribution of the BNF publications;
· Liaising with the Mailing Database Supplier, which manages the mailing database for the BNF Publications, which contains all NHS staff who meet the eligibility criteria. This service is provided by Binleys, which is contracted until 31 December 2018. Binleys provide all mailing lists and are the point of contact for reference to the mailing database to ratify customer requests;
· Storage distribution of the surplus stock of each publication in between annual bulk distributions in order to satisfy ad hoc orders.

2. The Role of the Storage and Distribution Provider

2.1. Objectives

The objective of the Supplier is to manage the distribution of the BNF Publications to providers of NHS care in England. This will be achieved by:

· Reception and storage of deliveries of BNF Publications;
· Fulfilment of bulk mailings of the BNF Publications to the NHS (all mailing information will be provided in advance by NICE’s Mailing Database Provider, Binleys);
· Additional monthly mailings of each publication during periods between bulk deliveries where required, mailing information will be provided in advance by NICE’s Mailing Database Provider;
· Ad hoc mailings of each publication when requested; 
· Utilising the most cost effective delivery methods available;
· Liaison with NICE’s Mailing Database Provider to manage:
· Postal returns;
· Misdirected deliveries;
· Updating mailing lists;
· Completion of specific ad hoc distribution projects as required by NICE;
· Other tasks as required.
2.2. Specific tasks

2.2.1. Storage and stockholding
· The NICE Contract Manager must be informed immediately upon receipt of bulk deliveries of the publications.
· The Supplier will undertake an audit of deliveries on arrival to ensure that quantities are correct, to test for any damaged stock and inform NICE if any such issues are identified.
· The Supplier will provide clean suitable storage space with the palleted stock being located in suitable racking, and loose cartons and books stored on adequate shelving to ensure all stock is maintained in good condition.
· Any loss of stock due to negligence by the Supplier must be reported to the NICE Contract Manager as soon as possible, and will be charged back to them at cost

· Insurance of goods in storage is the responsibility of the Supplier.
· All stock will be counted at least once per annum using a perpetual inventory control system.
· Stock records shall be maintained in such a way as to provide online information and secure access to current stock and year to date orders.
· A full audit trail of data from opening stock, plus/minus movements, closing stock quantity and value will be maintained and available to NICE on request.
· The transfer of stock from the existing operation to a new Supplier will be controlled by the incumbent Supplier with cost (including insurance) being agreed with and met by NICE.  It will be a requirement of the tender submission that costs are provided for the stock transfer as well as schedule for moving the stock in its entirety.   The current Supplier holds all stock at a site in Nottingham.
· The current supplier contract ends on 31/11/2016
· Stock which becomes out of date because of publication of a new edition of a BNF Publication is delivered annually to the Pharmaid Programme; costs of this will be covered by the Supplier. Further information on the Pharmaid programme is available on its website (http://www.commonwealthpharmacy.org/about/projects/pharmaid/).
2.2.2. Customer services
The supplier will set up an enquiry management team, with staff trained in handling enquiries of a healthcare-related nature which will manage the following tasks:
· Responding to telephone and email enquiries from customers and the Mailing Database Provider, and arranging deliveries when required;
· Liaising with the Mailing Database Provider to ratify requests from customers requesting delivery of BNF publications, and where necessary ensuring mailing information is updated  
· Escalating enquiries which cannot be managed to NICE or the Mailing Database Provider as appropriate

· Respond to all customers' enquiries, queries and complaints by letter, email and/or telephone within 5 (five) working days of receiving the initial contact. An industry standard enquiry management system will be used to track and manage all enquiries from start to finish, and to enable reporting as required by NICE
· Maintain hard copy record of stock movement for a period of two years; 

· Maintain close liaison directly with NICE’s representatives to ensure continuous enhancement of services provided. From time to time NICE shall monitor the level and quality of the Supplier's customer care. 

2.2.3. Distribution

· Distribution of BNF Publications should align with the following timescales:
· All bulk deliveries completed within five weeks of receipt bulk mailing list from mailing database supplier;
· All deliveries forming part of a bulk delivery which are completed over 5 weeks later than receipt of the bulk mailing list from the mailing database supplier will be paid for by the Supplier (excluding follow-ups because of returned or rejected deliveries)

· Minimum of 95% of all other deliveries shipped at the latest by the next working day, and delivered within 3 working days of despatch;
· The remaining 5% or less being orders which, for whatever reason requires referral to the customer and/or NICE before being processed delivered within a maximum of 10 (ten) working days.
· All deliveries of quantities of 2 or more units must be signed for.
· The Supplier will always utilise the most cost effective method of distribution, and will actively propose more cost efficient methods to the NICE Contract Manager.
· Insurance of goods in transit to the customer is the responsibility of the Supplier 

· The Supplier will ensure all orders are fulfilled accurately, with a maximum error rate of 1%, unless incorrect mailing information was provided by the mailing database provider.
· If deliveries are rejected or returned, the Supplier will liaise with the Mailing Database Provider to help in establishing whether the delivery should be redirected or cancelled, and to ensure its records are updated accordingly.
· Records of identified errors will be maintained, reported to NICE and used to develop corrective procedures to improve the Supplier's operations. 
· The Supplier will provide all consumable materials required for the fulfilment of orders.
2.2.4. Management and reporting requirements

· The Supplier will provide an Account Manager who will act as main point of contact for NICE.
· NICE will reserve the right to audit all records in relation to this service.

· Monthly activity & enquiry management reports shall be provided.

· Quarterly meetings shall be attended at NICEs offices or by teleconference. All costs including the Supplier’s time, travel & subsistence for attending these meeting must be incorporated into rates provided in the Supplier’s response. 
· The supplier shall provide a quarterly progress report no later than 14 working days before the scheduled quarterly review meeting, to summarise performance against the Key Performance Indicators (KPIs) to be agreed with NICE.
2.3. Experience
The supplier will demonstrate:
· Proven experience and expertise in providing distribution services within England to NHS or NHS commissioned organisations;
· Proven ability of providing high quality customer service;
· Proven ability of resolving customer queries quickly and effectively;
· A thorough understanding of the eligibility criteria for receiving the BNF Publications.
3. Profile of stock

	Unit information
	BNF
	BNFC
	NPF

	Weight per book (g)
	810
	610
	115

	Weight per carton (kg)
	16.2
	12.2
	7.36

	Pallet size/type
	Standard 1200mm x 1000mm
	Standard 1200mm x 1000mm
	Standard 1200mm x 1000mm

	How many cartons per pallet
	29
	39
	65

	Annual Quantity for 2016
	222,500
	108,000
	22,000


4. Conflicts of interest and confidentiality

4.1. The Institute has a wide range of stakeholders with an interest and involvement in its work, including the general public, patients and carers, healthcare professionals, industry, political audiences, academia and international audiences.  It is important for you to indicate where you anticipate areas of conflict with your existing work base, and how you would handle issues of conflict of interest and confidentiality.

5. Data Protection

5.1. The BNF mailing lists will contain personal details for all individuals who are eligible to receive BNF Publications. The supplier must ensure that each individual on the database agrees to their personal information being held and shared in line with the Data Protection Act.
6. Timescales

6.1. Expressions of interest shall be provided to the Institute by 6th July 2016 and details of the full tender must be provided by 12 noon 5th August 2016
7. Your proposals

Within your proposals please provide a summary plan outlining how you will meet the requirements and objectives of the Supplier as described in section 2. The summary plan should outline how you intend to undertake each of the specific tasks described in Section 2.2. and include the following in the order given below:

7.1. Please describe the arrangements for storage and stockholding, including your stock taking process, and  quality assurance process for goods in, orders taken and goods out
7.2. Please describe the insurance arrangements and guarantees which are in place in the instances of stock being lost or damaged 
7.3. Please describe arrangements for provision of an enquiry handling service
7.4. Please describe the arrangements for account management

7.5. Please describe your approach to meeting requirements for distribution
7.6. Please provide proposals for appropriate key performance indicators which will reflect the requirements described within this specification. Please also provide proposals for appropriate penalties which can be applied in cases of non-compliance with the KPIs. NICE reserves the right to accept or reject any KPI proposals in whole or in part. Final SLAs and KPIs shall be agreed post contract award with the winning supplier.
7.7. Please provide examples of proposed monthly and quarterly management reports
7.8. Please describe how you will manage and adhere to the Data Protection Act.
7.9. Please provide a detailed plan for set-up and transition of services, and transfer of stock from the incumbent supplier. Please note that the incumbent suppliers contract ends on 31/11/2016, which will leave 1 month for transition of services.
7.10. Please complete the costing table below. Please note that NICE’s top line annual budget for this service, based on the current distribution lists provided and stock holding is £200,000. NICE is required to implement 30% efficiency savings by 2020 and costings in tender submissions should aim to reflect this saving either in annual increments, or cumulatively over the 3 year term.
	Quote element
	Cost

	
	

	Single quote for bulk distribution of BNF and BNFC based on the BNF & BNFC Bulk Distribution List provided
	£

	 
	

	Single quote for distribution of monthly mailing of BNF and BNFC based on BNF & BNFC Monthly Distribution list provided
	£

	 
	

	Monthly management charge including attendance of meetings with NICE
	£

	
	

	Monthly enquiry management, based on 100 calls (email/telephone)
	£

	
	

	Monthly order processing for mailing of 100 units
	£

	
	

	Monthly stock holding for single pallet each of BNF, BNFC and NPF
	£


7.11. NICE would appreciate some background information on your company. These areas are of particular interest to us. Please respond under the following headings: 
· Expertise & Experience – Please provide examples of other similar services your organisation supplies to other organisations, for example NHS or Public Sector organisations
· References – Please provide 2 references from other organisations to which your organisation provides similar services

· Current Throughput – value, volume, order lines 

· Current Stockholding – number of titles, number of books 

· Location of Call Centres and Distribution Centres
· Contingency planning, business continuity and disaster recovery policies

· Any other information – forthcoming projects or anything else that might be helpful in deciding on the suitability of your organisation for this contract.
7.12. Please provide one copy each of the following policies and financial statements for your organisation:
· Health and Safety

· Environmental
· Equal Opportunities 
· Diversity in the Work Place 
· A declaration (if applicable) of all current projects with clients or partners that your department/group/organisation is currently working with which could be seen as being detrimental or ethically opposed to the health aims promoted by NICE.

· If your organisation (whole organisation including parent, group or subsidiary) has a turnover of £36 million pounds or greater then please provide a Modern Slavery Act  Transparency Statement: this should set out the steps you have taken to ensure there is no modern slavery in your own organisation/business and that of your supply chain. If your organisation has taken no steps to ensure there is no modern slavery in your own organisation, then your statement should say so. [Please note: a parent org/ group statement is acceptable, this is compliance with the Modern Slavery Act 2015.]
· The last three years of audited accounts for your organisation and a current Balance Sheet. If your organisation is an SME and you do not have audited accounts, please provide 3 years of balance sheets
· NICE recognises that some SMEs (Small, Medium Enterprises) (less than 50 people for  a Small Enterprise and less than 250 for a Medium Enterprise) may not have formal policies available but still operate their businesses in a manner that is conducive to the above. If you are an SME and do not have formal policies in place, please submit with your response, a written statement on how your company operates in light of the above three areas of legislation and best practice. 
7.13. All offers must be written in English.

7.14. All offers must be submitted in accordance with the documentation provided in the covering email. This must not be amended in any way.

All offers must be submitted electronically by email to: Contract.bids@nice.org.uk 
The Form of Offer must be submitted in hard copy to:
Gillian Watson – Supplier for delivery of the BNF Publications Tender, National Institute for Health and Care Excellence, Level 1A. City Tower, Piccadilly Plaza, Manchester, M1 4BT
The envelope must not identify the name of your company

7.15. The offer must be submitted no later than 12.00 noon on 5th August 2016.
Failure to comply with these instructions may result in your offer being rejected.
8. Tender period

	Deadline for expressions of interest
	17.00   6th July 2016

	Final date for question submissions
	17.00 6th  July 2016

	Responses to questions sent out by NICE
	By 17.00 8th July 2016

	Tender receipt deadline 
	12 Noon  5th August 2016

	Notification to short list 
	23rd August 2016

	Interviews 
	30th August 2016

	Award of contract 
	31st August 2016

	Alcatel Period (10 days)
	1st to 10th September 2016

	Contract start 
	1st November 2016


8.1. The Following Selection Criteria will be used to assess the bids received

	Selection Criteria
	Weighting

	Financial Stability & Policies and Procedures

(A bidder will be excluded from further assessment if the required policies and procedures, including their financial statements are not provided)
	Pass / Fail

	Costing for provision of the service
	50

	Storage and stockholding
	5

	Customer services
	10

	Distribution
	10

	Management and reporting
	10

	Experience
	10

	Transition plan
	5


8.2. In light of the Coalition government’s drive for transparency, NICE is providing the formula that will be used for the cost evaluation aspect and the scoring guide. 

8.3. Cost Evaluation:

· The cost will be evaluated using the following formula:

· Lowest Bidder’s Price / Bidder’s Price X 50 (the weighting)
8.4. Criteria and Scoring Guide:
· Each evaluator will independently evaluate each tender submitted using the following guide to score each criteria, the scores of all evaluators per criteria are then averaged and the criteria weighting is then applied to give an adjusted score.
	Scoring Note
	

	-5
	The point is omitted

	0
	The point is not explained/ repeat of specification

	1
	The point is not acceptable

	2
	The point is possibly acceptable

	3
	The point is acceptable

	4
	The point is well made and acceptable

	5
	The point exceeds expectations/excellent


8.5. Before the offers are submitted, those wishing to tender may have specific questions and queries regarding the process, the policy or the arrangements with NICE.  Under our procurement arrangements NICE has to ensure that all applicants receive equal treatment and we will share all information requests and responses with all applicants.  Consequently all questions and queries regarding this invitation to offer must be submitted by email to Gillian Watson (gillian.watson@nice.org.uk) no later than 17.00 on 6th July 2016. 

8.6. The questions and answers will then be collated and distributed by email to all the potential tenderers by 17.00 on 8th July 2016.  Please note that that there will be no telephone or informal or other kind of discussion between potential tenderers and officers or directors of NICE after this initial document is dispatched.
8.7. We are planning to invite those shortlisted for interview by 23rd August   and will be seeking to hold interviews to further evaluate the tenders between on 30th August 2016. The Contract award and issue of debriefing letters is planned for 31st August 2016.  The contract commencement date will be 1st November 2016. These dates may be subject to change.
8.8. Non-compliance:
NICE expressly reserves the right to reject any proposal that:

· does not follow the instruction to tender guidance

· is incomplete, for example where answers are not provided to any questions, or  a reasonable explanation given as to why an answer  has been omitted

· refuses to adhere to, or makes significant unacceptable changes to the Terms and Conditions of Contract

· has not responded to any mandatory elements, including failing to provide requested documents (i.e. the tender is non-compliant)

