


Specification for Print Services for the University of London
This Print Services Contract specification provides details for both the general service requirements and the specialist requirements for the Contract’s 4 areas of service:

1. General Printing Services
2. Display & Exhibition Print
3. Secure Print Exam Papers & Diplomas
4. Convenient Printing

This specification is presented in 2 parts.  All bidding Suppliers must submit a response for the General Specification, shown in the Schedules below.  Suppliers must also submit a response or responses for the Specialist Specification(s) for the services that they wish to bid for.  This tender pack includes Tender Response Documents for all the specification elements below and Suppliers must use these documents to submit their tender response.

General Specification Schedules
Schedule 1.0		Performance Management
Schedule 2.0		Strategic Security & Risk Management
Schedule 3.0		Staff & Resource Management
Schedule 4.0		Service Sustainability
Schedule 5.0		Internship & Work Experience Programmes
Schedule 6.0		Equalities
Schedule 7.0		Innovation 
Schedule 8.0		Supplier Presentation

Specialist Specification Schedules
Lot 1	Convenient Printing 
Lot 2	Display & Exhibition Print
Lot 3	General Print Services 
Lot 4	Student Study Materials & Examination Papers 

Each Lot contains the same specification Schedules below.  Lot 3 has an additional Schedule for Secure Print Management:

	Schedule 1.0	Detailed Service Requirement & Examples of Recent Print Orders Placed by the University
	Schedule 2.0 	Service Quality
	Schedule 3.0 	Service Delivery
	Schedule 4.0 	Value for Money
	Schedule 5.0 	Customer Service 
	Schedule 6.0 	Contract Management
	Schedule 7.0 	Added Value
	Schedule 8.0 	Contract Pricing




Background & Context
The University of London
The University of London was granted its charter in 1836 and is one of the oldest, largest and most diverse universities in the UK.  The University of London has been a pioneering force in higher education from its early years.  The London syllabus introduced many new subjects into university education, including modern languages and laboratory science.  As a federal University teaching is carried by the 18 Colleges and Institutes that comprise the University; within the Colleges and Institutes we have over 120,000 students studying over 3700 courses. Not all of our students are actually located in London: some study at the University of London Institute in Paris and there are over 50,000 students studying by distance and flexible learning in 180 countries with the University of London International Academy.

Queen Elizabeth, The Queen Mother was Chancellor of the University for over a quarter of a century.  In 1981 she retired and The Princess Royal was invited to become Chancellor. The University is a family of world-class institutions, collectively upholding its international reputation of academic distinction in teaching and research.  The outstanding achievements of the Colleges and Institutes mean that the University of London degree continues to be internationally recognised for its quality and excellence.  Additional general information about the University can be found at www.london.ac.uk.

[image: G:\Print Services Project\Charts & Graphics\Print Contract Structure No Label.emf]Contract Overview
The Contract that will be awarded is for Print Services for the University of London.  This includes printing of brochures, catalogues, handouts, banners, large format printing and the secure printing of student exam papers and diplomas.  We are also looking for a print Supplier who can provide a same day print service, for very urgent or emergency print work.  The diagram at left shows the 4 service Lots that will make up the Contract, along with a description of the services and Contract values.

[bookmark: _Toc356486008]Lot 3: Secure Print Exam Papers & Diplomas
The University of London International Academy is a central academic body and part of the federal University of London. International Programmes was established in 1858 and has been delivering University of London programmes worldwide by flexible and distance learning since that time.  Today there are over 54,000 students in 180 countries.  To find out more about the University of London International Academy please visit: https://london.ac.uk/ways-study/distance-learning.  Lot 3 Secure Print Exam Papers & Diplomas is a special Contract, requiring a higher specification for the secure production and management of these items.  Suppliers interested in bidding for this lot must note the key service requirements:

· Provision of print services to University of London UK and international students
· Security and confidentially in production, storage and delivery is paramount
· Suppliers bidding for this lot will not be allowed to outsource any of the work to third party providers
· Due to the security issues with this service delivery, it is preferred that Suppliers are based within the M25 – but this is not essential






Critical Success Factors & Contract KPIs
The Print Services specification has been developed to support a set of 6 critical success factors and KPIs that will govern service delivery for this Contract.  These factors are below, including the measures that will be used to determine their effectiveness.  Successful suppliers will consider these factors when preparing their tender response:

	KPI 001: Service Quality
The provision of a high quality, value for money print Contract that will deliver a range of print services to the University, including student study materials, examination papers, printed brochures, leaflets and guides and specialist and large format printing.

Measure: Quality Audits, Working to Specification

	KPI 002: Service Logistics
Delivery of a print service that can manage high quality, large scale print outputs as well as smaller, one-off or project based print jobs.  The service must provide print work on an urgent or emergency basis and observe a high standard of logistics to deliver consignments accurately, on time and invoiced correctly.

Measure: Time Delivery, Operational Accuracy

	KPI 003: Value for Money
The print service must provide the University with a Value for Money service that provides the University with solutions to maximize economy, efficiency and effectiveness in using the print service.  The University must be able to use the service to spend less, spend well and spend wisely.

Measure: Internal & External Benchmarking, Market Analysis

	KPI 004: Customer Service
The customer will be at the heart of the service and a print services provider must work with the University to provide a high standard of customer service to all of the University’s stakeholders who will use the print services.  Service queries and complaints must be managed professionally with the appropriate sense of urgency, with the goal to create an ever improving print service for the University. 

Measure: Customer Satisfaction, Complaints Resolution

	KPI 005: Contract Management
The Contract will be managed by the Supplier and the University for the term of the Contract, with both parties working in collaboration to solve problems, improve service delivery and deliver innovation, added value and benefits to the University.  A formal implementation review will be carried out 90 days after Contract award and quarterly performance reviews will be conducted thereafter until the Contract ends.

Measure: Dedicated Account Manager, Invoice & Report Accuracy

	KPI 006: Added Value
Whilst the Contract must provide the University with a high quality, value for money print Contract, the Contract must also bring additional value to the University of London.  This could be the provision of an apprentice or graduate work programme for UoL students, access to additional Supplier resources, discounts on certain services or products or additional sustainability achievements that benefit the Supplier and the University.

Measure: Service & Supplier Sustainability, Innovation



Tender Overview
The University of London is advertising a tender to award a Contract for Print Services.  Depending on how Suppliers choose to bid in this tender, the University could award 1 Contract or up to 4.  The Supplier(s) will be awarded a Contract for a 3 year term and will become the exclusive provider for Print Services at the University of London.   

· Contract Title			Print Services for the University of London
· Contract Term			3 years or 36 months
· Extension				Possibility to extend for a further two years, upon agreement
· Estimated Aggregate Contract Value	£985,000 for the 3 year term for all Lots or as in the table below:

	Lot
	Contract Lot Name
	3 Year Contract Value

	1
	General Printing Services
	£420,000.00

	2
	Display & Exhibition Print
	£75,000.00

	3
	Secure Print Exam Papers & Diplomas
	£400,000

	4
	Convenient Printing
	£90,000.00

	
	3 Year Contract Value
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]£985,000.00



Suppliers who are interested in bidding for this Contract should ensure that they are familiar with the content of and the extent and nature of the obligations as outlined in this information document, the PQQ and its instructions and the published tender documents.  In any event Suppliers will be deemed to have done so before submitting a PQQ or tender.  More information on how to prepare the tender response and how the tender will be evaluated can be found in the Instructions to Tenderers document in the ITT pack.




General Specification for Print Services for the University of London
Schedule 1.0	Performance Management
In order to provide a high quality Print Service to the University of London, the Supplier must put in place performance tools and methods that monitor and manage the service for the duration of the Contract.  The successful Supplier will:

1.1	Provide an implementation plan for establishing a quality Print Service, at Contract award.  The plan must provide key milestones and actions and will be reviewed as part of the Supplier’s first Contract performance review
1.2	Develop, enable and maintain a performance assessment system that will monitor key service performance areas to fulfil the Contract KPIs and Critical Success Factors.  This will include standards for quality, delivery times and tracking information
1.3	Enable a range of activity reports that the Supplier and University staff can access to monitor performance, service delivery, production times, spend history, etc.
1.4	Allocate a staff member who will be responsible for performance during the Contract term
1.5	If relevant, provide details on any ICT or web based system that will support the delivery and management of the Print Services:

a. Establish an approach towards the secure and accurate management of their system which provides an efficient service yet manages the University’s data in accordance with Best Practice and all relevant laws and statutes
b. The system must support the Supplier’s continuous improvement of performance, quality and efficiency


Schedule 2.0	Strategic Security & Risk Management
For the term of the Contract Suppliers will be responsible for the security and risk management elements of their provision of the Print Services.  The successful Supplier will:  

2.1	Maintain a security and risk analysis regime that will be employed in managing the Print Services
2.2	Maintain a manager or staff member who will be responsible for security and risk management for the term of the Contract
2.3	Provide a methodology for the secure management of stakeholder data, in line with your GDPR policy and strategy
2.4	Employ a health and safety programme that complements and supports the key points of University’s Health & Safety Policy


Schedule 3.0	Staff & Resource Management
The Supplier must manage their staff members, supply chain partners, equipment, consumables and other resources to deliver a quality Print Service to the University.  For the term of the Contract the successful Supplier will:

3.1	Maintain a group of skilled, qualified, knowledgeable and experienced staff members or consultants who will deliver the Print Services for the University
3.2	Engage with a supply chain of skilled, relevant Contractors who may provide the Print Services to the University on behalf of the Supplier, for all Lots other than Lot 3.  The Contract will be awarded to the principle bidding Supplier only and thereafter they assume all responsibility for their supply chain, including its outputs and outcomes.  For Lot 3 Secure Print Exam Papers & Diplomas, the Supplier awarded this Contract cannot outsource the Service to a third party provider
3.3	The University of London is a London Living Wage organisation.  All the Supplier’s staff members who work on the University Contract must be paid the current London Living Wage salary, for the term of the Contract
3.4	Maintain and manage and a stock of print equipment and machinery that will be used to deliver the Services and review this inventory with the University at Contract performance reviews 



Schedule 4.0	Service Sustainability
Suppliers must provide details on how they will provide the Print Services in a socially, economically and environmentally sustainable way.  The successful Supplier will:

4.1	Provide Print Services to the University that manage the social, economic and environmental elements of the services, in support of the University’s Corporate Social Responsibility Policy
4.2	Employ a sustainability programme in their own offices that complements and supports the key points of the CSR policy above 
4.3	For the Contract term, maintain a member of staff who will be responsible for the sustainable issues in the delivery of the Print Services
4.4	Provide regular reports to the University on their sustainability achievements in delivering the services
4.5	The University of London is a London Living Wage organisation.  Suppliers are required to pay their staff either London Living Wage (for staff based in London) or the Living Wage for staff based outside of London
4.6	Provide details on how they will manage their supply chain to ensure they are free of slavery and human trafficking, in respect of the Modern Slavery Act 2015


Schedule 5.0	Internship & Work Experience Programmes
The University of London encourages all of their Suppliers to support an internship, work experience or apprenticeship programme that benefits University of London students:

5.1	The successful Supplier will propose the provision of an apprenticeship, work experience or graduate programme for the benefit of University of London students


Schedule 6.0	Equalities
Throughout the term of this Contract, Suppliers will be responsible for delivering the Print Services with full regard to all UK and EU equalities legislation, particularly the UK Equalities Act 2010.  The successful Supplier will:

6.1	Maintain a methodology for delivering the key points of their equalities policy in the delivery of the Print Services, in line with the University’s Equalities Policy
6.2	For the Contract term, maintain a member of staff who will be responsible for the equalities issues in the delivery of the Print Services
6.3	Provide equalities training for their staff members who will be directly involved in delivering the services for the University


Schedule 7.0	Innovation
The University is very interested in any new or innovative practices that the Supplier can provide to the University through the delivery of the Print Services.  Suppliers are encouraged to submit their innovation proposals for this Contract; some examples are:

7.1	Innovation in the provision of the Print Services, including machinery and equipment, consumables, systems, Service Delivery, etc.
7.2	Additional, relevant services that have not been specified in this tender.  The University may discuss the 7.3	innovative services with the successful Supplier before and after Contract award
7.3	Innovative ways of providing benefits to the University of London students
7.5	Innovative environmental benefits or practices







Schedule 8.0	Supplier Presentation	
Suppliers will be required to prepare and deliver a short presentation as part of their tender submission.  Supplier presentation guidance will be coordinated by the University of London Procurement and Print Project Team and provided to Suppliers at a time shortly before the presentation:

8.1	The presentations are scheduled for 22 – 26 October 2018.  These are the only dates available for the presentations and Suppliers must plan on being available on these dates
8.2	The presentation will be scored as the rest of the tender response, based upon a 0-5 scoring system.  Due to the importance of the presentation in the tender submission, the weighting is set at the higher level of 8
















































Specialist Specification Schedules for Print Services for the University of London
Schedule for Lot 1: General Print Services
1.0	Service Description
Throughout the year the University of London produces printed material for events, graduations, operational and promotional events and print required for day to day University business.  General Print Services at the University includes the following:
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Signage
Brochures
Leaflets & Flyers
Catalogues
Calendars 
Business Cards
Letterheads
Postcards
Standard and Specialist Envelopes
Folded Leaflets & Booklets


Print Services are provided to not only the central University and Senate House Library, but also to the School of Advanced Study and the University’s distance learning academy, University of London Worldwide.

1.1	Detailed Service Requirement
The University will carry out all design work required before the print work is carried out and will always hold the responsibility for final approval before projects go to print.  However, where the Supplier has noticed errors or other production issues they must bring these to the attention of the University’s ordering print specialist before final print.  For General Print Services the successful Supplier will:

a. Follow the University’s House Style Guide for print and design and where questions arise, seek advice from a University Print Representative
b. Have small and large format lithographic and digital capabilities, with own finishing and binding operation
c. Be able to produce mid to large volume printing (>x500 copies), producing material from general office stationery through to single sheet flyers and postcards, folded leaflets and booklets and brochures varying from 8 pages to hundreds of pages
d. Provide cutting, trimming, folding and lamination services associated with all print work, as required
e. For digital and lithographic print, provide regular binding and finishing techniques such as saddle stitch, perfect-binding and wiro-binding, as well as specialist print-finishes such as gold-foil/metallic effects, spot-varnishing, embossing, etc.
f. Provide personalisation and numbering services
g. Provide distribution services include mailing lists, fulfilment and distribution
h. Ideally be able to access an overseas printing alliance (Continental Europe, Far East), as much of the University’s print work is required overseas, particularly Southeast Asia

Additional requirements required from the Print Services Supplier:

a. Provide advice on best economic procedures and materials, as well as best use of materials.
b. File checking for links, fonts, colours etc.
c. Sign-off on press when needed
d. Provide a service  capable  of  receiving  multiple  purchase  orders  from  the University  and delivering  to  the  University's  varied  Divisions  and Institutes.  The Supplier must work with all University print stakeholders and keep each of them informed on developments in print and advise them on the most cost effective print methods
e. Ability to meet the University’s requirement for a proof for every print job, usually a pdf proof by e-mail - but for some products a hard-copy proof may be required, such as a digital or a wet-proof. This requirement needs to be built into the price and deadline for the job
f. For some print jobs the University may leave it to the very last minute to get the most up-to-date information included in the print job. Flexibility on deadlines and delivery and a clear understanding of the print job/product is also an important consideration
The Supplier should ensure that any re-work arising from the University's rejection of sub-standard finished work shall be made good at no extra cost to the University. The delivery of the rectified work shall be made in accordance with a timescale agreed by the University's Print Representatives

1.1.1	Examples of Recent Print Orders Placed by the University:
Some examples of print projects the University has undertaken are following.  These examples represent the type of work delivered in the General Print Services Lot:

	Leading Women Leaflet
2pp cover with 4/2pp text
Cover Stock: Coated Silk White 300gsm
Text Stock: Coated Silk White 100gsm
Covers: Gloss laminated (Single Sided)
Finishing: Concertina folded, round corner cover sheets affixed to front & back and Pack suitably
x1000
	SAS Annual Review
4pp cover with 56pp text
Cover stock: Offset 300gsm
Text stock: Offset 100gsm, with throwout section: Offset 100gsm
Finishing Spot UV to front cover, Folded, Perfect Bound
x2000

	UoL Corporate Brochure (Past, Present, Future)
4pp cover with 40pp text
Cover stock: Uncoated white 350gsm
Text stock: uncoated White 170gsm
Finishing Gold foil on front cover, Folded, Perfect Bound
x1000
	UoL Corporate Brochure (Past, Present, Future)
4pp cover with 40pp text
Cover stock: Uncoated white 350gsm
Text stock: uncoated White 170gsm
Finishing Gold foil on front cover, Folded, Perfect Bound
x1000

	Alumni Magazine - Summer 2017
Extent: 4pp cover, 40pp text
*digital mocked up wet proof req* 
Cover: printed 5/5 (CMYK + PMS 186u) 
Text: printed 4/4 throughout
Size: 260 x 210 mm 
Colours: Cover – 250gsm Inaset Plus Offset 
Text: 120gsm Inaset Plus Offset 
Finishing: Perfect Bound
Delivery: Stewart House / GEM
Quantity: x1,500 and x2,000
	Professional Accountancy (MPAcc) Prospectus Leaflet 
Extent: 4pp cover, 12pp text
Colours: 4/4 throughout
Size: 210 x 210mm
Material: Cover: 170gsm silk, 
Text: 115gsm silk: 
Fishing: saddle stitch
1 x box to Antonia, balance to GEM
X3,000

	Graduation Programmes
(TBC)

	



1.2	Service Quality
In order to provide a high quality Print Service to the University of London, the Supplier must put in place tools and methods that monitor and manage all quality aspects service for the duration of the Contract.  The successful Supplier will:

1.2.1	Develop, enable and maintain a quality assessment system that will monitor print quality produced for the University of London. Elements of the system must include the following:

a. Adherence to the University’s House Style Guide for print and design
b. Regular in-house quality checks to be carried out for each printed product, providing details to the University on any changes or additions that are made
c. Working collaboratively with the University’s stakeholders in the planning and delivery stages of print projects

1.2.2	Allocate a staff member who will be responsible for quality during the Contract term
1.3	Service Delivery
The successful Supplier will work in collaboration with the University’s print stakeholders to deliver a high quality, efficient Print Service.  However, for the Contract term the Supplier will be responsible for the following:

1.3.1	Developing a Contract SLA in collaboration with the University that details how the Supplier will deliver the Print Services.  The SLA will include the following:

a. Ordering procedures and methods
b. Acceptance or negotiation of submitted quotations
c. A process for the approval of drafts and proofs
d. Delivery processes including timings, deadlines for ordering, delivery to multiple addresses and non-UK deliveries. Default deliveries to the University will be to the Senate House address, to the Loading Bay, unless otherwise indicated in the print order
e. Purchase order and invoicing procedures.  All UoL invoices must include a detailed description of the work undertaken and a copy of the signed delivery note.  Payment will be made in 30 days.  All invoices must show the order’s relevant, valid purchase order number and submitted to einvoice@london.ac.uk for payment
f. Suppliers must be able to accept credit cards as payment for print work.  Suppliers should be able to employ an embedded credit card payment system, as part of a University efficiency plan 
g. The University will not make full payment for poor quality print work.  The SLA will include a methodology for service credits or defaults in the event of Supplier error including the following:

i. Poor quality or unapproved print work
ii. Orders rejected due to damage or goods returned
iii. Delivery errors including delivery times and locations

1.4	Value For Money
The University must ensure that each Contract delivers Value for Money, throughout the Contract term.   The successful Supplier will:  

1.4.1	Provide and develop a system or methodology that will be employed to provide Value for Money to the University
1.4.2	For the term of the Contract, work with the University to develop Value for Money initiatives that will benefit both the Supplier and the University

1.5	Customer Service
For the term of the Contract the Supplier will be responsible for managing the customer service and complaints procedures regarding the provision of the Print Services.  The successful Supplier will:  

1.5.1	Provide a dedicated, collaborative and personalised print service to the University, in working with print services managers and all stakeholders and University print customers
1.5.2	Provide and develop a system or methodology that will be employed to manage customer services and complaints
1.5.3	Provide a named person or persons who shall be designated as a “first point of contact” regarding customer service and complaints

1.6	Contract Management
For the term of the Contract the Supplier must provide a Contract or account manager who will be responsible for the Print Services Contract.  The University will also provide a Contract Manager for the Contract term, as well as focus and/or support groups in different University teams.  The successful Supplier will:  

1.6.1	Provide a named person or persons who shall be designated as the Contract or account manager for the University of London
1.6.2	Be involved in day to day Contract business as well as strategic service delivery
1.6.3	Provide and develop a system or methodology that will be employed to manage the Contract.  This will include 1.6.4	active participation and follow up on the University’s performance management process, including reviews at 1.6.5	Contract implementation, ongoing, quarterly performance reviews and annual strategic reviews
1.6.6	Develop a Contract SLA in collaboration with the University that details how the Supplier will deliver the Print Services.  See 1.3, above 

1.7	Added Value
The University seeks added value, benefits or innovation that the Supplier can provide to the University through the delivery of the Print Services.  Suppliers are encouraged to submit their added value proposals for this Contract; some examples would be:

1.7.1	Additional, relevant services that have not been specified in this tender.  These may include the provision of design services or the production and delivery of promotional merchandise
1.7.2	Added value or benefits for the University of London students
1.7.3	Added environmental benefits or practices
1.7.4	Social value or community benefits for the local Camden area
1.7.5	Translation services

1.8	Contract Pricing
1.8.1	Pricing Overview
a. Pricing for the Lots in the Print Services Contract is based upon a “Basket of Goods” principle.  The Basket of Goods refers to a fixed set of print products and services that the University purchases on a regular basis.  These prices for products and services will serve as a core price list, which will be used by the University and the Supplier as a benchmark for ordering print work that is similar or at a higher or lower quality specification.
b. A Basket of Goods price list has been created for each Contract Lot and Suppliers are required to submit their prices for the Print Services using these pricing spreadsheets only.
c. Suppliers should use the estimated Contract values as a guide when determining their Contract pricing.  These values are estimates based upon current and projected University expenditure and are intended as a starting point for pricing:

	Lot
	Contract Lot Name
	3 Year Contract Value

	1
	General Printing Services
	£420,000.00

	2
	Display & Exhibition Print
	£75,000.00

	3
	Secure Print Exam Papers & Diplomas
	£400,000

	4
	Convenient Printing
	£90,000.00

	
	3 Year Contract Value
	£985,000.00



d. Submitted prices will be accepted as Contract prices, which will remain static for the 3 years of the Contract term. However, in circumstances where pricing has to change (for either an increase or decrease) due to commodity pricing changes the Supplier and the University will agree to meet and discuss options managing pricing issues.
e. Each Contract Lot will be reviewed on an annual, strategic basis, in collaboration with the Contracted Supplier.  The annual review will include the opportunity for both parties to discuss pricing for the next year.
f. This tender will be evaluated on a 60% - 40% basis: 40% will be based on price and 60% on quality.  The Basket of Goods prices will all be added together and computed according to the Kraljic Matrix formula – see the Instructions to Tenderers in this ITT pack for details.  The lower price submitted, the higher the pricing tender score.

1.8.2	Completing the Pricing Spreadsheets
a. The University is keen to improve upon the value of the Contract and Suppliers are strongly advised to consider the best possible pricing they can offer for the Contract term.
b. Where a Supplier is bidding for more than 1 Lot, prices must be submitted for each Lot that is bid for.
c. Prices must be submitted for all items in the Basket of Goods.  Incomplete pricing spreadsheets cannot be evaluated.
d. The Added Value sections of the specifications provide Suppliers with the opportunity to provide additional, relevant services or products for the term of the Contract.  This may include services such as design services or products such as promotional merchandise.  Each Lot’s pricing spreadsheet has a section to add these services, including a description and price.  Where the offer is for products, list the unit or quantity price and with consultancy add in daily and half day rates.
e. Each pricing spreadsheet will include a section for Suppliers to provide pricing for implementation costs, if any.  These will only be for year 1 of the Contract and must be accompanied by a full description of all implementation costs. 
f. In the pricing spreadsheet Suppliers can add in any rebates and/ or credits that can be made available to the University.  Please add a description and enter figures as negative numbers so they are subtracted from the overall Contract value.

1.8.3	Pricing Notes
a. If there is no relevant price to enter, as in the implementation pricing, enter a £0.00 into that cell.
b. Submitted prices must be expressed in pounds Sterling	
c. Refer to the table above for details on the estimated Contract values
d. Submitted prices will be static for the 3 year term of Contract
e. Prices submitted must be inclusive of VAT

Schedule for Lot 2: Display & Exhibition Print
2.0	Service Description
Throughout the year the University of London produces printed material for events, graduations, operational and promotional events.  Display & Exhibition Print at the University will include not only the banner and artwork but also fixtures, fittings and delivery.  Display & Exhibition Print Services are provided to not only the central University and Senate House Library, but also to the School of Advanced Study and the University’s distance learning academy, University of London Worldwide.

2.1	Detailed Service Requirement
The University will carry out all design work required before the print work is carried out and will always hold the responsibility for final approval before projects go to print.  However, where the Supplier has noticed errors or other production issues they must bring these to the attention of the University’s ordering print specialist before final print.  For Display & Exhibition Print Services the successful Supplier will:

a. Follow the University’s House Style Guide for print and design and where questions arise, seek advice from a University Print Representative
b. Provide personalisation and numbering services
c. Provide personal on-site consultation, if required, in order to assess suitability and placement options for selected materials
d. Ideally be able to access an overseas printing alliance (Continental Europe, Far East), as much of the University’s print work is required overseas, particularly Southeast Asia

Additional requirements required from the Print Services Supplier:

a. Provide advice on best economic procedures and materials, as well as best use of materials.
b. Exhibition and display material quotes should always include a price for collection or delivery
c. Selected jobs may require a fast turnaround time of 3 days maximum
d. Suppliers must note that a request for a quote does not always lead to the job being ordered due to budget limitations 
e. Provide a service  capable  of  receiving  multiple  purchase  orders  from  the University  and delivering  to  the  University's  varied  Divisions  and Institutes.  The Supplier must work with all University print stakeholders and keep each of them informed on developments in print and advise them on the most cost effective print methods
f. Ability to meet the University’s requirement for a proof for every print job, usually a pdf proof by e-mail - but for some products a hard-copy proof may be required, such as a digital or a wet-proof. This requirement needs to be built into the price and deadline for the job
g. For some print jobs the University may leave it to the very last minute to get the most up-to-date information included in the print job. Flexibility on deadlines and delivery and a clear understanding of the print job/product is also an important consideration
h. The Supplier should ensure that any re-work arising from the University's rejection of sub-standard finished work shall be made good at no extra cost to the University. The delivery of the rectified work shall be made in accordance with a timescale agreed by the University's Print Representatives













2.1.1	Examples of Recent Print Orders Placed by the University:
Some examples of print projects the University has undertaken are following.  These examples represent the type of work delivered in the Display & Exhibition Print Lot:

	Large Format Display Stand
(including stand and carry case)
1500mm x 2000mm 
	Extra Large Format Display Stand
(including stand and carry case)
2000mm x 2000mm 

	Large Exhibition Banner Stands
4x3 curved frame with 6x graphic vinyl panels, magnetic snap fitting system

	Outdoor Vinyl / Canvas Banners
(3-day turnaround max)
Bespoke size dependent on usage
Eyelet placement dependent on usage



2.2	Service Quality
In order to provide a high quality Print Service to the University of London, the Supplier must put in place tools and methods that monitor and manage all quality aspects service for the duration of the Contract.  The successful Supplier will:

2.2.1	Develop, enable and maintain a quality assessment system that will monitor print quality produced for the University of London. Elements of the system must include the following:

d. Adherence to the University’s House Style Guide for print and design
e. Regular in-house quality checks to be carried out for each printed product, providing details to the University on any changes or additions that are made
f. Working collaboratively with the University’s stakeholders in the planning and delivery stages of print projects

2.2.2	Allocate a staff member who will be responsible for quality during the Contract term

2.3	Service Delivery
The successful Supplier will work in collaboration with the University’s print stakeholders to deliver a high quality, efficient Print Service.  However, for the Contract term the Supplier will be responsible for the following:

2.3.1	Developing a Contract SLA in collaboration with the University that details how the Supplier will deliver the Print Services.  The SLA will include the following:

a. Ordering procedures and methods
b. Acceptance or negotiation of submitted quotations
c. A process for the approval of drafts and proofs
d. Delivery processes including timings, deadlines for ordering, delivery to multiple addresses and non-UK deliveries. Default deliveries to the University will be to the Senate House address, to the Loading Bay, unless otherwise indicated in the print order
e. Purchase order and invoicing procedures.  All UoL invoices must include a detailed description of the work undertaken and a copy of the signed delivery note.  Payment will be made in 30 days.  All invoices must show the order’s relevant, valid purchase order number and submitted to einvoice@london.ac.uk for payment
f. Suppliers must be able to accept credit cards as payment for print work.  Suppliers should be able to employ an embedded credit card payment system, as part of a University efficiency plan 
g. The University will not make full payment for poor quality print work.  The SLA will include a methodology for service credits or defaults in the event of Supplier error including the following:

i. Poor quality or unapproved print work
ii. Orders rejected due to damage or goods returned
iii. Delivery errors including delivery times and locations



2.4	Value For Money
The University must ensure that each Contract delivers Value for Money, throughout the Contract term.   The successful Supplier will:  

2.4.1	Provide and develop a system or methodology that will be employed to provide Value for Money to the University
2.4.2	For the term of the Contract, work with the University to develop Value for Money initiatives that will benefit both the Supplier and the University

2.5	Customer Service
For the term of the Contract the Supplier will be responsible for managing the customer service and complaints procedures regarding the provision of the Print Services.  The successful Supplier will:  

2.5.1	Provide a dedicated, collaborative and personalised print service to the University, in working with print services managers and all stakeholders and University print customers
2.5.2	Provide and develop a system or methodology that will be employed to manage customer services and complaints
2.5.3	Provide a named person or persons who shall be designated as a “first point of contact” regarding customer service and complaints

2.6	Contract Management
For the term of the Contract the Supplier must provide a Contract or account manager who will be responsible for the Print Services Contract.  The University will also provide a Contract Manager for the Contract term, as well as focus and/or support groups in different University teams.  The successful Supplier will:  

2.6.1	Provide a named person or persons who shall be designated as the Contract or account manager for the University of London
2.6.2	Be involved in day to day Contract business as well as strategic service delivery
2.6.3	Provide and develop a system or methodology that will be employed to manage the Contract.  This will include 2.6.4	active participation and follow up on the University’s performance management process, including reviews at 2.6.5	Contract implementation, ongoing, quarterly performance reviews and annual strategic reviews
2.6.6	Develop a Contract SLA in collaboration with the University that details how the Supplier will deliver the Print Services.  See 1.3, above 

2.7	Added Value
The University seeks added value, benefits or innovation that the Supplier can provide to the University through the delivery of the Print Services.  Suppliers are encouraged to submit their added value proposals for this Contract; some examples would be:

2.7.1	Additional, relevant services that have not been specified in this tender.  These may include the provision of design services or the production and delivery of promotional merchandise
2.7.2	Added value or benefits for the University of London students
2.7.3	Added environmental benefits or practices
2.7.4	Social value or community benefits for the local Camden area
2.7.5	Translation services

2.8	Contract Pricing
2.8.1	Pricing Overview
a. Pricing for the Lots in the Print Services Contract is based upon a “Basket of Goods” principle.  The Basket of Goods refers to a fixed set of print products and services that the University purchases on a regular basis.  These prices for products and services will serve as a core price list, which will be used by the University and the Supplier as a benchmark for ordering print work that is similar or at a higher or lower quality specification.
b. A Basket of Goods price list has been created for each Contract Lot and Suppliers are required to submit their prices for the Print Services using these pricing spreadsheets only.
c. Suppliers should use the estimated Contract values as a guide when determining their Contract pricing.  These values are estimates based upon current and projected University expenditure and are intended as a starting point for pricing:

	Lot
	Contract Lot Name
	3 Year Contract Value

	1
	General Printing Services
	£420,000.00

	2
	Display & Exhibition Print
	£75,000.00

	3
	Secure Print Exam Papers & Diplomas
	£400,000

	4
	Convenient Printing
	£90,000.00

	
	3 Year Contract Value
	£985,000.00



d. Submitted prices will be accepted as Contract prices, which will remain static for the 3 years of the Contract term. However, in circumstances where pricing has to change (for either an increase or decrease) due to commodity pricing changes the Supplier and the University will agree to meet and discuss options managing pricing issues.
e. Each Contract Lot will be reviewed on an annual, strategic basis, in collaboration with the Contracted Supplier.  The annual review will include the opportunity for both parties to discuss pricing for the next year.
f. This tender will be evaluated on a 60% - 40% basis: 40% will be based on price and 60% on quality.  The Basket of Goods prices will all be added together and computed according to the Kraljic Matrix formula – see the Instructions to Tenderers in this ITT pack for details.  The lower price submitted, the higher the pricing tender score.

2.8.2	Completing the Pricing Spreadsheets
a. The University is keen to improve upon the value of the Contract and Suppliers are strongly advised to consider the best possible pricing they can offer for the Contract term.
b. Where a Supplier is bidding for more than 1 Lot, prices must be submitted for each Lot that is bid for.
c. Prices must be submitted for all items in the Basket of Goods.  Incomplete pricing spreadsheets cannot be evaluated.
d. The Added Value sections of the specifications provide Suppliers with the opportunity to provide additional, relevant services or products for the term of the Contract.  This may include services such as design services or products such as promotional merchandise.  Each Lot’s pricing spreadsheet has a section to add these services, including a description and price.  Where the offer is for products, list the unit or quantity price and with consultancy add in daily and half day rates.
e. Each pricing spreadsheet will include a section for Suppliers to provide pricing for implementation costs, if any.  These will only be for year 1 of the Contract and must be accompanied by a full description of all implementation costs. 
f. In the pricing spreadsheet Suppliers can add in any rebates and/ or credits that can be made available to the University.  Please add a description and enter figures as negative numbers so they are subtracted from the overall Contract value.

2.8.3	Pricing Notes
a. If there is no relevant price to enter, as in the implementation pricing, enter a £0.00 into that cell.
b. Submitted prices must be expressed in pounds Sterling	
c. Refer to the table above for details on the estimated Contract values
d. Submitted prices will be static for the 3 year term of Contract
e. Prices submitted must be inclusive of VAT





Schedule for Lot 3: Secure Print Exam Papers & Diplomas
3.0	Service Description
The University of London is responsible for the secure delivery of examination papers and diplomas to University students.  Whilst the student and course information, design, content and overall specification of these documents is managed by the University, the Supplier awarded this Contract for Secure Print Exam Papers & Diplomas will be responsible for their secure printing, storage, transport and delivery – and none of these elements can be outsourced to third parties.  All elements of the printing and delivery services for this Lot must be carried out only by the Supplier who is awarded this Contract.  This Contract is the most important Contract that University of London Worldwide will access.  In respect of the reputation of the University of London, failure for a Supplier to deliver this service securely and effectively would be catastrophic for all stakeholders involved.

3.1	Detailed Service Requirement
Following are the service requirements for the successful Supplier, in the delivery of the printing of Exam Papers & Diplomas:

3.1.1	Exam Papers
For the term of the Contract Suppliers will be responsible for the secure printing, storage, transport and delivery of the University’s exam papers.  The successful Supplier will carry out a range of tasks, including the following:  

a. Examination Question Paper Ordering & Delivery Details
i. Common Exam Paper Formats
· Standard question paper format: A4 stapled top left
· Other formats:

· Saddle stitched A4 booklet 
· Saddle stitched booklet, with graph or accounting paper printed as part of question paper booklet, hole-punched and with perforated edge in order to be neatly torn from booklet
· Stapled and hole-punched top left

· Exam papers are normally printed double sided, except for back of front page, which must always remain blank
· Each exam paper will need to have a unique printer’s code which is indicated at foot of each page of the paper
· Pages will need to be numbered at foot of each page

ii. Question Paper Ordering
· Printing figure requirements and price are automatically calculated on a University system based on student exam entry numbers and price per page.  The University will automatically produce the order form  
· An automated email will be sent to Supplier to alert them that an order is ready for collection
· Camera ready master question papers will be submitted in hard copy, single sided, and accompanied by an order form, which have to be collected from the University and submitted in secure pouches
· In addition to copies required being indicated on order form, the total number will also be indicated on back of final page of the camera ready copy 
· After an order has been processed, a purchase order number is then provided (via email) to the supplier by the University

iii. Question Paper Printing Deadlines
· The Supplier will need to provide a 24 hour turnaround for urgent jobs submitted by 12:00pm and 48 hour standard order turnaround.  The Supplier may be required to work over weekends at peak times.  These are typically April-May and September-October
· For standard turnaround orders the Supplier will need to deliver to the University by 12:00pm.  Delivery times for other orders will be agreed between the University and the Supplier at the time of order
iv. Question Paper Deliveries
· Each individual question paper print job will be individually shrink wrapped or boxed, with clear labelling of paper title, paper code, number of copies printed.  If there are multiple boxes these will be clearly numbered
· The Supplier must return the original hard copy camera-ready masters at the same time as the print jobs
· 2 copies of delivery note with summary of items to be submitted
· Before the delivery driver leaves the University building, University staff must check that each item, as detailed on the delivery note:

· Has been delivered
· Check that the master copy has been returned
· Sign copy of itemised delivery note as confirmation of safe receipt

3.1.2	Diplomas
For the term of the Contract Suppliers will be responsible for the secure printing, storage, transport and delivery of the University’s diplomas.  The successful Supplier will carry out a range of tasks, including the following:  

a. Provide secure printing, storage and delivery of University of London diplomas, for students studying around the world
b. Provide the service on a 24 hour turn around on demand, with a 48 hour turnaround time required at other times
c. Before printing the Supplier will be provided with the diploma specification which will indicate required paper size, weight, type, fonts required, ink colour, foiling and the specification for a presentation envelope or sleeve.  The current specification for University diplomas is full colour print on A4 160gsm watermarked paper
d. Where there are any changes in the diploma print specification the University will agree these with the Supplier in good time before an order is placed
e. The Supplier will provide and securely store the diploma paper from manufacture to printing.  The specification and price of the paper will be agreed by the Supplier and the University before print production
f. The Supplier must be able to provide ad-hoc, special printing requiring all print fonts and including design, as required
g. The completed printed documents will be returned in boxes.  No presentation envelopes or sleeves are required

3.2	Service Quality
In order to provide a high quality Print Service for exam papers and diplomas to the University of London, the Supplier must put in place tools and methods that monitor and manage all quality aspects service for the duration of the Contract.  The successful Supplier will:

3.2.1	Develop, enable and maintain a quality assessment system that will monitor print quality produced for the University of London. Elements of the system must include the following:

g. Adherence to the University’s House Style Guide for print and design
h. Regular in-house quality checks to be carried out for each printed product, providing details to the University on any changes or additions that are made
i. Working collaboratively with the University’s stakeholders in the planning and delivery stages of print projects

3.2.2	Allocate a staff member who will be responsible for quality during the Contract term

3.3	Service Delivery
The successful Supplier will work in collaboration with the University’s print stakeholders to deliver a high quality, efficient Print Service for Exam Papers and Diplomas.  The successful Supplier will print high quality, highly confidential diplomas and examination question papers and answer books, often in large volumes, to extremely tight deadlines. For the Contract term the Supplier will be responsible for the following:

3.3.1	Developing a Contract SLA in collaboration with the University that details how the Supplier will deliver the Print Services.  The SLA will include the following:

a. Ordering procedures and methods
b. A process for the approval of drafts and proofs
c. Delivery processes including timings, deadlines for ordering, delivery to multiple addresses and non-UK deliveries. Default deliveries to the University will be to the Senate House or Stewart House addresses, to the Loading Bay, unless otherwise indicated in the print order
d. Purchase order and invoicing procedures.  All UoL invoices must include a detailed description of the work undertaken and a copy of the signed delivery note.  Payment will be made in 30 days.  All invoices must show the order’s relevant, valid purchase order number and submitted to einvoice@london.ac.uk for payment
e. Suppliers must be able to accept credit cards as payment for print work.  Suppliers should be able to employ an embedded credit card payment system, as part of a University efficiency plan 
f. The University will not make full payment for poor quality print work.  The SLA will include a methodology for service credits or defaults in the event of Supplier error including the following:

iv. Poor quality or unapproved print work
v. Orders rejected due to damage or goods returned
vi. Delivery errors including delivery times and locations

3.4	Secure Print Management
The Supplier who delivers the services for this Contract Lot are required to print, store and transport exam papers and diplomas using highly secure and confidential methodologies and practices.  In addition to other security elements within this Specification, the Supplier must deliver the services in observance of the following:

3.4.1	Deliveries must be carried out by drivers who are directly employed by the Supplier.  No element of this Contract can be outsourced to a third party provider
3.4.2	For the term of the Contract, maintenance of a secure premises for exam paper and diploma production and the storage of University of London and other University printed seals.  Preferably the Supplier is based within the M25 – though this is not essential.  The site also needs to be easily accessible by public transport, for University of London staff members
3.4.3	Maintenance of a secure premises that provides the ability to hold stock of printed examination answer books:

a. Annual storage of up to approximately 215,000 AB8 answer books (16 pages backed saddle stitched)
b. Annual storage of up to approximately 111,000 AB9 answer books (8 pages backed saddle stitched)

3.4.4	The University currently sends the Supplier PDFs of diplomas with secure links on both sides.  The crucial requirement is for secure transmission of documents to and from printers.  
3.4.5	Agreement for their staff members working on this Contract to sign a Declaration of Confidentiality, for the Contract term

3.5	Value For Money
The University must ensure that each Contract delivers Value for Money, throughout the Contract term.   The successful Supplier will:  

3.5.1	Provide and develop a system or methodology that will be employed to provide Value for Money to the University
3.5.2	For the term of the Contract, work with the University to develop Value for Money initiatives that will benefit both the Supplier and the University

3.6	Customer Service
For the term of the Contract the Supplier will be responsible for managing the customer service and complaints procedures regarding the provision of the Print Services.  The successful Supplier will:  

3.6.1	Provide a dedicated, collaborative and personalised print service to the University, in working with print services managers and all stakeholders and University print customers
3.6.2	Provide and develop a system or methodology that will be employed to manage customer services and complaints
3.6.3	Provide a named person or persons who shall be designated as a “first point of contact” regarding customer service and complaints
3.7	Contract Management
For the term of the Contract the Supplier must provide a Contract or account manager who will be responsible for the Print Services Contract.  The University will also provide a Contract Manager for the Contract term, as well as focus and/or support groups in different University teams.  The successful Supplier will:  

3.7.1	Provide a named, dedicated person or persons who shall be designated as the Contract or account manager for the University of London
3.7.2	Be involved in day to day Contract business as well as strategic service delivery
3.7.3	Take part in regular communication with the University regarding updates of the timing of collections and deliveries and reporting of any issues between account manager/administrator and University staff
3.7.4	Provide and develop a system or methodology that will be employed to manage the Contract.  This will include active participation and follow up on the University’s performance management process, including reviews at Contract implementation, ongoing, quarterly performance reviews and annual strategic reviews
3.7.5	Develop a Contract SLA in collaboration with the University that details how the Supplier will deliver the Print Services.  See 3.3, above 

3.8	Added Value
The University seeks added value, benefits or innovation that the Supplier can provide to the University through the delivery of the Print Services.  Suppliers are encouraged to submit their added value proposals for this Contract; some examples would be:

3.8.1	Additional, relevant services that have not been specified in this tender.  These may include the provision of design services or the production and delivery of promotional merchandise
3.8.2	Added value or benefits for the University of London students
3.8.3	Added environmental benefits or practices
3.8.4	Social value or community benefits for the local Camden area
3.8.5	Translation services

3.9	Contract Pricing
3.9.1	Pricing Overview
g. Pricing for the Lots in the Print Services Contract is based upon a “Basket of Goods” principle.  The Basket of Goods refers to a fixed set of print products and services that the University purchases on a regular basis.  These prices for products and services will serve as a core price list, which will be used by the University and the Supplier as a benchmark for ordering print work that is similar or at a higher or lower quality specification.

h. A Basket of Goods price list has been created for each Contract Lot and Suppliers are required to submit their prices for the Print Services using these pricing spreadsheets only.
i. Suppliers should use the estimated Contract values as a guide when determining their Contract pricing.  These values are estimates based upon current and projected University expenditure and are intended as a starting point for pricing:

	Lot
	Contract Lot Name
	3 Year Contract Value

	1
	General Printing Services
	£420,000.00

	2
	Display & Exhibition Print
	£75,000.00

	3
	Secure Print Exam Papers & Diplomas
	£400,000

	4
	Convenient Printing
	£90,000.00

	
	3 Year Contract Value
	£985,000.00



j. Submitted prices will be accepted as Contract prices, which will remain static for the 3 years of the Contract term. However, in circumstances where pricing has to change (for either an increase or decrease) due to commodity pricing changes the Supplier and the University will agree to meet and discuss options managing pricing issues.
k. Each Contract Lot will be reviewed on an annual, strategic basis, in collaboration with the Contracted Supplier.  The annual review will include the opportunity for both parties to discuss pricing for the next year.

l. This tender will be evaluated on a 60% - 40% basis: 40% will be based on price and 60% on quality.  The Basket of Goods prices will all be added together and computed according to the Kraljic Matrix formula – see the Instructions to Tenderers in this ITT pack for details.  The lower price submitted, the higher the pricing tender score.

3.9.2	Completing the Pricing Spreadsheets
g. The University is keen to improve upon the value of the Contract and Suppliers are strongly advised to consider the best possible pricing they can offer for the Contract term.
h. Where a Supplier is bidding for more than 1 Lot, prices must be submitted for each Lot that is bid for.
i. Prices must be submitted for all items in the Basket of Goods.  Incomplete pricing spreadsheets cannot be evaluated.
j. The Added Value sections of the specifications provide Suppliers with the opportunity to provide additional, relevant services or products for the term of the Contract.  This may include services such as design services or products such as promotional merchandise.  Each Lot’s pricing spreadsheet has a section to add these services, including a description and price.  Where the offer is for products, list the unit or quantity price and with consultancy add in daily and half day rates.
k. Each pricing spreadsheet will include a section for Suppliers to provide pricing for implementation costs, if any.  These will only be for year 1 of the Contract and must be accompanied by a full description of all implementation costs. 
l. In the pricing spreadsheet Suppliers can add in any rebates and/ or credits that can be made available to the University.  Please add a description and enter figures as negative numbers so they are subtracted from the overall Contract value.

3.9.3	Pricing Notes
f. If there is no relevant price to enter, as in the implementation pricing, enter a £0.00 into that cell.
g. Submitted prices must be expressed in pounds Sterling	
h. Refer to the table above for details on the estimated Contract values
i. Submitted prices will be static for the 3 year term of Contract
j. Prices submitted must be inclusive of VAT





















Schedule for Lot 4: Convenient Printing
4.0	Service Description
Whilst the University will endeavour to plan all required print work in advance there will times when the need for urgent or emergency printing is unavoidable.  “Convenient Printing” provides a resource for staff members who need urgent print work delivered.  This Lot is similar to General Print Services but at a lower value and volume and with the emphasis on quick production and delivery.  UoL staff members will be instructed to use this Lot for print work with an aggregate value of no more than £3,000 per order.

Throughout the year the University of London produces printed material for events, graduations, operational and promotional events and print required for day to day University business.  Convenient Printing will include the following:
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Signage
Brochures
Leaflets & Flyers
Catalogues
Calendars 
Business Cards
Letterheads
Postcards
Standard and Specialist Envelopes
Folded Leaflets & Booklets


Print Services are provided to not only the central University and Senate House Library, but also to the School of Advanced Study and the University’s distance learning academy, University of London Worldwide.

4.1	Detailed Service Requirement
The University will carry out all design work required before the print work is carried out and will always hold the responsibility for final approval before projects go to print. However, where the Supplier has noticed errors or other production issues they must bring these to the attention of the University’s ordering print specialist before final print.  For Convenient Print the successful Supplier will:

a. Follow the University’s House Style Guide for print and design and where questions arise, seek advice from a University Print Representative
b. Have small and large format lithographic and digital capabilities, with own finishing and binding operation
c. Be able to produce mid to large volume printing (>x500 copies), producing material from general office stationery through to single sheet flyers and postcards, folded leaflets and booklets and brochures varying from 8 pages to hundreds of pages
d. Provide cutting, trimming, folding and lamination services associated with all print work, as required
e. For digital and lithographic print, provide regular binding and finishing techniques such as saddle stitch, perfect-binding and wiro-binding, as well as specialist print-finishes such as gold-foil/metallic effects, spot-varnishing, embossing, etc.
f. Provide personalisation and numbering services

Additional requirements required from the Print Services Supplier:

a. Provide print work with a fast or urgent turnaround, sometimes next working day or within hours
b. Provide advice on best economic procedures and materials, as well as best use of materials
c. File checking for links, fonts, colours, etc.
d. Sign-off on press when needed
e. Provide a service  capable  of  receiving  multiple  purchase  orders  from  the University  and delivering  to  the  University's  varied  Divisions  and Institutes.  The Supplier must work with all University print stakeholders and keep each of them informed on developments in print and advise them on the most cost effective print methods
f. Ability to meet the University’s requirement for a proof for every print job, usually a pdf proof by e-mail - but for some products a hard-copy proof may be required, such as a digital or a wet-proof. This requirement needs to be built into the price and deadline for the job
g. The Supplier shall have the ability to accept payment by University of London purchase order or by University of London corporate credit card
h. For some print jobs the University may leave it to the very last minute to get the most up-to-date information included in the print job. Flexibility on deadlines and delivery and a clear understanding of the print job/product is also an important consideration
i. The Supplier should ensure that any re-work arising from the University's rejection of sub-standard finished work shall be made at no extra cost to the University. The delivery of the rectified work shall be agreed by both the Supplier and the University before final payment is made, if any

4.1.1	Examples of Recent Print Orders Placed by the University:
Some examples of print projects the University has undertaken are following.  These examples represent the type of work delivered in the Convenient Printing Lot:

	Digitally Printed Posters & Flyers
A0, A1, A2, A5, A6
Full colour
150gsm silk 
Laminated
	Postcards
A6
350gsm satin
Double sided
Full colour

	Print Mounted Foam Boards
5mm foam boards 
A0, A1, A2 
Full colour
Satin
	Business Cards (printed lithographic)
85mm x 55mm
400gsm 
Matt Laminate (both sides)
Double sided
Full colour

	
	



4.2	Service Quality
In order to provide a high quality Print Service to the University of London, the Supplier must put in place tools and methods that monitor and manage all quality aspects service for the duration of the Contract.  Despite this Lot being a lower value, fast turnaround category, the Supplier is expected to deliver high quality print work.  Print ready layouts will be provided but the Supplier is expected to flag obvious issues with layout or document set-up.  The successful Supplier will:

4.2.1	Develop, enable and maintain a quality assessment system that will monitor print quality produced for the University of London. Elements of the system must include the following:

a. Follow the University’s House Style Guide for print and design and where questions arise, seek advice from a University Print Representative
b. Regular in-house quality checks to be carried out for each printed product, providing details to the University on any changes or additions that are made
c. Working collaboratively with the University’s stakeholders in the planning and delivery stages of print projects

4.2.2	Allocate a staff member who will be responsible for quality during the Contract term

4.3	Service Delivery
The successful Supplier will work in collaboration with the University’s print stakeholders to deliver a high quality, efficient Print Service.  However, for the Contract term the Supplier will be responsible for the following:

4.3.1	Developing a Contract SLA in collaboration with the University that details how the Supplier will deliver the Print Services.  The SLA will include the following:

a. Ordering procedures and methods
b. Acceptance or negotiation of submitted quotations
c. A process for the approval of drafts and proofs
d. Delivery processes including timings, deadlines for ordering, delivery to multiple addresses and non-UK deliveries. Default deliveries to the University will be to the Senate House address, to the Loading Bay, unless otherwise indicated in the print order
e. Purchase order and invoicing procedures.  All UoL invoices must include a detailed description of the work undertaken and a copy of the signed delivery note.  Payment will be made in 30 days.  All invoices must show the order’s relevant, valid purchase order number and submitted to einvoice@london.ac.uk for payment
f. Suppliers must be able to accept credit cards as payment for print work.  Suppliers should be able to employ an embedded credit card payment system, as part of a University efficiency plan 
g. The University will not make full payment for poor quality print work.  The SLA will include a methodology for service credits or defaults in the event of Supplier error including the following:

i. Poor quality or unapproved print work
ii. Orders rejected due to damage or goods returned
iii. Delivery errors including delivery times and locations

4.4	Value for Money
The University must ensure that each Contract delivers Value for Money, throughout the Contract term.   The successful Supplier will:  

4.4.1	Provide and develop a system or methodology that will be employed to provide Value for Money to the University
4.4.2	For the term of the Contract, work with the University to develop Value for Money initiatives that will benefit both the Supplier and the University

4.5	Customer Service
For the term of the Contract the Supplier will be responsible for managing the customer service and complaints procedures regarding the provision of the Print Services.  The successful Supplier will:  

4.5.1	Provide a dedicated, collaborative and personalised print service to the University, in working with print services managers and all stakeholders and University print customers
4.5.2	Provide and develop a system or methodology that will be employed to manage customer services and complaints
4.5.3	Provide a named person or persons who shall be designated as a “first point of contact” regarding customer service and complaints

4.6	Contract Management
For the term of the Contract the Supplier must provide a Contract or account manager who will be responsible for the Print Services Contract.  The University will also provide a Contract Manager for the Contract term, as well as focus and/or support groups in different University teams.  The successful Supplier will:  

4.6.1	Provide a named person or persons who shall be designated as the Contract or account manager for the University of London
4.6.2	Be involved in day to day Contract business as well as strategic service delivery
4.6.3	Provide and develop a system or methodology that will be employed to manage the Contract.  This will include 4.6.4	active participation and follow up on the University’s performance management process, including reviews at 4.6.5	Contract implementation, ongoing, quarterly performance reviews and annual strategic reviews
4.6.6	Develop a Contract SLA in collaboration with the University that details how the Supplier will deliver the Print Services.  See 1.3, above 
 
4.7	Added Value
The University seeks added value, benefits or innovation that the Supplier can provide to the University through the delivery of the Print Services.  Suppliers are encouraged to submit their added value proposals for this Contract; some examples would be:

4.7.1	Additional, relevant services that have not been specified in this tender.  These may include the provision of design services or the production and delivery of promotional merchandise
4.7.2	Added value or benefits for the University of London students
4.7.3	Added environmental benefits or practices
4.7.4	Social value or community benefits for the local Camden area
4.7.5	Translation services

4.8	Contract Pricing
4.8.1	Pricing Overview
a. Pricing for the Lots in the Print Services Contract is based upon a “Basket of Goods” principle.  The Basket of Goods refers to a fixed set of print products and services that the University purchases on a regular basis.  These prices for products and services will serve as a core price list, which will be used by the University and the Supplier as a benchmark for ordering print work that is similar or at a higher or lower quality specification.
b. A Basket of Goods price list has been created for each Contract Lot and Suppliers are required to submit their prices for the Print Services using these pricing spreadsheets only.
c. Suppliers should use the estimated Contract values as a guide when determining their Contract pricing.  These values are estimates based upon current and projected University expenditure and are intended as a starting point for pricing:

	Lot
	Contract Lot Name
	3 Year Contract Value

	1
	General Printing Services
	£420,000.00

	2
	Display & Exhibition Print
	£75,000.00

	3
	Secure Print Exam Papers & Diplomas
	£400,000

	4
	Convenient Printing
	£90,000.00

	
	3 Year Contract Value
	£985,000.00




d. Submitted prices will be accepted as Contract prices, which will remain static for the 3 years of the Contract term. However, in circumstances where pricing has to change (for either an increase or decrease) due to commodity pricing changes the Supplier and the University will agree to meet and discuss options managing pricing issues.
e. Each Contract Lot will be reviewed on an annual, strategic basis, in collaboration with the Contracted Supplier.  The annual review will include the opportunity for both parties to discuss pricing for the next year.
f. This tender will be evaluated on a 60% - 40% basis: 40% will be based on price and 60% on quality.  The Basket of Goods prices will all be added together and computed according to the Kraljic Matrix formula – see the Instructions to Tenderers in this ITT pack for details.  The lower price submitted, the higher the pricing tender score.

4.8.2	Completing the Pricing Spreadsheets
a. The University is keen to improve upon the value of the Contract and Suppliers are strongly advised to consider the best possible pricing they can offer for the Contract term.
b. Where a Supplier is bidding for more than 1 Lot, prices must be submitted for each Lot that is bid for.
c. Prices must be submitted for all items in the Basket of Goods.  Incomplete pricing spreadsheets cannot be evaluated.
d. The Added Value sections of the specifications provide Suppliers with the opportunity to provide additional, relevant services or products for the term of the Contract.  This may include services such as design services or products such as promotional merchandise.  Each Lot’s pricing spreadsheet has a section to add these services, including a description and price.  Where the offer is for products, list the unit or quantity price and with consultancy add in daily and half day rates.
e. Each pricing spreadsheet will include a section for Suppliers to provide pricing for implementation costs, if any.  These will only be for year 1 of the Contract and must be accompanied by a full description of all implementation costs. 
f. In the pricing spreadsheet Suppliers can add in any rebates and/ or credits that can be made available to the University.  Please add a description and enter figures as negative numbers so they are subtracted from the overall Contract value.

4.8.3	Pricing Notes
a. If there is no relevant price to enter, as in the implementation pricing, enter a £0.00 into that cell.
b. Submitted prices must be expressed in pounds Sterling	
c. Refer to the table above for details on the estimated Contract values
d. Submitted prices will be static for the 3 year term of Contract
e. Prices submitted must be inclusive of VAT
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Lot 1: General 

Print Services

£140,000.00 pa

Lot 4: Convenient 

Printing

£30,000.00 pa

Lot 2: Display & 

Exhibition Print

£25,000.00 pa

Print Services 

Contract

Lot 3: Secure Print 

Exam Papers & 

Diplomas

£133,000.00 pa

Brochures, Reports, 

Leaflets, Newsletters, 

Catalogues, 

Programmes, 

Business Cards

Posters, Banners, 

Large Format 

Printing, Specialist 

Print, Events Printing

Exam Papers, Exam 

Books, Diplomas, 

Certificates

Quick or Urgent 

Printing Deliverable in 

4 Hours or On Same 

Day

Estimated Aggregate 

Annual Value: £328,000.00

Estimated 3 Year Aggregate 

Contract Value: £985,000.00


