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[bookmark: _GoBack]Request for Quotation
For Purchases Valued Below £100,000


	From The London Borough of Lambeth

	

	Quotation Request Date:
	21st June 2019

	Officer Name
	Adeel Hussain
	Phone
	07784 224 853

	Department
	Resident Services
	Fax
	

	Team or Section
	Registrars
	E Mail
	Ahussain1@lambeth.gov.uk




The London Borough of Lambeth Needs to Procure: 
	Quantity
	Description

	

	1
	Lambeth register office are seeking to implement a fit for purpose on-line diary management system for the Registration Service.







	

	Quotation Return Date & Time:
	30th June 2019

	Service or Product Delivery Date:
	10th July 2019

	Terms of Contract:
	Appendix A

	Payment Terms:
	30 days

	Any Other Conditions:
	

	
	

	Lambeth’s Standard Terms and Conditions of Contract:
	Appendix A




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

This form should be completed and returned by e mail to the officer responsible for this project no later than [23:59] on [30th June 2019].  The London Borough of Lambeth reserves the right to cancel orders that are not delivered on the date(s) specified.  Any costs incurred by the supplier in the preparation and submission of this quote will be borne by the supplier and not the customer.


Quotation Submission
For Completion by the Supplier


	(Supplier Name)

	

	Quotation Submission Date:
	

	Contact Name:
	
	Phone:
	

	Department (if needed):
	
	Fax:
	

	Address:
	
	E Mail:
	




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


Details of Quote

	Description
	Price Per Item, Day or Instance
	Total Price

	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




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


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

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

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


[bookmark: Check35]Yes |_|	  


Request for Quotes 
Diary Management System for the Council’s Registration Service department
Contract Period: 2 year period with option to extend for a further 12 months.
Summary
1. Lambeth register office are seeking to implement a fit for purpose on-line diary management system for the Registration Service.

2. This brief sets out:

a. Requirements of the Brief
b. Timescale for the Quotation
c. Format of Response
d. Price Quality Ratio for Evaluation of Proposal
e. Method Statement for Quality Assessment
f.                Pricing Evaluation


requirements of the brief
3. The Registration Service require a fully functional and supported management system which can be accessed at any location.

4. The system must allow for the service to create diaries and timeslots to service requirements without the need for the provider’s intervention.

5. The management system shall allow communication between the appointment system and the ceremonial booking system to ensure customers are only able to book a ceremony if they have complied with the requirements for marriage.
I.e. If notice of marriage has not been given, the customer should not be able to book a ceremony.


6. There must be a full audit trail of user access and changes log for all appointment and ceremonial booking types.

7. The system must allow for alerts to be set up and restrictions if appointments are attempted to be booked outside of set parameters.

a. The system must not allow a customer to book a birth registration if the appointment will be after 42 days since the date of birth.
b. The system must not allow a customer to book a death registration if the appointment will be after 5 days since the date of death.  

8. The system shall allow customers to book their citizenship ceremony online.  The Home Office would supply a weekly list of customers who can book a ceremony in excel format which will need to be uploaded to the system in order for the customer to proceed with booking a ceremony.  If their details are not available, the system must not allow them to proceed with a ceremony booking.
  
9. The system shall hold information relating to all venues within the borough that are licenced for civil ceremonies, importantly the system must create alerts for the registration service and licenced venue to remind both parties their licence is due to expire in X amount of months.  Providing an opportunity for licence renewals to be made in sufficient time.

10. The system shall allow for the user to be able to create and manage correspondence for each appointment and ceremonial type.  There must be options available for multiple communication messages, such as: Appointment confirmation, appointment reminder, Fee reminders, outstanding documentation reminders, payment receipts, payment reminders.

11. The system must be able to link with email and SMS reminders.

12. After the customer has completed their visit to the office for their particular requirement, the system must be able to generate a survey questionnaire to be emailed to the customer, requesting them to complete the survey and submit the results back to the service.

13. The system must allow for reports to be generated for various types of appointments as well as for individual users of the system.

a. Appointment Summary
b. Ceremonies booked by venue, date, registrar etc,
c. Good practice statistics (based on GRO requirements)
d. KPI reports (based on GRO requirements)
e. Booking payment details by date
f. Same sex marriage by number

14. The system must allow for archived certificate management, from online orders to dispatch.
15. All appointments and ceremonial bookings shall have the ability for free format text to be included as notes.
16. Management system must be user friendly and have multiple diary views.
a. Daily
b. Weekly
c. Monthly
17. The system must colour code each type of appointment and allow for all appointment lists to be viewed in one view without having to navigate between each appointment list.
18. All appointment types must allow online booking and advance payment.
19. The management system must allow budget code management
20. End users must have additional super user admin functionality to change restrictions and permissions.
21. The selected provider delivering the service will be required to collaborate remotely with officers within the registration service.  The provision will be for an off-site, electronic service. If you will require anything specific in order to carry out this function (in particular ICT factors), please include this within your proposal. Meetings and site visits for more complex sites may also be required from time to time. Any additional costs (such as travel costs, meetings and sites visits) should be incorporated within your assessment pricing, and not billed as a separate entity. 

22. It is not always possible to predict when system changes will be required. Lambeth will therefore require a degree of flexibility from the selected provider to account for peaks and troughs of changes to the management system, so as to ensure optimum service delivery.  

23. Key outputs will include:

a. Diary Management System
b. Annual Support Maintenance Agreement
c. Payment Integration:
d. Customer ceremony planning portal 
e. Self-serve functionality
           The KPIs the system will must generate reports for are:
a. Births - 98% registered within 42 calendar days
b. 95% of birth appointments available within 5 working days

c. Stillbirths - 98% registered within 42 calendar days
d. 95% of Stillbirth appointments available within 2 working days

e. Deaths - 90% registered within 5 calendar days
f. 95% of Death appointments available within 2 working days

g. 95% of Notice of Marriage / Civil Partnership appointments available within 10 working days
All questions relating to this request for quotes must be emailed to Adeel Hussain, Registration Operations Manager, AHussain1@lambeth.gov.uk


Timescales for the Quotation
24. The proposed period of the contract would be from the start date agreed once the tender has been awarded. It is hoped that the start date would be by August 2019 – if this procurement proceeds in full and is intended to run for a two year duration plus an option to extend for a further 12 months.     

25. A timetable for the selection process is detailed below (please note these dates may be varied at the council’s own discretion)

	Stage
	Component
	Indicative timescale

	Request for quotation
	Publication of Request for Quotation
	21 June 2019

	
	Deadline for receiving questions

	27 June 2019

	
	Proposal submission deadline 

	30 June 2019

	Selection & Webinar Demo
	Webinar Demo 
 
	2 July 2019

	
	Evaluation Period
	3 July 2019

	
	Successful applicant selected and confirmed
	5 July 2019

	Contract Commencement
	Successful applicant commences contract
	10th July 2019



Format of Response
26. Your proposal should consist of your response to the Method Statement Questions, please see item 28 and your completed Price Proposal, please see item 31. Your response to the Method Statement Questions must be kept to a maximum 2 sides of A4 per question (Ariel, Font Size 11, single line spacing) with clear indication of which question you are responding to.  Any submissions that exceed this limit may not be evaluated. A draft copy of the terms and conditions applicable for this contract is also attached for your information. (see Appendix A)
Top three providers will be invited to demonstrate their system via a webinar.  The demo should define:
a. Ease of use and navigation
b. Visual aesthetics
c. Functionality
Price Quality Ratio for Evaluation of Proposal

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

a. Price – 40% - Based on the Pricing Proposal
b. Quality – 60% - Based on the response to the Method Statement
Method Statement for Quality Assessment

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

	Questions
	Marks Available
	Weighting

	
1) Please provide 3 reference sites for other registration services where you have undertaken similar projects. The references should include name of employer, contract value, contract period and scope of services provided. References will be assessed.
	0-5
	10

	
2) Please set out your proposals for how the system  allow for flexible timeslots to be configured by admin users, with different opening times and timeslot lengths at different times of the year.

	0-5
	10

	
3) Please set out your proposals for how the system allows for unlimited number of transactions, users, diaries and offices at no additional cost and without the need to contact the supplier.

	
0-5
	
10

	4) Please set out l how you propose to ensure the appointment booking system and ceremony booking system work together to prevent ceremony bookings being made if notice of marriage / CP has not been given.  

	0-5
	10

	
5) Please set out how the system allows couples to submit ceremony choices online through a user friendly and device independent portal. (Ceremony Planner).

	0-5
	10

	
6) Please set out  how you propose to ensure the appointment booking system and ceremony booking system work together to prevent ceremony bookings being made if notice of marriage / CP has not been given.  

	0-5
	10

	Total (Quality Score)
	
	60



29. The components which are indicated with the appropriate weightings will be evaluated by the panel and the appropriate score will be agreed. The score achieved for this section will be weighted at 60% to give the final score for quality (Quality Score). 

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

30. Potential providers will be marked in accordance with the following marking scheme:
	0 
	Failed to address the question/issue. 

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

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

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

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

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





31. Price Evaluation 

For price, each submission will be assessed on the total cost of delivering the breakdown of estimated annual cases, using the following equation: 
Price Score = (100% -(A-B)/B)*40
where A= Tendered price and B= lowest price

· The Quality Score will be added to the Price Score to determine the Final score.  The Council will select a supplier on a most economically advantageous tender (MEAT) basis.   

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

	Pricing Schedule
	Total cost


	Purchase of system
	£

	Training
	£

	Online appointment and Ceremony bookings
	£

	Self Service function
	£

	Archive Certificate ordering function
	£

	Support and Maintenance
	£

	Payment Integration
	£

	SMS Integration
	£

	Hosting of system
	£

	

	Total Annual Cost
	£

	Total Contract Cost for 3 years  (For Evaluation)
	£
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