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1.  Definitions

	Term
	Acronym
	Definition

	BNF Publications
	
	The BNF, BNFC and NPF

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

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

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

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

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

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

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

	NICE
	
	The procuring body, i.e. NICE

	Nursing Prescribing Formulary  
	NPF
	The NPF is a biennial publication which is for use by Community Practitioner Nurse Prescribers. It provides specific information about the use of medicines which these professionals are able to prescribe.


2. Introduction
NICE

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

BNF Publications Mailing List

2.1.2. NICE is responsible for the distribution of hard copy prescribing guidance to Health Care professionals with a prescribing responsibility working within the English NHS. This comes in the form of three publications; the British National Formulary (BNF) and the British National Formulary for Children (BNFC), which are distributed annually and the Nurse Prescribers Formulary (NPF) which is distributed biennially. All three publications are published in September and collectively approximately 350,000 BNF and BNFC are currently distributed to the English NHS each year. Approximately 25,000 NPF are distributed biennially.
2.1.3. The Mailing Database Provider will hold and manage the mailing database for all Health Care Professionals who are eligible to receive a BNF, BNFC or NPF (collectively BNF Publications). They will deliver mailing lists for each BNF publication to the Hard Copy Storage and Distribution Provider in advance of each publication date. They will also provide an enquiry handling service to deal with telephone and email queries from Healthcare Professionals regarding the delivery of BNF Publications. The enquiry handling staff will also manage the mailing database, updating it as and when is necessary.

3. Procurement and Evaluation

Contract Details

Contract:
Mailing Database Provider
Contract Duration:
3 years
Contract Commences:
1st January 2016
Procurement Timetable

3.1.1. The estimated Procurement timetable is as follows:
	Stage
	Expected Date

	Advertised in Contracts Finder
	21/09/2015

	Deadline for expressions of Interest
	05/10/2015

	Deadline for Tender Questions
	05/10/2015

	Responses to questions issued by 
	08/10/2015

	Tender receipt deadline 
	15/10/2015

	Tender assessment 
	15/10-02/11/2015

	Notify short list 
	04/11/2015

	Interviews 
	11/11/2015

	Award contract and debrief the unsuccessful
	12/11/2015

	Alcatel period (standstill period)
	13-22/11/2015

	Contract start 
	01/01/2016


Note: The Institute reserves the right to change the schedule at its discretion. 

Tender Instructions

3.1.2. This section sets out the general instructions for the submission of the tender / final offer from the Supplier is response to the final Invitation to Tender (ITT). These instructions must be followed and adhered to. Any deviation from these instructions may result in your tender being rejected. 

3.1.3. The tender submission offer must be returned no later than 12:00 hrs (Noon) UK time on 15th October 2015
3.1.4. All tender submission and final offers must be written in English and to be submitted electronically by email in a Microsoft word format to: contract.bids@nice.org.uk
3.1.5. The Form of Offer only must be provided as hard copy with an original signature and posted for the attention of Gillian Watson (see section 5):
3.1.6. The envelope must bear no sign / brand of any other form of identification of the sender.
3.1.7. All responses must be referenced as detailed in the final ITT for ease of evaluation.

3.1.8. All offers must be submitted in GBP sterling and must be exclusive of Value Added Tax (VAT).

3.1.9. Suppliers should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Supplier, this should be indicated, with an explanation.

3.1.10. Suppliers must be explicit and comprehensive in their responses to the final ITT as this will be the single source of information on which responses will be scored and ranked.  Suppliers are advised not to make any assumptions about their past or current supplier relationships with NICE or to assume that such prior business relationships will be taken into account in the evaluation procedure.
3.1.11. NICE reserves the right at any time:

3.1.11.1. To not bind itself to accept the lowest or any offer and reserves the right to accept an offer either in whole or in part, each item being for this purpose treated as offered separately. 

3.1.11.2. To purchase the most cost effective and economically advantageous offer of this tender and does not bind itself to the cheapest price or the overall winner of the scoring evaluation that may result from this procurement.

3.1.11.3. To terminate this procurement at any time. 

3.1.11.4. To require Suppliers to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in the final ITT. NICE may seek independent financial and market advice to validate information declared, or to assist in the evaluation.  

3.1.12. NICE will not be liable for any cost incurred in relation to any part of this procurement activity throughout its lifecycle to close,  including any costs or expenses incurred by any Supplier or the Supplier's Team or any other person in resource time, preparation of responses, attendance of meeting, or any other cost that the Supplier may incur. 

3.1.13. Costs shall be fixed for the duration of the contract and not subject to change, unless agreed in writing by both NICE and the Contractor.

3.1.14. The costing of your offer must be transparent to NICE and not have any part of the model hidden. All costs breakdowns must be shown within your response and provided in GBP sterling.

3.2. Please note that that there will be no telephone or any informal or other kind of discussion between Suppliers and officers or directors of NICE after this document is dispatched other than the representative of NICE named in section 5.
3.3. If NICE receives any question or request for, both the question and the response will be communicated, by email, to all Suppliers who have expressed interest in the tender.

3.4. All responses received and any communication from Suppliers will be treated in confidence but will be subject to paragraph 4.5.

Non Compliance and/or disqualification

3.4.1. NICE expressly reserves the right to reject any proposal that:

3.4.1.1. Does not meet any minimum requirement in the tender

3.4.1.2. Does not follow the instruction to tender guidance

3.4.1.3. Is incomplete, or does not provide either an answer to any question or a reasonable explanation of why an answer to any question has been omitted

3.4.1.4. Refuses to adhere to, or requests significant unacceptable changes to the Terms and Conditions of Contract

3.4.2. NICE reserves the right to reject or disqualify a Supplier and/or the members of the Supplier’s  Team where:

3.4.2.1. The Supplier  and/or the members of the Supplier’s  Team are unable to satisfy the terms of Article 45 of Directive 2004/18/EC and/or Regulation 23 of the Public Contracts Regulations 2006 at any stage during the procurement;
3.4.2.2. The Supplier and/or the members of the Supplier Team are guilty of material misrepresentation or false statement in relation to its application and/or the process; and

3.4.2.3. The Supplier and/or the members of the Supplier’s Team contravene any of the terms and conditions of this ITT and/or any Associated Documents.

Queries about the Procurement

3.4.3. All questions in respect of this procurement should be addressed Gillian Watson (see section 5). No approach of any kind in connection with this procurement should be made to any other person within, or associated with NICE.

3.4.4. NICE will ensure that all applicants receive equal treatment during this procurement and will share all information requests and responses with all application in writing.
3.4.5. By submission of a Tender, the Supplier warrants that:

3.4.5.1. The prices in the Tender have been arrived at independently, without consultation, communication with any other Supplier (except a consortium partner) or with any competitor for the purpose of restricting competition.

3.4.5.2. Other than for the express purpose of obtaining insurance or a bond in connection with this proposal or otherwise required by law, the prices which have been quoted in the Tender have not knowingly been disclosed by the Supplier, directly or indirectly to any other Supplier or competitor, nor will they be so disclosed.

3.4.5.3. No attempt has been made or will be made by the Supplier to induce any other person or firm to submit or not to submit a Tender for the purpose of restricting competition.

Risk

3.4.6. Organisations submitting a response to this invitation do so at their own financial risk. Organisations are not entitled to claim for any costs or expenses incurred in the preparation of their proposal, whether or not they are successful in obtaining an agreement.

Period of Offer

3.4.7. Submitted proposals must be valid for a three-month period from the ITT response date. 

NICE’s Named Point of Contact

3.4.8. NICE’s named point of contact for this procurement is:

Gillian Watson
National Institute for Health and Clinical Excellence
Level 1A
City Tower
Piccadilly Plaza
Manchester
M1 4BD

Tel: 0161 870 3197 
Email: gillian.watson@nice.org.uk  

Supplier Named Point of Contact

3.4.9. Suppliers are asked to include a single point of contact in their organisation.  NICE will not be responsible for contacting the Supplier through any route other than the nominated contact.  The Supplier must therefore undertake to notify any changes relating to the contact promptly.
Additional Information

3.4.10. NICE expressly reserves the right to require a Supplier to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in the final ITT. NICE may seek independent financial and market advice to validate information declared, or to assist in the evaluation.  

Freedom of Information 

3.4.11. In accordance with the obligations and duties placed upon public authorities by the Freedom of Information Act 2000 (“the FoIA”), all information submitted to NICE may be disclosed in response to a request made pursuant to the FoIA.  

3.4.12. In respect of any information submitted by a Potential Supplier that it considers to be commercially sensitive the Potential Supplier should:

3.4.12.1. clearly identify such information as commercially sensitive;

3.4.12.2. explain the potential implications of disclosure of such information; and

3.4.12.3. provide an estimate of the period of time during which the Potential Supplier believes that such information will remain commercially sensitive.

3.4.13. Please submit responses to 9.2 as an Annex with the completed tender offer.

3.4.14. Where a Potential Supplier identifies information as commercially sensitive, NICE will endeavour to maintain confidentiality. Potential Suppliers should note, however, that, even where information is identified as commercially sensitive, NICE might be required to disclose such information in accordance with the FoIA. Accordingly, NICE cannot guarantee that any information marked ‘commercially sensitive’ will not be disclosed.
Procurement Transparency

3.4.15. In light of the Coalition Government’s need for greater transparency, Supplier and those organisations looking to bid for public sector contracts should be aware that if they are awarded a contract for this work, the resulting contract between the supplier and NICE will be published in its entirety. 
3.4.16. In some circumstances, limited redactions will be made to some contracts before they are published in order to comply with existing law and for the protection of national security. Suppliers are asked to make any sections of their tender that they regard as Commercial in Confidence or subject to the non-disclosure clauses of the FOIA or DPA clear within the submission documents. Please note that the total value (bottom line) of the agreement is required to be published under current EU regulations and the UK governments Transparency Agenda. Please do not hesitate to contact us if you require clarity upon this point.
3.4.17. A  Redaction Requests form is enclosed in the tender pack.
4. Tender Evaluation and Selection Criteria

Evaluation

4.1.1. NICE will review all tenders to ensure they are fully compliant with these instructions. Any non-compliant bid may be rejected (see 4.7).

4.1.2. The underlying principle of tender evaluation will be based on the Most Economically Advantageous Tender that meets NICE’s requirements.

4.1.3. The Evaluation Methodology set out in this section will be used to evaluate the Supplier’ submission/offer to the final Invitation to Tender (ITT). 

4.1.4. Suppliers should note that cost is a major factor in this procurement and represents 40% of the overall score.

Cost Evaluation

4.2. The cost will be evaluated using the following formula:

· Lowest Price / Supplier Price X 40 (the weighting)

Criteria and Scoring Guide

4.2.1. Each evaluator will independently evaluate each tender submitted and use the following guide to score each criterion. The scores of all evaluators per criterion will then be averaged and weighting applied to give an adjusted score. All clarifications required by NICE will be incorporated into the final evaluation. 

	Score
	Guide

	-5
	The point is omitted

	0
	Not explained / repeat of specification

	1
	The point is not acceptable

	2
	The point is possibly acceptable

	3
	The point is acceptable

	4
	The point is well made and acceptable

	5
	Exceeds expectations / excellent


4.2.2. The selection criteria that will be applied to this tender are:
	Selection Criteria
	Weighting

	Costing for provision of the service
	40%

	Database management and quality assurance
	25%

	Ability to source and supply NHS directory/contact data
	10%

	Enquiry handling service
	10%

	Implementation 
	10%

	Monitoring and reporting
	5%


Short Listed Supplier for Interview and Evaluation

4.2.3. NICE may choose to shortlist a Supplier or Suppliers to present to the evaluation panel and clarify any outstanding areas or their proposal where NICE may have concerns or further questions. 

4.2.4. Each Supplier interviewed will be scored independently of the tender response, based on their responses in the interview. 

4.2.5. Shortlisted Suppliers will be notified of the evaluation process in the invitation to interview email.
5. The Role of the Mailing Database Provider
Objectives

5.1.1. The objective of the Mailing Database Provider is to deliver highly accurate and contemporary mailing information in advance of publication dates for each of the British National Formulary Publications, and provision of an enquiry handling service manned by knowledgeable staff. This will be achieved by;
5.1.1.1. Provision and management of a bespoke mailing database, constructed from information sourced by the supplier, which includes all Health Care Professionals in the English NHS who are eligible to receive a hard copy of the BNF, BNFC or NPF (eligibility criteria in section 7). The database should be as contemporary as possible at all times.
5.1.1.2. A mailing list for NHS Dentists will be provided by NICE, the supplier will be responsible for updating it based on the eligibility criteria in section 7.
5.1.1.3. Production of mailing lists for bulk deliveries of BNFs, BNFCs and NPFs to all eligible Health Care Professionals. 
5.1.1.4. Pro-active engagement with the Senior Pharmacists at each NHS Trust, Primary Care Trust, and their potential successor organisations, to ensure that their mailing information is up to date in advance of each bulk distribution

5.1.1.5. Provision of an appropriately staffed enquiry handling service able to resolve email and telephone based enquiries from NHS staff relating to delivery of the BNF Publications. 
5.1.1.6. An enquiry handling team who have an effective working knowledge of the eligibility criteria for receipt of BNF Publications (section 7) and possess the high level of communication skills required to be able to to explain them to, and discuss them with, NHS staff of all levels. 
5.1.1.7. Accurate updating and management of the mailing database in response to enquiries, with reference to the eligibility criteria.
5.1.1.8. The enquiry handling service will be open from 9:00am to 5:30pm, Monday to Friday (excluding bank holidays).
Specific tasks
Mailing database

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

5.1.1.13. The supplier will deliver counts for each forthcoming distribution of a new BNF publication. The counts will be used by NICE to ensure enough copies are ordered. The counts will be delivered to NICE electronically approximately 3 months in advance of each forthcoming distribution, at the request of NICE. The counts will be broken down to show the number of copies required for each professional group. Hospitals will be provided with a surplus on their order quantity. The level of the surplus will be provided by NICE approximately 4 months in advance of each distribution. This should be included within the count.
5.1.1.14. The supplier will deliver electronic mailing lists for the BNF Publications to NICEs distribution partner. These will be delivered 3 weeks in advance of bulk distribution start dates, which will be provided by NICE. The lists will be constructed so as to ensure the most accurate and cost effective delivery methods across different professional groups and working locations. It is a priority to ensure that recipients receive their copies. 

5.1.1.15. The supplier will deliver mailing lists to NICEs distribution partner on a monthly basis for validated requests received during periods between monthly distributions.

5.1.1.16. The default delivery recipient at all Trusts should the Chief Pharmacist or Head of Medicines Management, unless they specifically nominate another individual. In such cases the other individuals name should be added to the database as a preferred delivery recipient for that Trust, and all deliveries directed to them in future until amended by them or the Trusts Chief Pharmacist or Head of Medicines Management.

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

5.1.1.18. Individuals who are registered at multiple locations must only be sent a single copy. 
5.1.1.19. Mailing lists will up loaded to the Hard Copy Distributors secure FTP site
5.1.1.20. Mailing lists will be encrypted using software such as PGP and delivered in a format, such as csv. which is can be easily exported into the Hard Copy Distributors systems
5.1.1.21. The supplier will deliver additional mailing lists and provide emailing services as required by NICE on an ad-hoc basis as a call off service under this contract.
Pro-active engagement

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

5.1.1.23. The email will also offer NHS Trusts the option to reduce allocations of copies below the quantity stated in the mailing list. It will state that any organisations which request reductions must provide reasoning, so that NICE can ensure the reduction is being made appropriately. If approved by NICE the organisation will be required to provide the quantity of copies of BNF or BNFC it requires only, and will not be required to provide any information regarding eligible members of staff. If the supplier subsequently receives requests for individual copies from staff at Trusts which have already requested a reduction, they should be referred to that Trusts Chief Pharmacist/Head of Medicines Management or nominated alternative.
5.1.1.24. If NHS Trusts return their respective lists in a different format, for example tabulated in a word document, or in a slightly different table format within Microsoft Excel, the supplier will be expected to take reasonable steps to use it, rather than request the list in the pre-provided format. If the list returned is in a totally different format the supplier will be expected to advise the Trust that they are unable to use it and request the it be supplied using the pre-provided format.

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

5.1.1.27. The supplier may be required to send out other emails to NHS staff as requested by NICE.

5.1.1.28. The supplier will deliver a project plan for each bulk distribution to NICE for approval, 3 weeks in advance of the project start date.

Enquiry handling and updating the database

The supplier will set up an enquiry management team who will undertake the following tasks:
5.1.1.29. Responding to telephone and email enquiries, referencing the database and eligibility criteria and where appropriate arranging delivery of further copy(s) with distribution company and updating the database.
5.1.1.30. All email enquiries will receive an automatic email reply acknowledging receipt and providing timescales for a response. Expected response times can be found in section 8.3.
5.1.1.31. Take a pro-active approach to encouraging NHS staff to keep their mailing information up to date, so as to ensure that they receive an adequate number of copies.

5.1.1.32. If an enquiry relates to a professional group or individual who is outside the eligibility critieria, it should be referred to the contact at NICE.

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

Skills required

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

5.1.1.39. Proven track record of providing accurate mailing data to the NHS

5.1.1.40. Demonstrated ability of providing high quality customer service

5.1.1.41. Demonstrated ability of resolving customer queries quickly and effectively

5.1.1.42. A thorough understanding of the eligibility criteria for receiving the BNF Publications 

5.1.1.43. Ability to produce, and manage a mailing database which comprises all Health Care Professionals eligible to receive a copy of the BNF, BNFC and NPF in the English NHS, as detailed in section 7, Eligibility criteria for BNF Publications.
6. Eligibility criteria for BNF Publications

6.1. The current eligibility criteria are shown below. These may be changed during the contract period. They currently apply to staff employed directly by the NHS, or staff employed by organisations who are commissioned by the NHS.
	Role
	BNF
	BNFC

	Hospital-based doctors or pharmacists who have a paediatric or accident & emergency speciality
	(
	(

	Hospital-based doctors or pharmacists who do not have a paediatric or accident & emergency speciality
	(
	

	NHS Dentists
	(
	

	Non-medical prescribers: independent and/or supplementary prescribers who hold a V200 or V300 qualification employed by an acute Trust
	(
	(

	Non-medical prescribers: independent and/or supplementary prescribers who hold a V200 or V300 qualification employed by social enterprises, community interest companies or private companies who are commissioned to provide NHS services
	(
	(

	Doctors employed by social enterprises, community interest companies or private companies who are commissioned to provide NHS services
	(
	

	Doctors who have a paediatric or accident & emergency speciality employed by social enterprises, community interest companies or private companies who are commissioned to provide NHS services
	(
	(

	General practitioners, community/retail pharmacists and prescribing advisors (Not including pharmacy technicians)
	(
	(

	Students studying pharmacy or for a non-medical prescribing V200 or V300 qualification
	(
	(


NPF: 

6.1.1. NICE supplies print copies of the NPF to community practitioner nurse prescribers who hold a V100 or V150 qualification, employed by the NHS and other organisations that provide NHS-commissioned care in England.
6.1.2. NPFs should also be provided for all student nurses attending V100 and V150 Nurse Prescribing Programmes at Universities.
7. Management and reporting requirements
7.1. Mailing lists should be suitably validated, quality assured and well managed with reference to enquiries to ensure that 95% of eligible Health Care Professionals are sent a copy of the publication they are eligible to receive. 
7.2. NICE will reserve the right to audit all records in relation to this service.

7.3. Enquiries should receive a human response within 24 hours, and are expected to be resolved within 5 days working days in 95% of cases.
7.4. Monthly database activity reports are to be provided to the NICE Contract Manager.
7.5. Quarterly meetings are to be attended at NICEs offices, or via teleconference if specified by the NICE Contract Manager. All costs including their time, travel & subsistence for attending these meeting must be incorporated into rates provided in the Supplier’s response; this needs to be covered in the Pricing Schedule in Annex 7 – Other Costs. NICE Contract Manager to take minutes of meeting and circulate to all attendees within 5 working days of the meeting. 
7.6. The supplier shall provide a quarterly progress report no later than 14 working days before the scheduled quarterly review meeting, to summarise performance against the Key Performance Indicators (KPI). 
7.7. The supplier shall provide an annual management report no later than 14 working days before the scheduled final quarterly review meeting of each contracted year, to summarise performance against the business plan deliverables, the key KPI’s of accuracy of bulk distributions, database activity and general enquiry response, and agreed financial targets. A proforma will be provided by NHS Evidence to the supplier for this purpose which will include:

· Headlines

· Business plan service deliverables

· Service level agreement standards

· KPI indicators report

· Risk management register

· Issues management register

· Change management register 

· Lessons learned

8. Conflicts of Interest and Confidentiality

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

Data Protection

8.1.1. The distribution database will contain personal details for all individuals who are eligible to receive BNF Publications. The provider must ensure that each individual on the database agrees to their personal information being held and shared. Please describe how you will manage and adhere to the DPA.
9. Your proposals

Within your proposals please address each of the sections in the number order given below.
9.1. Please provide a summary plan outlining how you will meet the all the requirements and objectives of the Mailing Database Management Provider.  

9.2. The summary plan should outline how you intend to undertake the specific tasks described in Section 5.2, including:

Your approach to ensuring the delivery of comprehensive and contemporary mailing information for the BNF Publications in a timely manner to agreed quality standards
Your approach to ensuring all eligible recipients are included on the database, including an explanation of how you will deal with the re-structuring of the NHS
Details of how the database will be constructed, how the data is collected and updated, the software used, validation processes and process for ensuring the data is as up to date as possible. An example of the database, and the counts for each distribution should be provided.
Whether (and what) existing resources will be utilised, what new resources will be required and how they will be developed

Proposed arrangements for the enquiry handling service. Please also include an example of the monthly report on database activity and enquiries and any complaints received (see 5.2.4.7).
Details of how the bulk mailing lists for each publication will be constructed including assurances of accuracy, how accuracy targets will be met and comprehensiveness of data with reference to eligibility criteria. An example of the mailing list should be provided.
A description of the process you will use for responding to changes to the eligibility criteria, and implementing them within the database

A description of the process you will use for engagement with Trusts, Clinical Commissioning Groups, and their successor bodies to ensure that their mailing information is as up to date as possible and as easy for their contacts to engage with. Please include example emails and example Trust mailing lists.
An example of the project plan which would be delivered to NICE for each bulk distribution
Summaries of total numbers of eligible recipients for each publication, broken down by profession, job title, specialty and other applicable headings. 

The resources necessary such as staff involved, their expertise and estimated time commitments per staff member, to include the project Manager responsible for delivering this service to NICE. Please also provide a staff structure organisational diagram.
Proposals for appropriate key performance indicators (KPI) which will reflect the requirement described within this specification. Please also provide proposals for appropriate penalties which can be applied in cases of non-compliance with the KPIs. NICE reserves the right to accept or reject any KPI proposals in whole or in part. Final KPIs shall be agreed post contract award with the successful bidder.
A description of the process you will use to manage postal returns and the consequent updating of the mailing database which will be required.
9.3. The response should also include a description of the skills and experience which can be provided including:

Approach to database management including validation and de-duplication, backing up and the process for loss of data

Your current ability to access NHS Professionals (as specified in section 6) delivery details

Your experience of providing high quality mailing information to NHS organisations including current clients and two examples of work done for them

Your process for  efficient and effective project management

Your process for working with confidential information

Any areas of existing work undertaken that may conflict with the work of the Institute

The response should include a detailed project plan including the run in time required for the provider to be able to deliver the service, and specifying how the enquiry handling will be set up to be fully functional as soon as possible following contract commencement. The contract start date will be 1st January 2016.
The response should also include confirmation that the supplier agrees to meet NICEs data protection requirements 
Cost

9.3.1. The top line budget for this service is £144,375 over the 3 year contract duration for the main deliveries of the BNF publications. This is based on the following proposed pricing schedule, which reflects NICE’s requirement to make at least 25% savings on all contracts over the next 3 financial years. Alternative annual costs which do not exceed the £144,375 budget can be proposed in your response, for example £48, 125 per annum. 
	Year 1
	Year 2
	Year 3

	£55,000
	£48,125
	£41,250


9.3.2. Suppliers should provide a detailed pricing structure, including costs for the delivery of each mailing list, and monthly overhead costs.  
10. Project costs: Please provide a breakdown of the estimated budget necessary to deliver the service (excluding VAT). This should also show the estimated time commitment of core team members. Please complete the costing tables in the format provided below. Failure to complete in format provided will result in your offer being rejected. 
i) Resource Costs
	Staff/Resource Description
	No.of Days per Staff/ Resource
	Day Rate per Staff/Resource  (£)
	Total Cost (£)

	
	
	
	

	
	
	
	


ii) Non-Pay Costs
	Non-Pay Costs Description (must include all relevant data such as licencing, technical services, project management):
	Total Cost (£)

	
	

	
	


	Total Project Cost 
ex VAT (£)
	


iii) Total Costs

Travel and Subsistence is to be included in the resource costs above.

Policies and Financial Statements

10.1.1. Please provide one copy each of your organisations:

Health and Safety Policy

Environmental Policy

Equal Opportunities Policy

Diversity in the Work Place Policy

Copies of the last three years audited accounts
A current Balance Sheet

