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Request for Quotation


	Summary Information

Reference number

Notice Title

Customer Self-Scanning devices
Quotation request data

Closing date

07.08.17
Contract start date

Asap from August 2017
Contract end date

3 year contract from agreed start date
Is this a smaller part of a primary contract

No
Lowest value (£)

Highest value (£)

99,000
Is it suitable for SME and/or VCSE
Yes (SME – Small and Medium Enterprise, VCSE – Voluntary Community and Social Enterprise)

CPV Code (if known)



	Officer Name
	Sara Hagley 
	Phone
	07932 259 564

	Cluster
	Corporate Resources
	Address
	18 Brixton Hill

	Team or Section
	Customer Services & IT
	E Mail
	Shagley@lambeth.gov.uk

	


The London Borough of Lambeth Needs to Procure: ​
	Quantity
	Description

	

	(Add quantity if required)
	Lambeth Council are commissioning for a self-scan service for customers to use when presenting evidence to support their business with us
Citizens who make applications for various council services like Housing benefit, may be required to provide certain documentation to support their application. This could include a Passport, driving license, proof of address etc. The residents have a number of ways to provide this. They can scan the documents themselves and submit online, send in copies via post or visit a customer service centre (CSC) and have the documents scanned by a customer service representative. The majority of citizens will visit the CSC and the process of scanning in their supporting documentation can be time consuming and resource intensive. Each application can take up to 10 minutes. The scanned document needs to be sent to the mailbox of the relevant team who will then import and index into an internal Document Management System (like Anite). 
We are looking to implement a self-scanning solution allowing citizens to avoid queuing and scan any relevant supporting document themselves. This solution will streamline the process and remove any unnecessary intervention from Scanning and Indexing (S&I) staff. The system needs to be able to capture basic information from the resident (Application ref, postcode etc) and provide an easy to use process for them to scan their document(s). These should then be automatically imported and indexed into our document management system(s). The solution should be cost effective. We need it to be easy to use with quick and straightforward set up. We need it to integrate into back office systems. Documents sent over WiFi need to be encrypted before transmission. We need it to be locked down. We need it to be able to scan and send a document in no more than a few minutes and we need it to be able to scan photographic evidence in a high enough quality and resolution for us to be able to use it.
Below is a breakdown of the top 8 documents types that are scanned in the CSC per year

Document type

Description

Proof of Evidence

Passports, IDs, Bank statements, Utility bills 

Change_In_Circumstances

Income change, benefit awarded/stopped, household member changes

Revision_Appeal_Bkdate

Letters requesting revisions, appeals or backdating. 

Rent Increase

Simple rent increase letter. 

Claim_Form

New claim forms submitted by customers

Eviction

Eviction letters

Complaint

Complaint about service

The system will be available during the Customer Service Centre 9am to 5pm

Security

The devices will need to be locked down with a Mobile Device Management (MDM) software (preferably Airwatch or InTune). The software should limit access on the device to just the functioning app window and restrict all other access by the user. It needs to be clear whether MDM support is provided by vendor or via Lambeth ICT. If Lambeth ICT is expected to support then it is preferred that the MDM should be able to be managed via existing support procedures, or sufficient training provided to ICT. The devices should be secured within secure housing that limits access to any external buttons/cables and also prevents the device from being moved from the booths.

If the devices are WiFi only, then packages must be encrypted before they are transmitted to internal networks.

If WiFi connectivity was to drop during a session or a payload (document(s)) fails to upload within a predetermined timeslot, the device will drop the current session, delete the payload and an error message will need to be displayed to the user. 

There should be a timeout countdown on inactivity with the user being prompted whether they wish to continue. The session should not be visible during this countdown after which all current activity must be wiped. Documents are only to be stored on the device whilst the session is active (temporary copies until documents are submitted). Once user submits documents, the data and session is cleared and refreshed ready for next session. The internal storage area will be behind Lambeth firewall.

The app needs to be able to identify resident properties via a postcode search. It is preferred that this process is configured to use our internal GIS/LLPG system. Although the app may be configured to use an external web postcode address search site.

The device(s) will need to be granted access to upload files to an internal server. If the username/password credentials are stored on the device they should not be held in clear text form and should be encrypted and strictly no access to end users.  

Scalability

More devices can be added as and when. Each new device will need its own housing furniture. Furniture will need to be procured and installed by Lambeth. Purchasing additional devices and installing OS/software can be done by Lambeth ICT or by vendor through a support & maintenance contract. This process needs to be clearly defined. Tablet housing will need to be purchased from vendor.
Portability

The devices should be fixed to the furniture they are installed on. There is no need for them to have portability. No data must be stored on the device and they only act as a facilitator to allow documents to be scanned and transferred to internal systems. Data always remains within Lambeth environment. At end of life the system can be switched off or replaced without needing to migrate any data. 

Reporting

The business will need to know metrics of usage and frequency of usage. This data must be reported on from the backend systems. Each device will implant its own serial ID as part of the metadata of the scanned images.

Solution Administration

· Business and Customer services
· Patching/upgrades – Part of support & maintenance or responsibility of Lambeth ICT. Please clearly define. Training may be required. 
· MDM support – Part of support & maintenance or responsibility of Lambeth ICT. Please clearly define. Training may be required.
 
 


	

	Payment Terms:
	30 days 

	Any Other Conditions:
	(delete if not required)

	
	

	Lambeth’s Standard Terms and Conditions of Contract:
	(direct the supplier to the Lambeth website for standard terms of purchase, if applicable)


	Quotation Evaluation Methodology:
	Price + Quality   FORMCHECKBOX 
             Lowest price  FORMCHECKBOX 
 
.



	Tender quotation submissions will be evaluated on the basis of quality (30%) and price (70%).

Qualitatively we will be seeking demonstrable evidence of the following:

Question Number

Enter your Evaluation questions below. One question per box.

Mark
Weighting (%).

Maximum Available Weighted Score
1

Please provide details of your Mobile Device Management software, how it will be supported to meet the Council’s stated security requirements.  

 (Max 1000 words)
0-5
25
7.5
2

Please detail how your organisation will ensure scalability to meet the Council’s demand for the service.  Please also include your proposal how devices will be presented to users on site.  

 (Max 1000 words)
0-5
25
7.5
3

Please specify how you will support the Council with the monitoring of metrics of usage and the frequency of usage for the specified service.    

(Max 1000 words plus 3 x A4 pages for any example reports)
0-5
25
7.5
4

Please provide details on how Business and Customer Services will be managed through the contract term and provide your plan/associated timetable in managing patching/upgrades and MDM Support.  

 (Max 1000 words)
0-5
25
7.5
Total (Quality)

30
Evaluation of price:
For price, each submission will be assessed on the total cost of delivering the specified service for a term of 3 years , using the following equation: 

Price Score = (100% -(A-B)/B)*70
where A= Tendered price and B= lowest price

· The components which are indicated with the appropriate weightings will be evaluated by the panel and the appropriate score will be agreed and added to form the total Quality Evaluation Mark. The score achieved for this section, Total Quality Evaluation Mark, 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.

· Potential Providers will be marked in accordance with the marking scheme:

Marking Scheme – The scoring matrix:

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.




Note to 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. 

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:
	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:
Yes  FORMCHECKBOX 

  
Quotation Evaluation
For internal Lambeth use only
	Name of Supplier
	Tendered Price
	Total score
	Name of Supplier
	Tendered Price
	Total score

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Recommended supplier:
	Rationale:


5

