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Preliminary Market Engagement for 
Supply of Mail Services for the Collection and Delivery of 1st and 2nd Class Mail
(CWC23048MW)






[Date advertised- 02/03/2026]

Introduction
The purpose of this Preliminary Market Engagement (PME) is to seek input from potential suppliers within the market, to establish the type of solution and functionality that is available for the supply of mail services for the collection and delivery of 1st and 2nd Class Mail and some indicative costs that will help assess and set budgetary requirements.

The PME will provide an opportunity for City of Wolverhampton Council (CWC) to obtain an insight into how potential suppliers might approach the delivery of this service and gain an understanding into the likely level of interest from the market.

Potential suppliers will not be prejudiced by any response or failure to respond to the PME. Potential suppliers must also note that a response to this notice does not guarantee an invitation to participate in any future procurement that CWC may conduct. Any procurement exercise will be carried out strictly in accordance with the Public Contracts Regulations 2015 and the Procurement Act 2023.

Please be aware that we are subject to the disclosure requirements of the Freedom of Information Act (FoIA) and that potentially any information we hold is liable to disclosure under that Act. For this reason, we would strongly advise that any information you consider to be confidential is labelled as such. 

Please note that this notice is for conducting a PME exercise and is not a call for competition. It does not formally begin the procurement process or constitute any commitment by CWC to undertake any procurement exercise or form any contractual relationship.


Instructions to Participate
If you feel that your organisation can contribute to this PME exercise, please complete the questionnaire and submit through the WCC e-tendering system www.wolverhamptontenders.com. 

For information on how to submit your response, please follow this link https://procontracthelp.due-north.com/ViewandRespondtoanITTasaSupplier.html 




The closing date for responses is [17:00 23rd March 2026]








Background

The City of Wolverhampton Council (CWC) has a requirement for the provision of 1st and 2nd Class mail services. CWC processes the majority of its outgoing postage mail through the Civic Centre mailroom, working alongside its own Digital Print Solutions who complete the printed documents for posting. There are approximately 850,000 items posted from CWC per annum and CWC are seeking to achieve the most cost-effective postage rates. 
The contract will be awarded for a total of four years (Initial Term 2 years plus 2 x 1 year extension options).

The estimated contract values are £1,135.000 for 2nd Class Mail and £320,000 for 1st Class Post.

Volumes of 1st class mail (currently business post) over the last 3 years were:
Year		Number of Items
2022-23	 86,731
2023-24	108,817
2024-25	150,079

Volumes of all 2nd class mail over the last 3 years were:
Year		Number of Items
2022-23	635,888
2023-24	629,700
2024-25	752,492

CWC may split the award of the contract into two lots for:
Lot 1: 1st Class mail services
Lot 2: 2nd Class mail services
The contract may also be awarded to a single supplier for both lots. 

Collections and Deliveries

Lot 1 – 1st  Class mail

The successful provider will collect mail on a daily basis from CWC, Civic Centre, Wolverhampton, for processing (preparing for posting by the provider) each day to ensure delivery to outbound mail centre for the same day for 1st class post Monday to Friday.

Lot 2 – 2nd Class mail 

The provider will collect mail daily from CWC, Civic Centre, Wolverhampton, for processing (preparing for posting by the provider) for the following day for 2nd class post Monday to Friday. 







General Information
The provider will collect mail daily from CWC, Civic Centre, Wolverhampton, for processing (preparing for posting by the provider) each day to ensure delivery to outbound mail centre the same day for 1st Class post, and by the following day for 2nd class post, Monday to Friday. The parties, provider and CWC, may mutually agree a specific collection time between the hours stated.
· The provider will be responsible for all loading and transporting facilities of the mail onto their secure transport i.e. the provision of boxes/trays and Yorks.
· All vehicles intended for use on public highways for the delivery of the contract shall always be fully and properly licensed, insured and be in a roadworthy condition to ensure compliance with any statutory requirements for the time being in force or any succeeding statutory requirements. 
· The provider will be responsible for ensuring vehicles and personnel operate legally and that driving licences and insurance are checked on a regular basis and are in date when providing the service. 
· The provider will be responsible for (ensuring) providing competent representatives to collect and deliver mail items and complying with all aspects of the law. Any and all documents referred to in this clause shall be made available for CWC to inspect upon request.
· Under no circumstances should any mail documents be left unattended in a vehicle at any time whilst working on this contract.
· The provider to take mail items which have been collected from the CWC Mail Room (at an agreed time) and ensure that the mail is prepared for postage and taken to an outbound mail centre for delivery the following day.  This is a requirement for 2nd Class Mail only.
· The provider to take mail items which have been collected from the CWC Mail Room (at an agreed time) and ensure that the mail is prepared for postage and taken to an outbound mail centre for delivery the same day.  This is a requirement for 1st Class Mail only.
· It will be up to the provider to decide upon which Midlands Regional Inbound Mail  Centre the prepared mail is to be taken to ensure delivery on the same day for 1st Class Mail and the next working day for 2nd Class Mail.

Storage and Handling of Mail
· The provider to ensure any mail items left overnight at providers location will be left in an allocated secure environment.
· Any storage facility should be at all times structurally sound with fire prevention facilities in place.  If the provider needs to house CWC items, the provider must ensure that no unauthorised access to the CWC items is permitted.
· CWC mail items shall be stored off the floor to provide some protection from flood, dampness and dust.
· CWC reserve the right to conduct occasional spot checks with minimal notice provided to the provider to ensure data is being stored securely and that security processes are being undertaken to a satisfactory standard.
· The provider must inform CWC immediately of any delay of delivery of mail items to inbound mail centre.  If delay is longer than 1 working day, this is considered a service failure and CWC will not be expected to be invoiced for the delayed items.
· The provider will apply the following to each mail item:
· The C9 Royal Mail Indicia
· As appropriate, partner indicia
· SSC (Standard Selection Code)
· Zonal indicator
· Ensure earliest possible input into Royal Mail delivery system
· Identify product type
· Bag/label trays
· Deliver to the inbound Mail Centre
· Provide Saturday delivery by special arrangement only and at agreed costs.
•	The provider will sort the mail into zonal areas and each item will be sorted into a selection code ready for input to outbound mail centres – this determines the charges on each mail item – this means that the provider is pre-sorting the mail before it goes onwards to the mail centre so it does not need to be sorted again – it will be ready for delivery into the postmen’s route.

· The provider will have a process for handling non-compliant addressed envelopes such as:
· Handwritten envelopes 
· Missing/incorrect postcodes

· The provider must provide all consumables listed below free of charge upon request from CWC, delivered “free of charge” to CWC the day before mail is due to be collected:
· Required York’s – these are the cages that the boxes are loaded onto  
· Required trays – these are required because Royal Mail will not receive items unless batched into appropriate trays.

Contract Management
The provider shall ensure that only suitably experienced and qualified (and trained) staff should be used to provide the services. The provider’s staff shall not disclose any confidential information and use all reasonable endeavours to prevent their employees from making any disclosure to any person of confidential information, (in particular their employees must have GDPR training and understand the appropriate regulations).
The provider shall nominate an account manager to manage the contract who shall be the primary and single point of contact for CWC accessing the contract.
Contract managers at CWC and those of the provider shall attend regular review meetings (monthly meetings for the first 6 months of the contract and quarterly meetings thereafter) to discuss the performance data laid out within the KPI’s shown below and any  

Invoicing
The provider to ensure monthly invoicing to CWC is regular and accurate to the services provided.  A purchase order will be supplied each quarter finance year ie., April – June, July – September depending on when the contract starts. Provider to ensure there will be an account manager responsible for answering any queries relating to invoicing and a monthly finance meeting with both parties to ensure workflows are efficient.
Please refer to section 10 of the Invitation to Tender Document regarding Invoicing and Payments.
 
Disaster Recovery Plan
Provider to have a full recovery plan in place should a fault develop with any equipment required to provide the Service which results in the provider unable to perform all or any of the services. Full details to be provided with final submission.



Timetable
	Stage
	Date

	Preliminary Market Consultation advertised
	[02/03/2026]

	Preliminary Market Consultation Closing Date
	[17:00 23rd March 2026

	Demonstrations/clarification meetings
	TBC




Questionnaire for participants:

Company Details
	Company Name
	

	Company Address
	

	Contact Person & Job Title
	

	Contact Details
	

	Company’s main Business
	



Questions

	Question No.
	Question/Response

	1. [bookmark: _Hlk531874300]
	Please describe the type of mail service solution you currently provide to public sector organisations, including how you manage daily collections, pre‑sorting and delivery logistics for 1st and 2nd class mail.

	
	Response:


	2. 
	What operational models exist in the market for handling high‑volume mail (approx. 850,000 items per annum), and what factors influence efficiency or cost?

	
	Response:


	3. 
	What are the typical collection windows you can offer, and what flexibility exists for councils with varying daily volumes?

	
	Response:


	4. 
	Do suppliers typically operate regionally or nationally for outbound mail centre deliveries, and how does this affect pricing?

	
	Response:


	5. 
	What technological advancements or automation solutions do you currently use that could reduce cost or improve processing accuracy (e.g., automated mail sortation, digital address validation)?

	
	Response:


	6. 
	What pricing models are typically used in the market (per‑item, tiered volume discounts, consolidated weekly billing, etc.)?

	
	Response:


	7. 
	What key drivers influence price differentials between 1st and 2nd class mail, and between pre‑sorted and non‑sorted mail?

	
	Response:


	8. 
	Please outline the commercial levers that organisations typically use to achieve cost savings when mailing at high volumes.

	
	Response:


	9. 
	Are suppliers able to guarantee postage rates (or maximum rate increases) for the duration of a multi‑year contract? If yes, under what conditions?

	
	Response:


	10. 
	Do suppliers generally prefer a single‑lot (1st + 2nd class) or multi‑lot approach, and how does this impact market interest and pricing?

	
	Response:


	11. 
	How many suppliers in the current market can provide both lots end‑to‑end (collection, processing, delivery to outbound mail centre)?

	
	Response:


	12. 
	What contract lengths are typically recommended for stability of service and competitive pricing?

	
	Response:


	13.
	What are the standard service levels suppliers offer for on‑time delivery to outbound mail centres for 1st and 2nd class mail?

	
	Response:


	14.
	What are the key operational risks in delivering a service of this nature, and how do suppliers typically mitigate them?

	
	Response:


	15.
	What processes do suppliers have in place for managing incorrectly addressed items or non‑compliant envelopes, and what level of intervention is feasible?

	
	Response:


	16,
	What storage and security facilities are typically offered when mail remains on site overnight, and what compliance standards apply?

	
	Response:


	17.
	What environmentally sustainable delivery models do suppliers currently use (e.g., electric vehicles, consolidated routes, carbon‑neutral operations)?

	
	Response:


	18.
	What KPIs are commonly used in the mail services market, and which ones most accurately reflect supplier performance?

	
	Response:


	19.
	What level and frequency of performance data can suppliers automatically generate (e.g., tracking reports, daily logs, error reporting)?

	
	Response:


	20.
	What standard contract management arrangements do suppliers offer, including account management and escalation protocols?

	
	Response:


	21.
	Are there any aspects of the proposed requirements that may limit supplier participation or competitiveness?

	
	Response:


	22.
	Would suppliers be interested in participating in a competitive tender based on the outlined requirements? Please state key drivers for participation or non‑participation.

	
	Response:


	23.
	What opportunities do suppliers identify for helping the Council reduce cost, waste and processing time within its mailing operations?

	
	Response:


	24.
	What volume thresholds or consolidation methods could unlock further price reductions?

	
	Response:


	25.
	What alternative service delivery models could increase efficiency or reduce postage costs (e.g., hybrid mail, deferred delivery windows, regional drop‑off options)?

	
	Response:


	26.
	Is your organisation currently appointed to, or operating under, any national or regional mail‑related procurement frameworks (e.g., CCS frameworks), and if so, which ones? Please include whether these frameworks could be used by local authorities for mail services provision.

	
	Response:


	27.
	From your experience, what are the advantages or limitations of using an existing procurement framework for mail services compared with running a standalone tender, particularly regarding pricing, savings opportunities, and supplier choice?

	
	Response:
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