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Specification for Allerdale BC – Bulk Printing and Mailing for Revenues & Benefits Annual Billing 2019
Tenders will only be accepted for the whole of the work specified. 

Allerdale Borough Council’s requirements are:

COUNCIL TAX BILLS ONLY (approx. 38,000)
(1) Supply white paper and riso simplex in mono 38,000 A4 Council Tax Bill backs, which will be identical in all cases and not personalised. The paper quality should be 96 GSM.  
(2) Laser A4 simplex in mono 38,000 personalised A4 Council Tax Bill fronts for (1).

COUNCIL TAX EXEMPT NOTICES ONLY (approx. 700)
(3) Supply white paper and riso simplex in mono 700 A4 Council Tax Exempt Notice backs, which will be identical in all cases and not personalised. The paper quality should be 96 GSM.  
(4) Laser A4 simplex in mono 700 personalised A4 Council Tax Exempt Notice fronts for (3).
COMBINED COUNCIL TAX BILLS & BENEFITS LETTERS (approx. 8000)
(5) Supply white paper and riso simplex in mono 8,000 A4 Council Tax Bill backs, which will be identical in all cases and not personalised. The paper quality should be 96 GSM.  

(6) Laser A4 simplex in mono 8,000 personalised A4 Council Tax Bill fronts for (1).

(7) Supply white paper and laser duplex in mono 8,000 personalised A4 Housing Benefit/CTR Notification letters of varying length. The paper quality should be 90 GSM. For quotation purposes, these should each be assumed to be 6 pages (3 sheets) in length. The paper quality should be 90 GSM.

(8) Matching of Council Tax bills to applicable Benefit letters 

COUNCIL TAX BILL ENCLOSURES

(9) Supply white paper and riso duplex in mono 46,000 A4 Council Tax Explanatory Notes, from copy supplied by the Council. These are not personalised and will be identical in all cases. The paper quality should be 90 GSM.

(10) Receive and store up to three further unpersonalised A4 or A5 inserts from our partner organisations (48,000), delivery to be arranged by the Council. 

(11) Folding once of the following
· Council Tax Bills, 
· Exempt Notices,
· Benefit letters, 

(12) Inclusion of Explanatory Notes and any additional A4 inserts (46,000). Price required for each additional A4 insert (up to 3).

LANDLORD HB LETTERS (approx. 4000)
(13) Supply 90g white paper and laser duplex in mono 4,000 personalised A4 Landlord letters. 

(14) Collate landlord letters and issue by most cost effective method (approx. 300 landlords).
ENVELOPING AND POSTAGE 

(15) Supply 47,000 standard C5 envelopes (162mm x 229mm) for the above mailing, designed to accept A4 documents folded once or A5 unfolded. Price required to include envelopes, and alternative price if envelopes are to be provided by Allerdale Borough Council.
PERSONALISATION & FULFILMENT 
The tenderer will accept the personalised Bill fronts, personalised Notification letters and personalised Landlord letters from data extracted from the Council’s “Capita” Revenues & Benefits system, in PDF format. In the case of the Bills this personalisation will include a bar-code to enable payments to be made using ALLPAY terminals, which when printed must be of sufficiently sized font to be read by Paypoint outlets for manual entry if required. The Bill data will be supplied in two files, non-CTR cases (larger file) and CTR cases (smaller file).
The following fulfilment etc is required:-

a) Insert the folded non-CTR Council Tax Bills (approx 38,000) from item (2) into the envelope along with the folded Explanatory Notes from item (9) above and up to three further A4 folded or A5 inserts – from item (10). These cases will have no Housing Benefit/CTR Notification letter from item (7) above. Then sealed, bundled and bagged in Mailsort order ready for collection.
b) Insert the folded Council Tax Exempt notices (approx 700) from item (4) into the envelope along with up to three further A4 folded or A5 inserts – from item (10). These cases will have no Explanatory Notes from item (9) or Housing Benefit/CTR Notification letter from item (7) above. Then sealed, bundled and bagged in Mailsort order ready for collection.
c) Match the remaining approx 8,000 Council Tax personalised Bills (for the CTR cases) from item (6) to the corresponding personalised Housing Benefit/CTR Notification letter from item (7) above for that taxpayer, then insert into the envelope along with the folded Explanatory Notes from item (9) above and up to three further A4 folded or A5 inserts – from item (10). Then sealed, bundled and bagged in Mailsort order ready for collection.
d) Insert the folded Landlord letters from item (13) without any enclosures. Then sealed, bundled and bagged in Mailsort order ready for collection.
FOR ELEMENTS OF THE FULFILLMENT

i) Data for the riso printing of the non-personalised Bill backs - item (1, 5) above - will be transferred by secure electronic means (to be arranged) on or about 1 March 2019.
ii) Data for the riso printing of the non-personalised Exempt Notice backs - item (3) above - will be transferred by secure electronic means (to be arranged) on or about 1 March 2019.
iii)     
Data for the laser printing of the personalised fronts of the Council Tax Bills, the Exempt Notices, the Housing Benefits/CTR Notification letters and the Landlord letters will be transferred by secure electronic means (to be arranged) on or about the 7 March 2019 
. 

iv) Final number of any additional inserts at (10) above, and copy, will be confirmed and supplied by end of February 2019.           

iv) The Tenderer will suggest the most appropriate means of mailing to ensure the minimum postage costs are paid by Allerdale Borough Council. Please provide an estimate of postal charges per item and suggested nominated postal supplier.
v) Mail despatch of the fulfilled envelopes is to be arranged into three roughly equal sized consecutive daily postings, the last of which is to include those matched to the Notifications at b) above, will be 14 March 2019.
vi) The Council has a Royal Mail Online Business Account, which can be utilised if necessary (access will be provided). The Tenderer will arrange the collection of the fulfilled envelopes by the agreed Postal Supplier from the Tenderer’s own mailing house premises, 
DATA

(1) The Tenderer will provide written proof of the destruction of personal information supplied by Allerdale Borough Council as part of the Annual Billing process.

(2) The Tenderer will complete and return a Certificate of Compliance with the Data Protection Act, in a format specified by the Council.

(3) The Tenderer will supply the Council with a copy of their Data Protection and Privacy Policy.
CONTRACT
It is expected that the contact for delivery of the mailings will be in place, and any required testing completed, by 15th February 2019. 
