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1.0 Invitation to Tender 
 

1.1 You are invited to tender under the Mailroom Equipment Framework (Contract 217) 
for a complete scanning solution as detailed in the Tender Response Document. The 
contract will be for an initial period of 3 years commencing on the 1 May 2015. 
 

1.2 Tenders are to be submitted in accordance with the General Terms and Conditions 
of Shropshire Council and the instructions outlined within this document. 
 

1.3 Tenders must be submitted in accordance with the following instructions.  Tenders 
not complying in any particular way may be rejected by Shropshire Council (the 
Council) whose decision in the matter shall be final.  Persons proposing to submit a 
Tender are advised to read the Invitation to Tender documentation carefully to 
ensure that they are fully familiar with the nature and extent of the obligations to be 
accepted by them if their Tender is accepted. 
 

1.4 The Invitation to Tender documents must be treated as private and confidential.  
Tenderers should not disclose the fact that they have been invited to tender or 
release details of the Invitation to tender document other than on an “in confidence” 
basis to those who have a legitimate need to know or who they need to consult for 
the purpose of preparing the tender as further detailed in these Instructions for 
Tendering. 
 

1.5 Tenderers shall not at any time release information concerning the invitation to 
tender and/or the tender documents for publication in the press or on radio, 
television, screen or any other medium without the prior consent of the Council. 
 

1.6 The fact that a Tenderer has been invited to submit a tender does not necessarily 
mean that it has satisfied the Council regarding any matters raised in the pre-tender 
questionnaire submitted.  The Council makes no representations regarding the 
Tenderer’s financial stability, technical competence or ability in any way to carry out 
the required services.  The right to return to any matter raised in any pre-tender 
questionnaire submitted as part of the formal tender evaluation is hereby reserved 
by the Council. 
 

1.7 The Invitation to Tender is issued on the basis that nothing contained in it shall 
constitute an inducement or incentive nor shall have in any other way persuaded a 
tenderer to submit a tender or enter into a Contract or any other contractual 
agreement. 
 

1.8 Shropshire Council is purchasing on behalf of itself and any wholly owned local 
authority company or other entity that is deemed to be a contracting authority by 
virtue of the Council’s involvement 
 

  
2.2 Terms and Conditions 

 
2.1 Every Tender received by the Council shall be deemed to have been made subject 

to the General Terms and Conditions and these Instructions for Tendering unless 
the Council shall previously have expressly agreed in writing to the contrary. 
 

2.2 The Tenderer is advised that in the event of their Tender being accepted by the 
Council, they will be required to supply the required goods 
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3.0 Preparation of Tenders 
 

3.1 Completing the Tender Response Document 
 

3.1.1 Tenders should be submitted using the ‘Tender Response Document’ following the 
instructions given at the front of the document. The Tenderer’s attention is 
specifically drawn to the date and time for receipt of Tenders and that no submission 
received after the closing time will be considered. 
 

3.1.2 All documents requiring a signature must be signed; 
 

 a) Where the Tenderer is an individual, by that individual; 
 

 b) Where the Tenderer is a partnership, by two duly authorised partners; 
 

 c) Where the Tenderer is a company, by two directors or by a director and the 
secretary of the company, such persons being duly authorised for the purpose.
 

3.1.3 
 
 

The Invitation to Tender Documents are and shall remain the property and copyright 
of the Council 
 

3.2 Tender Preparation and Costs 
 

3.2.1 It shall be the responsibility of Tenderers to obtain for themselves at their own 
expense all information necessary for the preparation of their Tender.  No claim 
arising out of want of knowledge will be accepted.  Any information supplied by the 
Council (whether in the Tender Documentation or otherwise) is supplied only for 
general guidance in the preparation of tenders. 
 

3.2.2 Any Tenderer considering making the decision to enter into a contractual relationship 
with the Council must make an independent assessment of the Tender opportunity 
after making such investigation and taking such professional advice as it deems 
necessary. 
 

3.2.3 Tenderers will be deemed for all purposes connected with their Tender submission 
where appropriate to have visited and inspected the Council, its assets, all the 
locations in respect of the delivery of the services/supplies/works and to have 
satisfied themselves sufficiently as to the nature, extent and character of the services 
supplies/works sought, and the human resources, materials, software, equipment, 
machinery, and other liabilities and other matters which will be required to perform 
the contract. 
 

3.2.4 The Council will not be liable for any costs incurred by Tenderers in the preparation 
or presentation of their tenders. 

3.2.5 Tenderers are required to complete all pricing schedules in the Invitation to tender 
documents.  The terms “Nil” and “included” are not to be used but a zero or figures 
must be inserted against each item.  Unit rates and prices must be quoted in pounds 
sterling and whole new pence. 
 

3.2.6 It shall be the Tenderer’s responsibility to ensure that all calculations and prices in 
the Tender documentation are correct at the time of submission. 
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3.2.7 The Tenderer is deemed to have made him/herself acquainted with the Council’s 
requirements and tender accordingly.  Should the Tenderer be in any doubt 
regarding the true meaning and intent of any element of the specification he is invited 
to have these fully resolved before submitting his Tender.  No extras will be allowed 
for any loss or expense involved through any misunderstanding arising from his/her 
failure to comply with this requirement. 
 

3.2.8 Any Tender error or discrepancy identified by the Council shall be drawn to the 
attention of the Tenderer who will be given the opportunity to correct, confirm or 
withdraw the Tender. 
 

3.2.9 The Tender Documents must be treated as private and confidential. Tenderers 
should not disclose the fact that they have been invited to tender or release details 
of the Tender document other than on an In Confidence basis to those who have a 
legitimate need to know or whom they need to consult for the purpose of preparing 
the Tender. 
 

3.3 Parent Company Guarantee 
 

 It is a condition of contract that if the tendering company is a subsidiary then its 
Ultimate Group/Holding Company must guarantee the performance of this contract 
and provide a letter to that effect signed by a duly authorised signatory of the Ultimate 
Group/Holding Company if requested to do so by the Council.  Where the direct 
parent company cannot provide an adequate guarantee in the opinion of the Council, 
the Council will look to another group or associate company, with adequate assets, 
to be the guarantor.  In cases where the contract is with a Joint Venture Company 
(JVC) or a Special Purpose Vehicle (SPV) company, which may have two or more 
parent companies and which may not be adequately capitalised or have sufficient 
financial strength on its own to support the risk and obligations it has under the 
contract, ‘joint and several’ guarantees / indemnities from the parent companies of 
the JVC or SPV may be sought. 
 

3.4 Warranty 
 

 The Tenderer warrants that all the information given in their Tender and if applicable 
their Request to Participate Questionnaire is true and accurate.  The information 
provided will be deemed to form part of any contract formed under this contract. 
 
The Tenderer warrants that none of their current Directors have been involved in 
liquidation or receivership or have any criminal convictions 
 
 

4.0 Tender Submission 
 

4.1 Tenders must be submitted strictly in accordance with the letter of instruction 
accompanying this Invitation to Tender using the label provided.  Tenders must be 
submitted by the deadline of noon, 1 April 2015 through the Delta Tenderbox. 
 

4.2 No unauthorised alteration or addition should be made to the Specification and 
Tender Response Document, or to any other component of the Tender document.  
If any such alteration is made, or if these instructions are not fully complied with, the 
Tender may be rejected. 
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4.3 Qualified tenders may be submitted, but the Council reserves the right not to accept 
any such tender.  The Council’s decision on whether or not a Tender is acceptable 
will be final. 
 

4.4 Tenderers should note that their Tender must remain open and valid and capable of 
acceptance for a period of at least 90 days. 
 

4.5 Tenderers should note that Tenders and supporting documents must be written in 
English and that any subsequent contract, which may or may not be entered into, its 
formation, interpretation and performance, shall be subject to and in accordance with 
the laws of England and subject to the jurisdiction of the Courts of England and 
Wales. 
 

4.6 Where Tender submissions are incomplete the Council reserves the right not to 
accept them. 
 
 

5.0 Variant Bids 
 

5.1 The Council is interested in alternative solutions which would provide and develop 
opportunities for savings in service costs, service improvement or other financial 
benefits.  In particular, the Council wishes to encourage solutions which also deliver 
benefits and added value to the local economy, residents and the business 
community. 
 

5.2 Tenderers may submit, at their discretion, a Tender offering a different approach to 
the project as a “Variant Bid”.  However, to permit comparability, at least one bid 
must be submitted strictly in accordance with the Invitation to Tender Documents( 
the “Compliant Tender”) .  Any Tender variant proposed must clearly state how it 
varies from the requirements of the Compliant Tender Documents, and be explicit in 
demonstrating the benefits that will accrue to the Council from adopting this 
approach.  Tenderers will be required to identify which submission, in their view, 
demonstrates best value to the Council. 
 

5.3 Variant Bids must contain sufficient financial and operational detail to allow any 
Variant Bid to be compared with the standard Tender, permitting its considerations 
in written form. 
 

  
6.0 Tender Evaluation 

 
6.1 The Tenderers may be called for interview to seek clarification of their tender or 

additional or supplemental information in relation to their tender. The presentations 
will not carry any weighting to the final score achieved by Tenderers, but will be used 
to clarify and moderate issues raised in the Tenderer’s submissions. Any areas of 
discrepancy between submissions and information gained from the presentations 
will be reviewed and scores previously awarded will be amended if necessary. 
 

6.2 If the Council suspects that there has been an error in the pricing of a Tender, the 
Council reserves the right to seek such clarification, as it considers necessary from 
the Tenderer in question. 
 
 
 
 



HMC 002 - Instructions for tendering  7

7.0 Clarifications 
 
 

7.1 Tenderers are responsible for clarifying any aspects of the tendering process and/or 
the Invitation to Tender documents in the manner described below. 
 

7.2 If you are unsure of any section and require further clarification, please contact via 
our Delta Tenderbox. 
  

7.3 Where appropriate, the Authorised Officer named above may direct the Tenderer to 
other officers to deal with the matter.  
 

7.4 All queries should be raised as soon as possible (in writing), in any event not later 
than 25 March 2015. 
 

7.5 All information or responses that clarify or enhance the tendering process will be 
supplied to all Tenderers on a uniform basis (unless expressly stated otherwise).  
These responses shall have the full force of this Instruction and where appropriate 
the Conditions of Contract.  If a Tenderer wishes the Council to treat a question as 
confidential this must be expressly stated.  The Council will consider such requests 
and will seek to act fairly between the Tenderers, whilst meeting its public law and 
procurement duties in making its decision.  
 

7.6 Except as directed in writing by the Authorised Officer, and confirmed in writing to a 
Tenderer, no agent or officer or elected Member (Councillor) of the Council has any 
express or implied authority to make any representation or give any explanation to 
Tenderers as to the meaning of any of the Tender Documents, or as to anything to 
be done or not to be done by a Tenderer or to give any warranties additional to those 
(if any) contained in the ITT or as to any other matter or thing so as to bind the 
Council in any way howsoever. 
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8.0 Continuation of the Procurement Process 
 

8.1 The Council shall not be committed to any course of action as a result of: 
 

 i) issuing this Invitation to Tender; 
 

 ii) communicating with a Tenderer, a Tenderer’s representative or agent in 
respect of this procurement exercise; 
 

 iii) any other communication between the Council (whether directly or through 
its agents or representatives) and any other party. 
 

8.2 The Council reserves the right at its absolute discretion to amend, add to or withdraw 
all, or any part of this Invitation to Tender at any time during the tendering stage of 
this procurement exercise. 
 

8.3 At any time before the deadline for receipt of tender returns the Council may modify 
the Invitation to Tender by amendment. Any such amendment shall be numbered 
and dated and issued by the Council to all participating tenderers. In order to give 
prospective Tenderers reasonable time in which to take the amendment into account 
in preparing its Tender return, the Council may in its sole discretion, extend the 
deadline for submission of the tender returns.  The Council reserves the right to 
amend, withdraw, terminate or suspend all or any part of this procurement process 
at any time at its sole discretion. 
 
 

9.0 Confidentiality 
 

9.1 All information supplied by the Council in connection with or in these Tender 
Documents shall be regarded as confidential to the Council unless the information is 
already within the public domain or subject to the provisions of the Freedom of 
Information Act 2000. 
 

9.2 The Contract documents and publications are and shall remain the property of the 
Council and must be returned upon demand. 
 

9.3 Tenderers shall ensure that each and every sub-contractor, consortium member 
and/or professional advisor to whom it discloses these papers complies with the 
terms and conditions of this ITT. 
 

9.4 The contents of this Invitation to Tender are being made available by the Council on 
condition that: 
 

9.4.1 Tenderers shall at all times treat the contents of the Invitation to tender and any 
related documents as confidential, save in so far as they are already in the public 
domain and Tenderers shall not, subject to the provisions relating to professional 
advisors, sub-contractors or other persons detailed below, disclose, copy, 
reproduce, distribute or pass any of the contents of the Invitation to tender to any 
other person at any time or allow any of these things to happen; 
 

9.4.2 Tenderers shall not use any of the information contained in this Invitation to tender 
for any purpose other than for the purposes of submitting (or deciding whether to 
submit) the tender; and 

9.4.3 Tenderers shall not undertake any publicity activity within any section of the media. 
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9.5 Tenderers may disclose, distribute or pass this Invitation to tender to their 
professional advisors, sub-contractors or to another person provided that: 
 

9.5.1 this is done for the sole purpose of enabling an Invitation to tender to be submitted 
and the person receiving the Information undertakes in writing to keep the Invitation 
to Tender confidential on the same terms as if that person were the Tenderer; or 
 

9.5.2 the Tenderer obtains the prior written consent of the Council in relation to such 
disclosure, distribution or passing of the Invitation to Tender; or 
 

9.5.3 the disclosure is made for the sole purpose of obtaining legal advice from external 
lawyers in relation to the procurement or to any Contract(s) which may arise from it; 
or 
 

9.5.4 the Tenderer is legally required to make such a disclosure. 
 

9.6 The Council may disclose detailed information relating to the Invitation to Tender to 
its officers, employees, agents, professional advisors or Governmental organisations 
and the Council may make any of the Contracts and procurement documents 
available for private inspection by its officers, employees, agents, professional 
advisors, contracting authorities or Governmental organisations.  
 

9.7 Transparency of Expenditure 
 

 Further to it's obligations regarding transparency of expenditure, the Council may be 
required to publish information regarding tenders, contracts and expenditure to the 
general public, which could include the text of any such documentation, except for 
any information which is exempt from disclosure in accordance with the provisions 
of the Freedom of Information Act to be determined at the absolute discretion of the 
Council. 
 
 

10.0 Freedom of Information 
 

10.1 Please note that from 1 January 2005 under the provisions of the Freedom of 
Information Act 2000, the public (included in this are private companies, journalists, 
etc.) have a general right of access to information held by public authorities.  One of 
the consequences of those new statutory responsibilities is that information about 
your organisation, which Shropshire Council may receive from you during this 
tendering process may be subject to disclosure, in response to a request, unless 
one of the various statutory exemptions applies. 
 

10.2 In certain circumstances, and in accordance with the Code of Practice issued under 
section 45 of the Act, Shropshire Council may consider it appropriate to ask you for 
your views as to the release of any information before we make a decision as to how 
to respond to a request. In dealing with requests for information under the Act, 
Shropshire Council has to comply with a strict timetable and it would therefore expect 
a timely response to any such consultation within five working days. 
 
 

10.3 If, at any stage of this tendering process, you provide any information to Shropshire 
Council in the expectation that it will be held in confidence, then you must make it 
clear in your documentation as to the information to which you consider a duty of 
confidentiality applies.  The use of blanket protective markings such as “commercial 
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in confidence” will no longer be appropriate and a clear indication as to what material 
is to be considered confidential and why should be given. 
 

10.4 Shropshire Council will not be able to accept that trivial information or information 
which by its very nature cannot be regarded as confidential should be subject to any 
obligation of confidence. 
 

10.5 In certain circumstances where information has not been provided in confidence, 
Shropshire Council may still wish to consult with you as to the application of any 
other exemption such as that relating to disclosure that will prejudice the commercial 
interests of any party.  However the decision as to what information will be disclosed 
will be reserved to Shropshire Council. 
 
For guidance on this issue see:  http://www.ico.gov.uk  
 
 

11.0 Disqualification  
 

11.1 The Council reserves the right to reject or disqualify a Tenderer’s Tender submission 
where:  
 

11.1.1 The tenderer fails to comply fully with the requirements of this Invitation to tender or 
is in breach of clause 15 of the Council’s General Terms and Conditions relating to 
Bribery and Corruption or is guilty of a serious or intentional or reckless 
misrepresentation in supplying any information required; or 
 

11.1.2 The tenderer is guilty of serious or intentional or reckless misrepresentation in 
relation to its tender return and/or the procurement process. 
 

11.1.3 The tenderer directly or indirectly canvasses any member, official or agent of the 
Council concerning the award of the contract or who directly or indirectly obtains or 
attempts to obtain information from any such person concerning any other Tender 
or proposed Tender for the services.  The Canvassing Certificate must be completed 
and returned as instructed. 
 

11.1.4 The Tenderer : 
 

 a) Fixes or adjusts the amount of his Tender by or in accordance with any 
agreement or arrangements with any other person; or 
 

 b) Communicates to any person other than the Council the amount or 
approximate amount of his proposed Tender (except where such disclosure 
is made in confidence in order to obtain quotations necessary for preparation 
of the Tender for insurance purposes); or 
 

 c) Enters into an agreement or arrangement with any other person that he shall 
refrain from tendering or as to the amount of any Tender to be submitted; or 
 
 

 d) Offers or agrees to pay or give or does pay or gives any sum of money, 
inducement or valuable consideration directly or indirectly to any person for 
doing or having done or causing or having caused to be done in relation to 
any Tender or proposed Tender for the services any act or omission. 
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11.2 Any disqualification will be without prejudice to any other civil remedies available to 
the Council and without prejudice to any criminal liability which such conduct by a 
Tenderer may attract.  The Non-Collusive Tendering Certificate must be completed 
and returned as instructed. 
 

11.3 The Council reserves the right to disqualify an Applicant from further participating in 
this procurement process where there is a change in the control or financial stability 
of the Tenderer at any point in the process up to award of a contract and such change 
of control or financial stability has a materially adverse effect on the Tenderer’s 
financial viability or ability to otherwise meet the requirements of the procurement 
process.  
 
 

12.0 E-Procurement 
 

 As part of its procurement strategy Shropshire Council is committed to the use of 
technology that can improve the efficiency of procurement. Successful Tenderers 
may be required to send or receive documents electronically.  This may include 
purchase orders, acknowledgements, invoices, payment advices, or other 
procurement documentation. These will normally be in the Council’s standard 
formats, but may be varied under some circumstances so as not to disadvantage 
small and medium suppliers. 
 
 

13.0 Award of Contract 
 

13.1 Award Criteria 
 

 The Award Criteria has been set out within the Tender Response Document 
accompanying this invitation to tender. The Council is not bound to accept the lowest 
or any Tender. 
 

13.2 Award Notice 
 

 The Council will publish the name and addresses of the successful Tenderers in the 
Official Journal of the European Union (OJEU) where appropriate. The Contracting 
Authority reserves the right to pass all information regarding the outcome of the 
Tendering process to the Office of Fair Trading to assist in the discharge of its duties.  
Additionally, the Council will adhere to the requirements of the Freedom of 
Information Act 2000 and Tenderers should note this statutory obligation. 
 

13.3 Transparency of Expenditure 
 

 Further to it's obligations regarding transparency of expenditure, the Council may 
also be required to publish information regarding tenders, contracts and expenditure 
to the general public, which could include the text of any such documentation, except 
for any information which is exempt from disclosure in accordance with the 
provisions of the Freedom of Information Act to be determined at the absolute 
discretion of the Council. 
 
 

14.0 Value of Contract 
 

 Shropshire Council cannot give any guarantee in relation to the value of this contract.
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15.0 Acceptance 

 
15.1 Tenders must be submitted strictly in accordance with the terms of the Council’s 

Invitation to Tender documentation and acceptance of the tender shall be conditional 
on compliance with this Tender Condition. 
 

15.2 The Tender documentation including, the General and Special Terms and 
Conditions of Contract, the Tender Response document, these Instructions to 
Tender, together with the formal written acceptance by the Council will form a binding 
agreement between the Contractor and the Council.  

15.3 The Tenderer shall be prepared to commence the provision of the supply and 
services on the start date of the contract arrangement being 1 May 2015. 
 
 

16.0 Payment Terms 
 

 Tenderers should particularly note that the principles governing public 
procurement require that, as far as is reasonably possible, payments for Goods, 
Works or Services are made after the provision. Therefore any indication of a pricing 
strategy within a Tender which provides for substantial payments at the outset of the 
Contract will be examined carefully to decide whether or not a Tender in such form 
can be accepted.  If in the opinion of the Council such substantial payments appear 
excessive in relation to the requirements of the Contract the Council reserves, 
without prejudice to any other right to reject any Tender it may have, the right to 
require the Tenderer to spread such proportion of the costs as are considered 
excessive over the duration of the Contract. 
 
 

17.0 Liability of Council 
 

17.1 The Council does not bind himself to accept the lowest or any tender. 
 

17.2 The Council does not accept any responsibility for any pre-tender representations 
made by or on its behalf or for any other assumptions that Tenderers may have 
drawn or will draw from any pre-tender discussions. 
 

17.3 The Council shall not be liable to pay for any preparatory work or other work 
undertaken by the Tenderer for the purposes of, in connection with or incidental to 
this Invitation to Tender, or submission of its Tender response or any other 
communication between the Council and any other party as a consequence of the 
issue of this Invitation to Tender.  
 

17.4 The Council shall not be liable for any costs or expenses incurred by any Tenderer 
in connection with the preparation of a Tender return for this procurement exercise, 
its participation in this procurement whether this procurement is completed, 
abandoned or suspended. 
 

17.5 Whilst the Tender Documents have been prepared in good faith, they do not purport 
to be comprehensive nor to have been formally verified.  Neither the Council nor any 
of its staff, agents, elected Members, or advisers accepts any liability or responsibility 
for the adequacy, accuracy or completeness of any information given, nor do they 
make any representation or given any warranty, express or implied, with respect to 
the Tender Documents or any matter on which either of these is based (including, 
without limitation, any financial details contained within the Specification and 
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Contract Documentation).  Any liability is hereby expressly disclaimed save in the 
event of fraud, or in the event of specific warranties provided within the Contract 
Documentation. 
 
 

18.0 Declaration 
 

 We, as acknowledged by the signature of our authorised representative, accept 
these Instructions to Tender as creating a contract between ourselves and the 
Council. We hereby acknowledge that any departure from the Instructions to Tender 
may cause financial loss to the Council. 

 
 
 
 
Signed (1)   …………………………………     Status………………………………………… 
 
 
 
Signed (2)   …………………………………     Status………………………………………… 
 
 
 
(For and on behalf of ……………………………………………………………..) 
 
Date …………………………………….. 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
Name of TENDERING 
ORGANISATION 
(please insert) 

PITNEY BOWES LTD. 

 
 
 
 
 
 
 

Tender Response Document 

HMC 002 – Mini Competition for 
Complete Scanning Solution 
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Shropshire Council Tender Response Document 
 

 

Contract Description: 
 
This is a mini tender under the Mailroom Equipment Framework Contract 217 
 
The successful contractor will supply the equipment for mailroom scanning to the 
Council’s Post Room, located in Atcham, Shropshire. 
 
We are seeking 2 machines to provide a complete scanning solution for Shropshire 
Council. Its primary function is to scan and distribute all incoming mail with the 
minimum of staff time and resources, also our archived material will be back scanned 
using this system into electronic systems. 
 
The total cost of outlay has a three year return on investment and part of this is cost 
of staff needed to operate the new solution.   As many manual intervention processes 
as possible need to be automated; saving staff time and resource is one of the key 
drivers for Shropshire Council entering into the procurement of this solution. 
   
We are looking for a solution robust enough to have a life span of greater than 7 
years and as such all parts and support must be supplied and assured throughout.  
 
For costing purposes for this Tender we are looking at three years maintenance.  A 
close loop system would need to be implemented alongside the solution and migrate 
PlanetPress output with returns coming back into the system. 
 
All scanned documentation needs to be compliant with all audit requirements in line 
with the National Audit Office as well as our own local audit policies. There must be 
(if not already) potential in the future for a cloud based hosted solution.  Systems 
must be fully PSN compliant throughout the duration of its lifespan. We require 
accurate and precise Metadata creation and retention throughout the process. 
We need to ensure that all scanned paperwork is date stamped and referenced 
automatically as part of the processing. With the exception of original documentation 
that needs to be returned to its owner and not defaced i.e. passports, birth 
certificates, marriage certificates etc.    
 
 
 

 
Instructions for the completion of this document 

 
1. This document must be completed in its entirety with responses being given to all 

questions. If you are unsure of any section and require further clarification, please 
contact via our Delta Tenderbox.  You are recommended to keep a copy of all 
tender documents and supporting documents for your own records. 

 
2. Tenderers must also complete and sign the four certificates in Sections A1 to A4. 

These must be signed; 
 

a) Where the tenderer is an individual, by that individual; 
 

b) Where the tenderer is a partnership, by two duly authorised partners; 
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c) Where the tenderer is a company, by two directors or by a director and the 
secretary of the company, such persons being duly authorised for the purpose. 

 
3. All questions require specific responses from you relating to the organisation 

named in Section B Question 1.1.  All information supplied must be accurate and 
up to date.  The Council reserves the right to refuse to consider your application if 
the Tender Response Document is not fully completed or is found to be inaccurate. 

 
4. Where copies of certificates and other details are requested a copy must 

accompany the electronic copy of your Tender Response Document. 
 

Contents 
 

Section Description Page 

A1 Form of Tender 4 
A2 Non-Canvassing Certificate 5 
A3 Non-Collusive Tendering Certificate 6 

A4 
Declaration of Connection with Officers or Elected 
Members of the Council 

7 

You must sign all 4 certificates in sections A1 to A4 
B Tender Schedule 8 

 
Award Criteria 

 
Tenders will be evaluated on the answers provided in this Tender Response Document and 
judged against the criteria shown in the table below. We are using the spreadsheet provided 
by Pro5 to record the evaluation. 

 
Criteria for Mini Competitions 

Cost 30% The overall cost weighting is 30%. At mini-competition 
stage the % of criteria to be re-competed is AC Com 1: 
Quotes, this would be 24% of the total 30% of cost. 
 

Quality 25% The overall quality weighting is 25%. At mini-
competition stage the % of criteria to be re-competed is 
AC Tech 1: Samples / Specification / Performance, this 
would be 50% of the total 25% of quality. 
 

Delivery 10% The scores will be carried through from the framework 
evaluation.

Sustainability 10% The scores will be carried through from the framework 
evaluation.

Customer Services 20% The scores will be carried through from the framework 
evaluation.

Aesthetic & Functional 5% The overall aesthetic and functional weighting is 5%. At 
mini-competition stage 
% of criteria to be re-competed will be the full 5%. 
 

 
The following questions will be marked:- 

Additional Questions 
Section B Q1  Cost 
Section B Q2 Quality 
Section B Q3 Aesthetic & Functional 
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The Framework marking criteria is as follows:- 
 

QUESTION RESPONSES MARKS 
 

Good Response: Provided analytical information backed up 
statistical data with reference to the question specifics and that the 
supplier is able to demonstrate maximum added value above the 
standard response. 
 

70% - 100% 
 

Standard Response: Provided adequate information with reference 
to the question specifics and the value to Pro 5 requirements offering 
the ‘norm’. 
 

40% - 69% 
 

Poor Response: Provided very little information and/or detail on the 
question 

0% - 39% 

 
Cost Evaluation and scoring 
 
Cost will be evaluated by calculating a 3 year total cost of contract:- 
 
Operational cost 
Purchase cost 
Maintenance cost 
Training cost 
Any other associated costs 
 
The most competitively priced tender will receive the maximum mark of 100%. 

 
Less competitive tenders will receive a % of the maximum mark that represents the 
difference in cost between that tender and the most competitively priced tender. 
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Section A: 
1. Form of Tender  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Form of Tender 
 
Shropshire Council 
Tender for a complete scanning solution under the Pro5 Framework (Contract 217) 
 
 
 

We confirm that this, our tender, represents an offer to Shropshire Council that if accepted 
in whole, or in part, will create a binding contract for the provision of a scanning solution 
at the prices and terms agreed and subject to the terms of the invitation to tender 
documentation and the General Terms and Conditions, copies of which we have received. 

 
 
 

       
Signed ………… Name…………………………………………...  
 31 MARCH 2015 
Date ………………………………….. 
 
 
  VP, EUROPEAN SALES 
Designation ………………………………………………….. 
  PITNEY BOWES LIMITED 
Company……………………………………………………… 
  BUILDING 5 TRIDENT PLACE, MOSQUITO WAY 
Address ……………………………………………………………………………………………. 
  HATFIELD 
………………………………………………………………………………………………………. 
  HERTFORDSHIRE    AL10 9UJ 
………………………………………..  Post Code ……………………………………… 
 
 
  08444 991 065    NA 
Tel No ………………………………..  Fax No …………………………………………. 
  bidmanagement@pb.com 
E-mail address …………………………………………………………………………………….. 
  www.pitneybowes.com/uk 
Web address ………………………………………………………………………………………. 
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Section A: 
2. Non-Canvassing Certificate  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Non-Canvassing Certificate 
 
 
To: Shropshire Council (hereinafter called “the Council”) 
 
 

I/We hereby certify that  I/We have not canvassed or solicited any member officer or 
employee of the Council in connection with the award of this Tender of any other Tender 
or proposed Tender for the Services and that no person employed by me/us or acting 
on my/our behalf has done any such act. 

 
I/We further hereby undertake that I/We will not in the future canvass or solicit any 
member officer or employee of the Council in connection with the award of this Tender 
or any other Tender or proposed Tender for the Services and that no person employed 
by me/us or acting on my/our behalf will do any such act. 
 

    VP, EUROPEAN SALES 
Signed (1)   …     Status………………………………………… 
 
                                                    VP, PITNEY BOWES FINANCE 

Signed (2)   … …     Status………………………………………… 
 
                                          PITNEY BOWES LIMITED 
(For and on behalf of ……………………………………………………………..) 
 
             31 MARCH 2015 
Date …………………………………….. 
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Section A: 
3. Non-Collusive Tendering Certificate  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Non-collusive Tendering Certificate 
 
 
To: Shropshire Council (hereinafter called “the Council”) 
 

 
The essence of selective tendering is that the Council shall receive bona fide competitive 
Tenders from all persons tendering.  In recognition of this principle: 
 
I/We certify that this is a bona fide Tender, intended to be competitive and that I/We have 
not fixed or adjusted the amount of the Tender or the rates and prices quoted by or under 
or in accordance with any agreement or arrangement with any other person. 
 
I/We also certify that I/We have not done and undertake that I/We will not do at any time 
any of the following acts:- 
 
 

(a) communicating to a person other than the Council the amount or approximate 
amount of my/our proposed Tender (other than in confidence in order to obtain 
quotations necessary for the preparation of the Tender for insurance); or 

 
(b) entering into any agreement or arrangement with any other person that he shall 

refrain from Tendering or as to the amount of any Tender to be submitted; or 
 

(c) offering or agreeing to pay or give or paying any sum of money, inducement or 
valuable consideration directly or indirectly to any person for doing or having done or 
causing or having caused to be done in relation to any other Tender or proposed 
Tender for the Services any act or omission. 

 VP, EUROPEAN SALES 
Signed (1)   …………………………………     Status………………………………………… 
 

 VP, PITNEY BOWES FINANCE 
Signed (2)   …………………………………     Status………………………………………… 
 
 PITNEY BOWES LIMITED 
 
(For and on behalf of ……………………………………………………………..) 
 
 31 MARCH 2015 
Date …………………………………….. 
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  VP, EUROPEAN SALES 

 
 

VP, PITNEY BOWES FINANCE 

Section A: 
4. Declaration of Connection with Officers or Elected 

Members of the Council  
 
 

Are you or any of your staff who will be affected by this invitation to tender related or 
connected in any way with any Shropshire Council Elected Councillor or Employee? 
 

No   If yes, please give details: 

 
 

Name Relationship 
  

  

  

  

  

  

  

 
 

Please note:  
This information is collected to enable the Council to ensure that tenders are assessed without 
favouritism. Whether or not you have a connection with elected members or employees will have 
no bearing on the success of your tender, but your tender will not be considered unless this 
declaration has been completed. 

 
 

Signed (1)   …………………………………     Status………………………………………… 
 

Signed (2)   …………………………………     Status………………………………………… 
 
                                     PITNEY BOWES LIMITED 
(For and on behalf of ……………………………………………………………..) 
 
                31 MARCH 2015 
Date …………………………………….. 
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Section B: 

Tender Schedule  
 
 

 

1. 
 

Cost 
 

1.1 
 

In order to fully understand our costs, we need to know the cost of operating your 
proposed solution.  Therefore, based on the scenario below can you give a time 
period per day to process and how many staff this would be utilising:  

i. 5000 pieces of mail per day 
ii. Each envelope (50% being C4 envelopes, 50 % being C5 envelopes) contain 

1 x A3 double sided, folded document and 1 x A4 double sided document 
iii. All pieces will be scanned to individuals within SharePoint. 

 
(We will base an average staff cost of £9 per hour to calculate the staff cost required 
to operate this) 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

1.2 

 

Please provide the costs for 2 devices. The first device to remain on site and the 
second device for initial scanning with the first but also to aide disaster recovery and 
business continuity. The second device should also be mobile for working off site at 
other Council locations.  
 

 Static Device Mobile Device 
a) Purchase cost of each 

device   

b) Annual maintenance 
cost for each device   

c) Any training costs 
relating to either device 
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1.3 

 

Can you list the software required to achieve the scanning solution and costs for 
these. Please detail: 
 

 Static Device Mobile Device 
a) Purchase cost of each 

software 
 

 
 

b) Annual maintenance 
cost for each piece of 
software 

 

  

c) If using Kofax (or 
equivalent) please 
specify the quantity 
thresholds and relative 
costs 

 

 
 

 
 

 
 
 

 

1.4 

 

Please confirm the cost shown above includes e.g. all updates, call outs, parts 
maintenance and any other consumable items i.e. ink.  Please detail any costs that 
are not included above:- 
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2. 
 

Quality 
 

2.1 
 

We need the system to integrate with the following cloud services and service 
specific systems. Can you please confirm the following compatibility?  

 Account managing systems (SAMIS) 
 Northgate 
 Civica 
 SharePoint 
 IDox 
 PlanetPress 
 ResourceLink 
 P2P  
 CareFirst 
 Capita  
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2.2 

 

SC runs a system called PlanetPress and we need to achieve a close loop system. 
Please explain how you would provide this?  
 

 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

2.3 
Please explain the audit traceability and compliance with Audit requirements and 
procedures. 
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2.4 

 

Are you compliant with the Public Service Network? 
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2.5 

 

Can you confirm that you can host the service as a cloud solution option?  
 

 
 

 
 

 
 

 
 

 
 

 
  

 
 

 
 

 
 

  
 
 

 

2.6 

 

What is the solutions life span? 
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2.7 

 

What are the call out periods / business continuity / disaster recovery services you 
offer?  
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. 

 
 

2.8 

 

Can you explain how you ensure accuracy and precision of metadata creation and 
retention? 
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2.9 

 

Does the solution allow for all scanned paperwork to be date stamped and 
referenced automatically as part of the processing? (With the exception of original 
documentation that needs to be returned to its owner and not defaced i.e. passports, 
birth certificates, marriage certificates etc.).    
 

 
 

 

 
 

 

 
 

 

2.10 

 

Please list the items the solution can scan e.g. Letters, Cheques, Maps 
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2.11 

 

What restrictions are placed on these items e.g. size, materials? 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 

 

2.12 

 

Can and if so, how does the solution cope with objects that may arrive e.g. brick 
face, tile samples etc. 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

. 
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2.13 

 

What capacity does the proposed solution have? I.e. for <x,xxx> envelopes per day 
within a xx hour time frame per user. 
 

 
 

 
 

 
 

 
 
 

  

 

2.14 

 

What document sizes can the solution manage? Minimum and Maximums:- 
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2.15 

 

At what thicknesses can the scanning system feed and process 
 

 
 

 
 

  
 

  
 

  
  
  

 
 

 

2.16 

 

Can the system be operable by a single team member and if so, can you describe 
the range of single user scope e.g.: Loading envelope feeding hopper,  Auto 
selection of colour or mono scanning Blank page removal optional, Automatic time 
and date stamp? 
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. 
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2.17 

 

Does the solution require the use of separator pages for end of set, colour toggle or 
original selection or how would it do if not using separator sheets? 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
  
  

 
 

 
 

 
 
 

 

2.18 

 

Is there an MICR scan reader for paper based cheques? 
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2.19 

 

Can the solution provide multiple scanned sheet collation station to separate original, 
cheques and other identifiable image conditions?  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

2.20 

 

Can the solution receive scanned images in TIFF format and other formats? Please 
list:- 
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2.21 

 

Where images are machine written, can the solution OCR the image and pass 
though into index system? 
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2.22 

 

Can the solution Receive indexed images and classify for workflow option? 
 

 
 

 
 

 
  

 
 

 
  

  
 

 
 

  
 

 
 

 

 

 

2.23 

 

Can the solution Link classified index images to business systems and workflows? 
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2.24 

 

Can the solution Provide validation queue for any images which did not OCR and 
index to an agreed standard? 
 

 
 

 
 

 
  

 
 

 

 
 

 
 

3. 
 

Aesthetic & Function 
 

3.1 
 

Can you specify the overall footprint of the solution and what user access is 
needed around it? 
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3.2 

 

Is the unit mobile? 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 

3.3 

 

Can the operator use the machine from one position, or would they need to move 
around the device to operate?  
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3.4 

 

Is the user interface screen separate or integrated? 
 

 
 

 
 

 
 

 
 

 
 
 

 

 

3.5 

 

Are there any special requirements for access to electricity supplies? 
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Pitney Bowes Ltd 
Building 5, Trident Place  
Mosquito Way 
HATFIELD 
AL10 9UJ 
 
Emailed to: bidmanagement@pb.com   

Shropshire Council 
Shirehall 
Abbey Foregate 
Shrewsbury 
Shropshire  SY2 6ND 
 
Date:  28 April 2015 

   

   

 
Dear Sirs 
 
HMC 002 – Mini Competition for Complete Scanning Solution 
Mini tender under the Mailroom Equipment Framework Contract 217 
 
SUBJECT TO CONTRACT 
 
This is an Award Decision Notice pursuant to Regulation 32 of The Public Contracts 
Regulations 2006 (the “Regulations”). 
 
We are pleased to inform you that, following the evaluation process, Shropshire Council 
proposes to accept your offer to form part of the above proposed contract as set out in your 
recent tender. 
 
However, this letter is not, at this stage, a communication of Shropshire Council’s formal 
acceptance of your offer. A mandatory “standstill” period is now in force pursuant to Regulation 
32A of the Regulations; this period will end at midnight on 8 May 2015. 
  
Subject to Shropshire Council receiving no notice during the standstill period of any intention 
to legally challenge the award process, the Council aims to conclude the award of the contract 
after the expiry of the standstill period. 
 
The award criteria for this contract was set out in full in the Invitation to Tender, with the quality 
25%, cost 30% and aesthetics 5% of the mini competition being added to the framework score. 
 
We can confirm that your tender received the following scores and was ranked 1st of 2 tenders 
received:- 

Pitney Bowes 

Criteria 
ITT 

Total 
ITT % 
Total Weighting 

Mini-Comp 
Scores 

Mini-Comp 
Result 

Quality     
Cost     
Delivery      
Sustainability 0     
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Customer 
Service      
Aesthetics     
Total      

 
 
Please find details of the marks allocated to you for Quality and reasoning behind the Quality 
marks as follows:- 
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We will be in touch with you again at the end of the standstill period. 
 
 
Yours faithfully 
 

Head of Customer Involvement Printing Services Manager 
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