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	1. [bookmark: _Toc222223383]Background

	In 2021, Procurement Services undertook a review of expenditure relating to printed stationery across the Health Board. The review identified ongoing demand for a range of bespoke printed materials including, but not limited to:
· Community Nursing Drug Charts
· Ward Control Drug Books
· Specimen Bags
· Hospital Register Books
· Insulin Adult Prescription Charts
· Patient Risk Assessment and Care Documentation
· Clinical Pathway Forms
· Laboratory and Referral Forms
· Prescription and Administration Records

Although there has been a strategic push to digitise paper-based documentation, which accelerated following the COVID-19 pandemic, a number of essential clinical and operational documents remain in hard copy format for governance, regulatory, and operational reasons.
These products are utilised across multiple Clinical Boards and departments Health Board wide. Annual expenditure has reduced in recent years due to digitisation; however, there remains a consistent and essential requirement for bespoke, compliant, high-quality printed stationery.

The Health Board is now seeking to establish a compliant contract via a competitive open tender to ensure value for money, resilience of supply, quality assurance, and continued service continuity.



	2. [bookmark: _Toc222223384]Requirement 

	
[bookmark: _Toc222223385]The Requirement:
The Health Board requires a single supplier (or suitably structured solution) to provide the following. It is important to state that these items are held as unpaid stock for same and next day delivery to various hospital sites and wards:



	Product
	Description
	Size

	ADULT IN-PATIENT WARFARIN TREATMENT CHARTADULT IN-PATIENT WARFARIN TREATMENT CHART
	4 part set
CB White-Printed black and spot red one side
CF170 white-printed black and spot red both sides common face
CB White-Printed Black and cyan face
CF170 white-Printed Black and cyan both sides-Common face
Trim, collate,glue at head into sets, drill 2 holes LHE and box 50’s
	A4

	ALL WALES CLINICAL PATHWAY FOR NORMAL LABOUR PART 2 BOOKLET
	24pp booklet + NCR set
Printed black throughout plus 4cp to page 13 + 16
Outer cover printed on CF170 carbonless and has additional A4 CB yellow black one sided form glued 
to head of inner back cover.
Inner 20pp of the booklet is on 100gsm white uncoated offset.
Folded ,stitched 2 wires, trimmed flush and boxed in 50’s
	A4 Portrait

	ANTENATAL VIROLOGY SPEC BAGS
	Single part request form with leak proof specimen bag attached securely on reverse 
Printed spot BLUE both sides onto 100gsm uncoated
Perforated 2 cuts Glued at head Hole punched
Supplied packed in 100’s and labelled
	5”x235mm

	ANTI-INFECTIVE LABELS
	Single label printed 4cp one side
Supplied 10 to view on 290x150mm solidback uncoated adhesive perm sheets, kiss cut to shape.
Packed 10 sheets into an envelope and labelled
	18x113.5mm

	GREEN BIOCHEM BORDER PAPER 
	Single leaf printed 4 colour process one side onto 80gsm white laser guaranteed uncoated
Trimmed and Boxed in 1000s.
	A5

	BLOOD ORDER BOOK
	2 part NCR- 50 sets per book
CB White-Prints black one side+ 2x vertical perfs+3 x horizontal perfs
CF White-Prints black one side common image to top,No perf
Collated with Manilla cover,greyboard back,Stab stitched LHE with blue tape spine and manilla folded impression stop
Packed in singles in envelopes and labelled
	A4 Portrait

	BLOOD SCIENCE LAB SERVICES SPEC BAGS
	Single part request form with leak proof specimen bag attached securely on reverse 
Printed black both sides onto 100gsm uncoated
Perforated 2 cuts Glued at head Hole punched
Supplied packed in 100’s and labelled
	5”x235mm

	CLEARANCE CERTIFICATE BOOK
	2 part NCR set-25 sets per book
CB White-Printed black one side ,numbered in red one position plus 1 x vertical perf LHE
CF Pink-printed Black one side common image,numbered one position-No perf
Printed front cover-Black one side 620micron 2 sided coated
Trim, collate with greyboard back, stabstitch LHE bind with black tape spine and white glued folded impression stop
Pack in singles in envelopes and label
	A4 portrait

	COMM NURSING DRUG CHARTS
	Flat-297x610mm
Printed 3 spot colours both sides
200micron white uncoated pulpboard
Trim,roll fold,drill 2 holes LHE and pack in 25s.
	A4 long 6pp

	DEATH NOTIFICATION BOOK
	4 part NCR set + printed front cover
25 sets per book
Cover-printed black both sides onto 300gsm white uncoated
NCR
CB White-Black one side+ perf LHE
CFB Green-Black one side common image and perf LHE
CFB Blue-Black one side common image and perf LHE
CF Pink-Black one side common image No Perf
Trim,collate with 750micron greyboard back,stabstitch LHE,bind with Blue tape spine and white card 
glued folded impression stop.
Packed singles into envelopes and labelled
	A4 portrait

	DISCHARGE NOTIFICATION FORMS
	4 part set
Printed black one side common to all parts
CB yellow
CFB White
CFB Blue
CF Pink
Trim,collate,glue at head into sets,drill 2 holes LHE and pack in 100s
	A4

	DISCHARGE MEDICATION SUMMARY PRESCRIPTION
	Please see attachment. 
	Please see attachment.

	DOWNS SYNDROME SCREENING REQUEST SPEC BAGS 
	2 part NCR set
CB Blue- printed black one side
CF Pink-printed black one side -common
Trim,collate glued at head into sets, drill 2 holes and box
	6”x235mm

	DRUG ADDED LABELS
	Single label printed black and spot red to face,spot red to reverse of label
Supplied on reels 1 across onto white semi gloss perm adhesive
Supplied in rolls of 500 standard cores for hand application
	58x94mm

	GENERAL VIROLOGY SPEC 
	Two part request form with leak proof specimen bag attached securely on reverse 
CB White printed spot purple one side
CF 130 white printed spot purple both sides common front
Glued at head Hole punched
Supplied packed in 100’s and labelled
	5”x235mm

	HEPATITIS VIROLOGY SPEC BAGS
	Two part request form with leak proof specimen bag attached securely on reverse 
CB White printed spot blue one side
CF 130 white printed spot blue face and spot blue+yellow reverse both sides different
Perforated 2 cuts Glued at head Hole punched
Supplied packed in 100’s and labelled
	5”x235mm

	HOSPITAL IN-PATIENT CERTIFICATES
	100 leaves per pad
Single part-printed black both sides on mid yellow tinted 100gsm bond
Back cover leaf printed black both sides onto 300gsm uncoated 
Front wrap cover printed black one side to cream 100gsm tinted bond.
Trim,collate pad at head with printed back cover,front wrap cover glued to reverse of printed back 
cover and folded over.
Packed in singles and labelled
	175x108mm portrait

	HOSPITAL REGISTER
	Inner text-408pp common 4pp image throughout
Printed Black throughout onto 100gsm azure laid
Quarter Case bound with green balacron cover and burgundy buckram spine over 3000micron 
greyboard, lined spine,square backed.
White plain end papers
Packed singles and labelled
	325x210mm portrait

	INTRAV&SUBCUT FORM
	Single leaf printed 3 spot colours both sides onto 200micron white uncoated
Trimmed and drilled two holes
Packed in 25s
	A4 

	PATIENT LIST OF PROPERTY
	3 part NCR set- 50 sets per book
CB White-printed Black one side,perforated 1 x vert LHE and numbered in red top right hand corner
CFB yellow- printed Black one side common image ,perforated 1 x vert LHE and numbered in red top 
right hand corner
CF Pink-Printed Black one side common image + numbered,no perf
Trim, collate with manilla cover and greyboard back , stabstitched LHE bind with red tape spine and 
glued folded impression stop
Packed singles in envelopes and labelled
	A4 portrait

	LONG STAY DRUG PRESCRIPTION FORM
	Flat-297x610mm
Printed 3 spot colours both sides
200micron white uncoated pulpboard
Die cut to shape,Trim,roll fold,drill 2 holes LHE and pack in 50s.
	A4 long 6pp

	LONG STAY IN PATIENT MED FORM
	Flat-297x610mm
Printed 3 spot colours both sides
200micron white uncoated pulpboard
Trim,roll fold,drill 2 holes LHE and pack in 25s.
	A4 long 6pp

	MICROBIOLOGY SPEC BAGS
	Two part request form with leak proof specimen bag attached securely on reverse 
CB White printed spot blue one side
CF 130 white printed spot blue both sides different
Perforated 2 cuts Glued at head Hole punched
2nd part to have double sided tape strip applied at foot 12mmx5”
Supplied packed in 100’s and labelled
	1st 5”x215mm
 
2nd 5”x235mm

	CLINICAL NEUROPHYSIOLOGY REFERRAL FORM
	Single leaf printed black both sides onto 80gsm pink tinted bond
Trim and pack in 100s
	A4

	OUTPATIENT PRESCRIPTION/RECOMMENDATION – ADVICE TO PATIENTS
	Please see attachment.
	Please see attachment.

	ALL WALES CLINICAL PATHWAY FOR NORMAL LABOUR PART ONE
	Single leaf printed black both sides onto 100gsm white uncoated
Trim and pack in 50’s
	A4 portrait

	HAEMATOLOGY A5 RED BORDER PAPER
	Single leaf printed 4 colour process one side onto 80gsm white laser guaranteed uncoated
Trimmed and Boxed in 1000s
	A5

	SHORT STAY DRUG PRESCRIPTION FORM 
	Flat-297x610mm
Printed 3 spot colours both sides
200micron white uncoated pulpboard
Die cut to shape,Trim,roll fold,drill 2 holes LHE and pack in 50s.
	A4 long 6pp

	STOOL CHART
	Single leaf printed 4 colour process both sides
100gsm uncoated 
Trim,drilled 2 holes LHE and pack in 500s
	A4

	TELEPHONE MESSAGE PAD FOR LABORATORY
	80 common leaves per pad
Single part Printed black and spot red one side onto 80gsm white uncoated bond
Trim,collate pad at head with greyboard back -80 leaves per pad
Packed singles and labelled
	A4 portrait

	WAITING LIST VALIDATION ENVELOPES 
	C6 Manilla 70gsm gummed wallets
Printed black to face and boxed in 1000s 
	Please see attachment.

	WARD CONTROL DRUG ORDER BOOK
	Printed top cover+ 2 part NCr set
50 sets per book
Front cover-printed black both side onto 250gsm white uncoated
NCR
CB white_printed black one side,perf LHE +number in red one position
CF Pink-Printed black one side common number, No Perf
Trim,collate with greyboard back,stabstitch LHE bind with black tape spine and glued in folded white 
impression stop
Packed in 10’s and labelled
	148x210mm landscape

	WARD CONTROLLED DRUGS RECORD BOOK
	Printed front cover-Black both sides onto 400gsm gloss
Plain back cover 400gsm gloss
InnerIndex 1st leaf Black and spot green one side onto 90gsm uncoated
Then 50 single leaves black and spot green both sides common image and consecutive numbered 
one position top right hand corner to each page1-100 on 80gsm uncoated
Trim,collate stabstitched LHE bind with black tape spine.
Packed singles and labelled
	250x330mm landscape

	X RAY REQUEST SETS
	2 part set
NCR
CB White-printed black one side
CF White-printed black one side -common image
Trimmed,collated,glued at head into sets and packed in 50s into envelopes and labelled
	210x140mm




The Health Board requires a single supplier (or suitably structured solution) to provide:

The supply of bespoke printed stationery items, including but not limited to:
· Controlled drug books and treatment charts
· Multi-part prescription pads
· Clinical assessment booklets
· Laboratory and diagnostic request forms
· Printed document sets (A4, A5, booklets, bound formats)
· Labels and rolls
· Printed envelopes (1st and 2nd class variants)
· Hospital register and record books
· Clinical pathway documentation

Items vary in:
· Size (A4, A5, bespoke dimensions)
· Format (single sheet, multi-part NCR sets, glued pads, stitched or bound booklets)
· Paper weight (including 80gsm uncoated and other specified grades)
· Colour (mono and colour print, border requirements)
· Serial numbering where required
· Perforation or bespoke finishing

The supplier must be capable of producing bespoke items to exact artwork and specification provided by the Health Board.


Ordering and Distribution

The supplier must:
· Accept orders via agreed ordering systems (including catalogue-based systems such as Oracle or equivalent eProcurement platforms).
· Provide desktop delivery directly to individual departments across the Health Board.
· Ensure packaging suitable for clinical environments.
· Maintain secure handling of confidential and sensitive printed material.

The successful supplier must hold three months’ worth of stock for the Health Board in case of emergency orders and/or back order due to Supply Chain. The three months’ worth of stock is based on the average utilisation of past orders, which the supplier is responsible for tracking.

Hold of stock will end 3-months before the contract end date, any stock 
that was accounted for based on the average, and not purchased, the Health 
Board is liable for. However, any stock ordered above the average, or past this deadline, the Health Board is not liable for.


Pricing Requirements
· Provide a full schedule of rates for all listed items.
· Offer fixed pricing for the initial contract period.
· Clearly state any volume break discounts.
· Identify any additional charges (e.g., artwork amendments, delivery surcharges).

[bookmark: _Toc222223386]Output Requirement
The appointed supplier will be required to deliver the following outputs:

1. Accurate Production
· All items must match approved artwork and technical specifications.
· Proofs must be supplied (digital or physical where required) prior to print runs.

2. Quality Assurance
· Printed materials must meet NHS standards for clarity, durability, and legibility.
· Controlled documents must be printed in line with governance requirements.

3. Reliable Supply
· Continuity of supply for all essential clinical stationery.
· Capacity to manage fluctuating demand across departments.

4. Catalogue Integration
· Provision of product data to enable upload to the Health Board’s procurement system.
· Maintenance of up-to-date product descriptions and pricing.

5. Sustainability Considerations
· Use of responsibly sourced paper (e.g., FSC or equivalent certification).
· Environmentally responsible production processes where possible.




	3. [bookmark: _Toc222223387]Service Levels & Performance

	
The supplier must meet the following minimum service levels:

Delivery Times
· Standard orders: Delivered within an agreed number of working days (to be proposed by bidder, typically 5–10 working days).
· Urgent orders: Expedited turnaround available where required (same/next day).
· Clear communication of lead times at point of order confirmation.


Order Accuracy
· Minimum 99% order accuracy rate.
· Immediate resolution of discrepancies at no additional cost to the Health Board.

Business Continuity
· Demonstrable business continuity and disaster recovery arrangements.
· Contingency planning for supply chain disruption (e.g., paper shortages).

Communication
· Named account manager.
· Defined escalation route for urgent issues.
· Quarterly performance review meetings (if required).


Performance Management
Supplier performance will be monitored against agreed Key Performance Indicators (KPIs), which may include:
· On-time delivery performance
· Order accuracy
· Quality compliance
· Responsiveness to queries
· Invoice accuracy
· Environmental compliance

Failure to meet agreed performance standards may result in:
· Corrective action plans
· Formal performance review
· Potential contract termination in cases of persistent non-performance
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