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Market Research on the Provision of Courier Services for the Land Registry


The Land Registry (“LR”) requires the courier services for delivery of documents from the assigned collection points
 to solicitors’ firms and other designated recipients located at different service regions on the specified dates and at the times and in accordance with the specified collection and delivery time schedule (“the Services”).  The purpose of this market research exercise is to obtain market information from interested service providers for the provision of the Services for LR.  
2.

Please advise whether you can provide the courier services in respect of the following aspects by completing this questionnaire (Please tick (√) in the boxes as appropriate).  Please use a separate sheet for providing the relevant information if the space provided is insufficient.
A. Service Regions
	Region:
	Yes
	Unit Price
per Package of Documents


	From Queensway Government Offices (“QGO”), Admiralty to the locations on/in the following regions:

	(a) The whole of Hong Kong Island

	□

	HK$________________________
Remarks, if any:



	(b) Kowloon (including Kowloon Peninsula, Kwai Chung and Tsuen Wan)


	□

	HK$________________________
Remarks, if any:



	(c) New Territories (except Kwai Chung, Tsuen Wan and Outlying Islands)

	□

	HK$________________________
Remarks, if any:



	(d) Outlying Islands including Tung Chung, Chek Lap Kok and other locations on Lantau Island accessible through Tsing Ma Bridge and other islands accessible by sea transport


	□

	HK$________________________
Remarks, if any:




B. Collection and Delivery Time Schedule

	Collection and Delivery Time Schedule 
	Yes
	No

	(a) Monday to Friday (except public holidays)
(b) Arrange at least two (2) employees in their company uniform to arrive at the Collection Points
(c) Collection time
(i) once a day between 0830 hours and 0900 hours at 17/F, QGO; and
(ii) once a day between 0900 hours and 0930 hours at 28/F, QGO

 
	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(d) Delivery time

For documents that are collected from Monday to Friday, the delivery shall be completed before 1630 hours of the same working day.

i) The whole of Hong Kong Island;

ii) Kowloon (including Kowloon Peninsula, Kwai Chung and Tsuen Wan);
iii) New Territories (except Kwai Chung, Tsuen Wan and Outlying Islands); and
iv) Outlying Islands including Tung Chung, Chek Lap Kok and other locations on Lantau Island accessible through Tsing Ma Bridge and other islands accessible by sea transport
	□    

□    
□    

□    
Remarks, if any:
____________

	□    

□    
□    

□    

Please provide any alternate offer, if any:

________________________


C. Collection and Delivery Modes
	Collection & Delivery Mode
	Yes
	Remarks, if any

	(a) Door-to-Door 
	□

	____________________________________
____________________________________


	(b) Does your company have any collection centre(s) which is/are used for collecting and/or consolidating all the delivery orders?  If yes, please state the details (i.e. how can the collection centre(s) facilitate the Services?) 

	□

	____________________________________
____________________________________
____________________________________
____________________________________


	(c) Others
	□

	____________________________________


D. Manpower Resources

Please provide information about the manpower in your company and resources for providing the Services:

	(a) Total number of staff members employed
	

	(b) Total number of foot couriers employed
	

	(c) General educational level of the foot couriers employed
	

	(d) Average years of experience in the courier industry of the foot couriers employed 
	

	(e) Total number of managerial/supervisory staff members employed
	

	(f) Total number of managerial/supervisory staff members in supervising courier services employed
	

	(g) Qualifications of the managerial/supervisory staff members in supervising courier services employed
	

	(h) Average years of experience of the managerial/supervisory staff members in supervising courier services employed
	

	(i) Training offered to foot couriers concerning security of documents under delivery and customer services                  (Please indicate the type of training provided.)
	________________________

________________________

________________________



	(j) Have monitoring and appraisal system on daily supervision of foot couriers to ensure delivery of quality service
	Yes □
No □ 



	For (j), if yes, please provide details of the monitoring and appraisal system.  If no, please provide alternate offer, if any.

________________________________________________________________________
________________________________________________________________________


	(k) Have mechanism to deal with unsatisfactory service standard of performance of the foot couriers and to prevent recurrence of sub-standard services
	Yes □
No □ 



	For (k), if yes, please provide details of the mechanism.  If no, please provide alternate offer, if any.

________________________________________________________________________
________________________________________________________________________


	(l) Whether the foot couriers are required to wear company uniforms
	Yes □
No □ ( (n)


	(m) Whether the staff identity card are provided to the foot couriers to facilitate the recognition and acknowledgement by recipients
	Yes □
No □ ( (n)


	If the answer for either (l) or (m) are “no”, please answer (n).

	(n) Please provide any alternate methods for identification of the foot couriers, if any.
	________________________

________________________

________________________




E. Document Handling Requirements 
	Document Handling Requirement
	Yes
	No

	(a) Ensure all acknowledgement receipts either signed by the recipient or stamped with the recipient’s company chop and with date and time of receipt marked 

	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(b) Complete all outstanding delivery on the next working day (or the date agreed by the recipient)


	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(c) Provide a set of operational guidelines and follow-up procedures in handling unsuccessful delivery of documents, and any irregularities spotted/occurred during the delivery of documents

	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(d) (1)
Report any irregularities to LR immediately by phone and follow by notification in writing (e.g. failure or delay in delivering a document, missing or damage of  documents, wrong addresses, removal or closure of recipients’ offices)


	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(2)
Provide a written investigation report on the details of the case, causes of irregularities and follow up actions taken by the following working day after the irregularities are discovered


	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(e) Provide proper and safe transportation tools and security measures to ensure all documents are protected against any loss, wrong delivery, folding, stapling, dirt, water or any damage

	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(f) Provide a set of operational guidelines setting out the policies and procedures to ensure safe custody of the documents

	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(g) Have a set of contingency measures to handle any unexpected circumstances, such as accident, inclement weather, traffic paralysis, etc., which may adversely affect the Services

	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(h) (1)
Have a document tracking system to provide information or records evidencing the collection, delivery and receipts of documents (including date, time and collection points of the documents collected; date and time of the documents received by the recipients; and records of acknowledgement receipts by the recipients)

	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(2)
Have an electronic tracking system to facilitate real time tracking of documents and delivery status


	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(i) Provide hotline to answer enquiries from the staff of LR and regarding the status of the documents within 1 working hour 


	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(j) Provide hotline to answer enquiries from the recipients and regarding the status of the documents within 1 working hour 


	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________


F. Receipt, Delivery Record, Reporting (via email) and Billing

	(a) At Collection Points, acknowledge receipt for the total number of documents collected and taken over for delivery on the spot 

	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(b) Return all acknowledgement receipts with date and time of receipt marked to LR at the respective collection points before 1500 hours of the following working day after the date of collection of the documents 

	□
Remarks, if any:
____________
	□
Please provide any alternate offer, if any:

________________________

	(c) (1)
Provide daily collection and delivery reports, including a day-end report to confirm the exact status of documents collected from LR before 1800 hours of the same working day 


	□
Remarks, if any:
____________


	□
Please provide any alternate offer, if any:

________________________

	(2)
Provide monthly collection and delivery reports 


	□
Remarks, if any:
____________


	□
Please provide any alternate offer, if any:

________________________

	(d) Provide update lists of staff and vehicles deployed for the Services to LR on quarterly basis 


	□
Remarks, if any:
____________
	□

Please provide any alternate offer, if any:

________________________


G. Transportation Tools and Site Visit
	Tools provided
	Yes
	No

	(a) Deploy company-owned vehicles for the Services

	□
((b) to (d)
	□
((e)

	For (a), if yes, please answer (b), (c) and (d).  If no, please go to (e).

	(b) Please state the types and number of company-owned vehicles deployed by your company.  

________________________________________________________________________
________________________________________________________________________


	(c) The storage compartments of the company-owned vehicles used for transportation of documents are:

(i) with company logo

(ii) completely closed

	□
□

	□
□


	For (c)(i) and c(ii), if yes, please state the types and number of storage compartments of the company-owned vehicles deployed by your company.  If no for either (c)(i) or (c)(ii), please provide alternate offer, if any.

________________________________________________________________________
________________________________________________________________________

	(d) Other security features of the company-owned vehicles for ensuring the security and protection of the documents

	□

	□

	For (d), if yes, please state the features of the company-owned vehicles below.  

________________________________________________________________________
________________________________________________________________________


	(e) Document containers used for delivery of documents are:

(i)
waterproof
(ii)
completely closed
	□
□

	□
□


	For (e), if yes, please provide details of the document containers below. 
________________________________________________________________________
________________________________________________________________________


	(f) Other security features of the document containers for ensuring the security and protection of the documents

	□

	□

	For (f), if yes, please state the features of the document containers below.  

________________________________________________________________________
________________________________________________________________________


	(g) Arrange site visit at your premise(s) / collection centre(s) for the inspection of LR’s staff within seven (7) days upon the written request 


	□

	□

	(h) Arrange demonstration on operational procedures at your premise(s) / collection centre(s) for the inspection of LR’s staff within seven (7) days upon the written request 


	□

	□


H. Service Period
	Service Period 
	Yes 
	No (with reasons)

	(a)  Service period of 24 months

(b)  Service period of 36 months

(Please note that no increase in Unit Price(s) is allowed during the contract period.)
	□
□

	□ _________________
□ _________________


	If your answers are “no” for both (a) and (b), please provide the proposed length of service period.

________________________


I. Participation in Previous Tender Exercises for the Provision of Courier Services to the LR
	Participation in Previous Tender Exercises for the Provision of Courier Services to the LR
	Yes
	No

	December 2018  

Tender Ref.: LRT 035/18-19             

May 2021  

Tender Ref.: LRT 013/20-21             

July 2023  

Tender Ref.: LRT 012/22-23             
	□
□
□

	□
□
□


	Please advise your reasons for not responding in the last exercise(s).
________________________________________________________________________
________________________________________________________________________



3.    Please state below if you have any alternative offer(s).
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________
________________________________________________________________________________
4.    Is/Are there any practicable and effective pro-innovation proposal(s) concerning any of the following aspects of the Services are directly relevant to the Services?
(i)  enhance quality, effectiveness or efficiency for delivery of the Services;

(ii)  ensure the safe custody, secure or timely delivery of documents (e.g. new technology to facilitate efficient and safe delivery of documents to the designated recipients); 
(iii) ensure speedy response to any contingency or emergency situations so as to ensure uninterrupted courier services; and

(iv) give benefits that can enhance the provision of the Services.

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
5.    Is/Are there any practicable and effective ESG proposal(s), which may not be directly relevant to the Services but which can bring positive values or benefits to the Government or the public at large?  Such positive values or benefits may include the following:

(i)  Environmental protection (e.g. reduction in energy consumption, use of renewable energy, such as solar energy, in the execution of the contract, etc.);

(ii)  Social responsibility (e.g. employment of people with disabilities and/or rehabilitated persons for the contact, etc.); and/or
(iii) Governance.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
Name of Company (with Company Chop)
:
_______________________________________
Contact Person and Post Title


: 
_______________________________________
Telephone No.


: 
_______________________________________
Fax No.




: 
_______________________________________
E-mail Address


: 
_______________________________________
Date




: 
_______________________________________
� 	The courier contractor is required to collect the documents from (i) the Central Imaging Centre on 17/F, QGO, 66 Queensway, Hong Kong; and (ii) the General Support Services Division on 28/F, QGO, 66 Queensway, Hong Kong. 





� 	Please provide the average price instead of a price range per package of documents.  For example, if the range of prices for a region is $10 to $20, please fill in $15 [i.e. ($20+$10)/2] in the table.











