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INVITATION TO TENDER

FOR THE PROVISION OF  ADMINISTRATION DUTIES ON BEHALF OF THE LONDON CHAPTER OF ISACA

INTRODUCTION

The  London Chapter of ISACA is in the process of splitting its publications and administration processes.

This is an invitation to tender for the administration component. 

Working for the Chapter Board, under the direction of the Board member responsible for Chapter Administration liaison, the successful applicant is expected to provide a fixed monthly price for providing the services described in the paragraph ‘what is required?’.

ABOUT THE LONDON CHAPTER

The London Chapter of ISACA has about 850 members and runs 10 free to member evening meetings every year between September and June.  The Chapter is one of four UK Chapters and maintains a close liaison with the other Chapters as well as International office which is based in Chicago, USA.

The Chapter also runs a number of training courses each year and promotes itself at various conferences by the provision of a stand and the distribution of information.

It maintains close relationships with the British Computer Society, the Institute of Chartered Accounts (England and Wales) and the Institute of Internal Auditors.

Further information about the Chapter can be found at www.isaca-london.org.

WHAT IS REQUIRED?

The Chapter Administrator is expected to perform the following on an ongoing basis:

· Maintenance of membership database

· Dealing with member queries via telephone, fax and email

· Monthly meetings' bookings and liaison with meeting venue staff

· Raising of invoices for Chapter services, other than publication’s advertising 

· Debtor follow-up for the above

· Banking of  monies received

· Sending details of bankings and invoices to the Chapter Treasurer

· Occasional leaflet production (for inclusion in Mailshot)

· Production of AGM notice & call for Board volunteers

· Membership renewals (about 10% are renewed locally) & associated CPE recording

· Liaison with International Office

· Liaison with the Chapter Board (CISA Board Member, Treasurer, etc.)

· Liaison with the Publications Assistant.

· Attendance at the Chapter’s annual full day strategy meeting (usually in June of each year)


It is estimated that the above will take between 2 and 2.5 days per week, but the workload will vary during the year with less in the summer period and more in the winter.


DISBURSEMENTS

The successful applicant will be responsible for their own disbursements, such as telephone use, postage, consumables and the like and these should be included in the price.

The applicant will also provide their own office machinery, such as computing and printing facilities, a fax machine, shredder and other necessary office equipment.

The Chapter will separately reimburse for the installation of a Chapter only telephone line, but the applicant will be responsible for line rental and other ongoing charges.

Any bulk printing, such as Chapter stationery will also be reimbursed at cost, but the applicant will be responsible for the provision of everyday paper and other consumables.

AD-HOC CHARGES

Due to the wide variations that occur, training courses, conferences and Chapter representation at other events will be separately agreed and priced as they occur.

Any additional work outside of that described above will be reimbursed at a price to be agreed at the time.

LIASON WITH PUBLICATIONS ASSISTANT

The applicant must be prepared to work closely with the current holder of the post to ensure a smooth hand over and to work closely with the Publications Assistant in the future as a great deal of liaison will be required.

CHAPTER LIAISON

Liaison with the Chapter will be via the Board member responsible for administration for general matters and with other Board members as required.

SERVICE LEVELS

The Chapter will wish to agree some service levels based around measurable deliverables.  

An indication of these is provided below, but they will be finalised, by mutual agreement, during the first 3 months of the contract and may be varied from time to time by mutual agreement providing that there is no adverse impact on the work load and/or cost base.

The following deliverables should be met within the prescribed timescales except for agreed holiday and other absence periods (which are to be notified in advance to the Board member responsible for administration liaison).

· Telephone Enquiries: (Business working days only) - Response to phone messages 90% within 4 hours


· Responding to members’ queries, from whatever source, within 2 working days of receipt

· Updating of the membership database within 2 days of receipt from International office

· Monthly maintenance of the e-mail distribution database 3 day’s prior to Mailshot and/or Datawatch distribution


· Provision of the membership and e-mails databases to the Publication’s Assistant 3 day’s prior to Mailshot and/or Datawatch distribution


· Notification to the meeting venue of booked attendance for the members’ meetings on the morning of the meeting concerned


· Remittance of local new membership application and renewals to International within 5 days of receipt


· Provision of banking and invoice information to the Treasurer 3 days prior to the monthly Board meeting

· Provision of membership statistics to the Membership Director 3 days prior to the monthly Board meeting


· Provision of a report to the Board member responsible for administration liaison 3 days prior to the monthly Board meeting describing the work undertaken during the month


· Ensuring that data is backed up daily with a  weekly off-site cycle and that both data and systems are capable of recovery within 5 working days in the event of a disaster

·  Hold Inventories of:

- Membership Documentation (3 months normal usage)

- ISACA/CISA/CISM Brochures


· Records to be maintained & made available as required:
- Membership lists
- ISACA meeting attendance lists
- Board meeting attendance confirmations
- Bulk distribution of information to members

· Invoices to be raised within 2 working days of being advised by Board members


· Monthly follow-up of outstanding debtors


· In the absence of the Administrator an appropriate message to be left on the answerphone and email responder (if possible) to indicate when they will next be available to deal with the matter


CONTRACT COMMENCEMENT

The applicant should be prepared to take on the Administration duties in late May 2003.

CONTRACT REVIEW

The price and service levels will be reviewed annually, commencing 12 months after its commencement, although an initial review will take place after the first 3 months to ensure that everything is running smoothly.

It is anticipated that annual price increases will be linked to one of the official UK price/wages indices and the number of Chapter members taken on a mid-year basis.

EMPLOYMENT STATUS

The applicant must confirm that they are responsible for their own tax and National Insurance payments and are not seeking to be employed by the Chapter.

RESPONDING TO THIS INVITATION

Please respond, by email, to Allan Boardman, Vice President of the Chapter, (allan@internetworking4u.co.uk) stating:

· your qualifications to provide the services described above,  

· the monthly price you would charge

· details of two referees who can vouch for your administration experience.  

Your price is to include all related disbursements such as telephone line rental, office equipment, stationery, postage, telephone costs and internet connectivity.

Your response must be received by the 18th April 2003.  

Receipt of your proposal will be acknowledged and you will be informed of the outcome by 2nd May 2003.
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