SERVICE NAME: Post Room and Printing 
Assistant Director/Executive Head: Bob Clark 
	What is provided and why? 


	Print & Post Room
Printing operates as a trading unit with all work charged on a job basis to clients both internal and external. The majority of work is required by Torbay council with a diverse range of output from posters and outdoor banners through to offset/digital printing and regular complex mailing jobs obtaining the maximum postal discounts available. 
The Post Team deal with the receipt and despatch of all internal and external mail generated by and for Torbay, the Daily bay wide General courier and the Education courier service’s are run from within the post Team and they also operate the council’s corporate scanning service which includes Daily payments and Benefit scanning.
The services share the role of Goods Inwards for the majority of parcel and large deliveries for the council.
These services are not statutory although it supports all other departments across the authority as well as external customers. 

	How does this service support the targeted actions of the Corporate Plan? 

	· Protecting all children

· Promoting healthy lifestyles

· Working towards a prosperous Torbay

· An attractive and safe place

· Protecting and supporting vulnerable adults

This service supports the good governance and functioning of the Council, and through that indirectly supports the delivery of all elements of the Corporate Plan. 



	What drives the demand for the service?


	Print & Post Room
Number of jobs produced: 2020 for the year  14/15
Number of stationary orders produced: 1267 for year 14/15
Approx Annual Mono print Volume - 3,200,000
Approx Annual Colour print Volume - 700,000
Approx Annual number of automated Envelopes inserted - 750,000
Annual Corporate spend on post - £288,000.00 
The Printing Service’s customer base is 66% internal (Torbay Council) and 34% external (Primarily NHS) and turnover is approximately in the region of £810K annually
Number of items posted 2014/15: 791,480 
Scanned items 2014/15: 66,276 

	What are the issues / key challenges that need to be addressed? 


	· Maintaining sufficient resilience within the Post Room and Printing Team
· Printing service trading unit to make a trading profit - We need to increase external income from print/mail services to offset a reducing income from our internal Council services.
· Winning external Print/Mail tenders and having the ability to resource them.
· Maintaining Print skill sets and keeping abreast of new technologies.
· Operating with minimal staff to provide adequate auditable separation of duties.
· Adequate capital budget to keep Print technologies up to date 


	Are there any key projects in the pipeline?
	· Roll out of HUBmail, an office based print solution for outgoing post, enables all outgoing post to be printed to the printing service and envelopes automatically making the most of postal discounts, taking the onus away from office staff to print and stuff their own envelopes. 
· Further utilisation of Sefas open print to move system printing on to higher discounted postal methods or alternative means of delivery.

· Roll out of the Council wide Managed Print Service which will consolidate office based printers and allow cross dept use without the trouble of working out of cross charging of invoices. Savings provided from consolidation of machinery from 147 devices to approx 75 devices and reduction in print throughput. 
· Build on recently awarded ISO 14001 and ISO 9001 accreditations to further enhance our environmental status with a view to it helping bring in external work.

· Online job submission and online self service templates for business cards etc. are currently in the development phase. 

  


1

