Freedom of Information Act 2000
Your request for information has now been considered. The Council holds the information requested.

You asked:

1. Does the Council manage its own incoming mail or is this service outsourced? 
Yes, this is an in-house service.

2. If outsourced who is the current provider, when did the contract start and what is the contract term?
Not applicable.

a. Was this contract awarded via any Frameworks e.g. CCS RM1063? 
Not applicable.

b. What is the cost of the incoming mail service within the Council?
Estimate £81,000 (incoming mail calculated as 50% of total cost of mail room operations). 

3. Is any of the incoming mail scanned or is it physically transported across the Council?
All physically transported.

a. What is the volume of incoming mail per day/week/month received by the Council?
We receive an average of 4 bags of mail daily.

b. Is the scanning linked to any Document Management systems?
Not applicable.

c. If so can you confirm which ones are used within the Council?
Not applicable.

4. If the service is provided in house how many staff are involved in: 

a. Sorting the incoming mail 
6.

b. Distributing incoming mail 
6, the same 6 as above.

9. How is your returned mail processed? 
By opening the letter to establish the sender details and returning it back to the sender. 

10. What is your average number of daily returned mail items? 
25 – 30 letters daily.

11. Does the Council currently scan documents at department level?
Yes.

12. Please outline which departments and average daily volumes.
We do not have sight of the full scanning volumes across the Council.  We have a 50/50 split estate of Xerox and Ricoh MFDS used by staff for document scanning. Only Ricoh devices have a print management solution that reports these volumes.

The daily average figures for the scanning undertaken on Ricoh devices by Division are as follows:

	Division
	Total Sides

	Adult Social Care & Commissioning
	46

	Adult Social Care & Safeguarding
	35

	Children's Social Care & Early Help
	149

	City Barrister & Head of Standards
	155

	Delivery, Comms & Political Governance
	88

	Directorate
	6

	Estates & Building Services
	145

	Finance
	959

	Housing
	179

	Learning Services
	11

	LLEP
	3

	Neighbourhood & Environmental Services
	67

	Non Divisional
	1

	Planning, Transportation & Economic Dev
	70

	Public Health
	10

	Tourism, Culture & Inward Investment
	23

	Total
	1949


We are not able to provide figures for the Xerox devices used across the Council as this information is not held. Therefore this letter acts as a refusal notice under section 17.1 of the Freedom of Information Act 2000 because, in accordance with section 1.1 of the Act, this information is not held by Leicester City Council.

b. Is there a standard within the Council? 
No.

11. Are there any special stationary types used? 
No.

12. Do you use pre-printed inserts
We use PPI as an additional mail.
13. Does the council scan records? 
Yes.

14. If yes could you please supply daily volumes of record scanning? 
We do hold the exact scanning volumes across the Council as this information is not currently reported. Therefore this letter acts as a refusal notice under section 17.1 of the Freedom of Information Act 2000 because, in accordance with section 1.1 of the Act, this information is not held by Leicester City Council.

Below are the estimated daily averages based on the data available:

	Service
	Volume in Pages

	Revenue and Benefits
	2415

	Finance
	200

	Early Help
	22

	Social Care
	456

	Special Educational Needs
	304

	Housing
	50


15. Can you please provide the contact details of the Councils IT Director?
Carl Skidmore, City Information Officer, Carl.Skidmore@leicester.gov.uk
a. If the IT Director is not responsible for Digital Transformation, please supply contact details of the person(s) who are.

16. Can you please provide the contact details of the Council’s Business Transformation Officer? 

Natalie Blackshaw, Digital Transformation Director, Natalie.Blackshaw@leicester.gov.uk
17. Could you please supply org chart?

For your information this letter constitutes a refusal notice under Section 17.1 of the Freedom of Information Act 2000 because an exemption under Section 21 of the Act is being applied, namely the information is already in the public domain i.e. the Council’s website.

Leicester City Council’s Senior Management structure can be found at: http://directory.leicester.gov.uk/media/9331/august-2017-srn-managerment-structure-chart.pdf 

You may re-use the information under an Open Government Licence.
If you are dissatisfied with the handling of your request please write to: 

Information Governance and Risk
Leicester City Council

Legal Services
4th Floor City Hall

115 Charles Street

Leicester  
LE1 1FZ
e-mail: info.requests@leicester.gov.uk 

