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Section A – Documentation and Guidance

1.
Introduction

This document has been created to provide a guiding outline for member TCAs who are seeking to begin a programme of migration in order to become full and independent ITSO Members.

Member TCAs can find technical forms at the rear of the document, forms should be completed and returned to ISL either by email (helpdesk@itsoservices.org.uk) or post to the following address:
ISL Helpdesk

ITSO Services Ltd

4th Floor, Quayside Tower

252-260 Broad Street

Birmingham

B1 2HF
1.1 Common Questions

Why should I become a full ITSO Member/smart scheme?

ITSO Services Ltd (ISL) was created by Department for Transport and ITSO Ltd to provide assistance for those TCAs who were unable to immediately implement smart schemes upon the conception of ENCTS on 1st April 2008 until they are able to fully implement smart ticketing. ISL is not intended to be a permanent solution and until a TCA becomes a full member of ITSO they will not be able to realise the full benefits of smart ticketing. 

What are the benefits becoming a full ITSO Member/smart scheme?

Smart ticketing can offer considerable benefits to local authorities, passengers and operators. 

For a TCA there are considerable advantages from reduced fraud. When used in a smart ticketing scheme, smart card media are almost impossible to counterfeit, unlike flash passes.  Furthermore, any cards that are no longer valid, such as lost and stolen cards, can be "stop listed". This means that they can be deactivated when they are next presented to a reader and are of no further use to anyone.

Another key benefit to Local Authorities is that of access to data.  As trips made using smartcards are recorded electronically, full smart ticketing scheme would allow a scheme operator to have accurate data about concessionary trips and any others made using smartcards.  This can assist in ensuring reimbursements to transport operators are fair and accurate and wider data from smart ticketing can help with transport planning.
There are also benefits to operators and passengers, particularly if commercial smart ticketing is implemented alongside concessionary passes.
What are the timescales for becoming an ITSO Member?

TCAs that migrate out of ISL will become full ITSO Members upon the acceptance and processing of all related documentation by ITSO Ltd, and on receipt of payment for all associated ITSO fees.  
Some associated timings to be aware of include:

· Procurement for an independent Asset Management System (HOPS) can take some time, perhaps up to 100 days.

· A scheme will need to order ISAMs from ITSO, which can take up to 10 working days.

· Primary ISAM requests for a new HOPS can take anywhere up to 5 working days.

· IPE Registrations (the registering of concessionary and other products) can take anywhere up to 2 working days.

Do I have to re-issue any existing concessionary passes (shells)?
No, all data pertaining to existing concessionary shells will be transferred to the new HOPS, therefore there is no need to create replacements shells until they reach designated expiry dates.

Can a TCA leaving ISL join an existing HOPS?

It is possible that ITSO Licensed Operators with a HOPS would be willing to share their facilities to other authorities. Such sharing may be financially prudent and offer economies of scale. 

However, if this is being considered ISL must be informed as soon as possible in order that proper arrangements are in place for successful data migration. 

If local authorities are interested in pursuing this option, ISL can also relay a list of current certified HOPS providers upon request.

What is the cost of becoming an ITSO member?

New ITSO Members are required to pay two basic fees: a Membership Fee and Licensed Operator Fee (these are both annual fees to be paid annually on 1st April).. Full information about ITSO fees can be found on the ITSO website, along with a calculator that can be used to estimate the fees that a new member can expect to pay. Further information can also be found in section 3 of this document. 

I am a TCA and would like to allow a County Scheme with an existing HOPS to take over administration of my passes. Is this possible?

This is possible, but we need to have signed agreements from all parties for this to happen. If anyone is considering this, we recommend that they contact ISL to discuss the process in more detail. 

Are there any financial implications associated with this type of migration?
The basic costs of data registration are covered by ISL, but any additional costs for migration support such as integration are not covered and would need to be provided by either the County or TCA. 

2.
ITSO Membership Procedures
The following diagram details the migration processes required in order to become full ITSO Members:



3.
ITSO Member Fees
The ITSO Pricing Structure details the related costs for new ITSO Members, these are set out as follows:
3.1
ITSO Joining and Membership Fees

The ITSO Membership is based upon total population declarations, however this is an annual fee payable at the beginning of each financial year. The ITSO Pricing Structure is updated on a regular basis in order to indicate any alterations to ITSO fees.

Based on the current ITSO Pricing Structure, fees relating to Local Authorities are as follows:

	Population
	Joining Fee
	Membership Fee

	Less than 250,000
	£355
	£535

	250,001 to 499,999
	£715
	£1,070

	500,000 to 999,999
	£1,425
	£2,135

	Over 1 million
	£2,885
	£4,325

	PTE
	£3,915
	£5,870


3.2
ITSO Operating Licence Fee

As Migrating TCAs/Schemes will become independent ITSO Shell Owners, an ITSO Operating License Fee is levied as calculated percentage of a member’s eligible turnover. 

The ITSO Pricing Structure states: 

"The eligible turnover attributable to a Local Authority Concessionary Travel Scheme will be the value of all concessionary fares paid by concessionary passengers (including any single or multi operator concessionary products) plus the concessionary support payments to the operators."

Where all concessionary travel is free, this means that the eligible turnover is the sum of reimbursement payments to operators. However, if there are additional local concessions where the passenger pays a reduced fare, then this fare paid is also part of the eligible turnover. 

The following table provides examples of such fees based on the current ITSO Pricing Structure.

	Eligible Turnover
	Operating Licence Fee

	Up to £2.5 million
	£500

	£2.5 to £4.99 million
	£1000

	£5 million and above
	0.025% of turnover, examples given  below

	£5 million
	£1,250

	£10 million
	£2,500

	£25 million
	£6,250

	£50 million
	£12,500

	£100 million
	£25,000


All stated fees exclude VAT.

3.3
Other related fees

ITSO also provides an ISAM ordering service, which it employs to ensure the best possible prices can be secured for new ISAMs for use in ENCTS. Prices are as follows:

	ITSO Secure          Application Module
	Quantities
	Unit Price for 3v
	Unit Price for 3/5v

	
	Up to 50
	£58.35
	£90.45

	
	51 - 499
	£68.25
	£72.35

	
	500 plus
	£56.90
	£60.30


NOTE:
As migrating TCAs no longer require ISL ISAMs, it is imperative that all known ISAMs that contain TCA related concessionary product keys must be blocked. This can be done by notifying both ISL and the contracted card provider. Any TCAs producing cards in-house MUST return their ISL ISAMs upon migration.

A card validation service is also provided by ITSO in order to ensure all printed and encoded concessionary shells are valid in the ITSO Environment. This is offered a fix, tiered rate shown in the following table:

	Number of Passes
	Price

	Up to 10 passes
	£250

	11 to 20 passes
	£500

	21 to 30 passes
	£750

	31 or more passes
	£750 + £25 per additional pass over 30 


These fees include administration, management and postage from ITSO. 

There are registration fees paid by ISL on behalf of TCAs that will not require re-paying upon migration, such as IPE 16 (national concession products) and IPE 14 (extra local concession products, i.e. companion passes). However, any new IPE 14 product requests will require financing; such requests will require direct consultation with ITSO.
4.
Stop listing
Currently, member TCAs submit weekly stop list data to the ISL HOPS, either directly via the ISL Helpdesk or in-directly through a third party CMS submission (typically by card bureau). However, upon migration stop list data should no longer be directly submitted to ISL but should go to the TCA's new HOPS.

However, all TCAs that leave ISL must participate in the sharing of future stop listing and hot listing information through HOPS to HOPS sharing of data. 
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