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A. Introduction

This strategy represents the Housing and Planning Directorate’s procurement aims and objectives for the next two years. The aim of this strategy is to develop an ethos of continuous improvement and modernization throughout all areas of procurement within Housing and Planning. It will develop as the modernisation of procurement takes place and it will incorporate changes in procurement methods and techniques designed to meet the varying requirements of the organisation.
A summary of key objectives and performance indicators is contained in Section D below. This will be incorporated into Housing and Planning’s Service Improvement Plan and the workforce development programme.

This strategy is a supplement to the council’s Corporate Procurement Strategy and Contractual Standing Orders and should be used in conjunction with these. Additional guidance can be obtained from the Corporate Procurement Team.
B.  Procurement in Salford Housing and Planning Directorate
The Housing and Planning Directorate will investigate and evaluate innovative approaches to the provision of goods, services and works. The Directorate will support the council as it continues its programme of innovation and modernisation in procurement. 
The Gateway Review Process will become standard practice in all major procurement projects and a streamlined version will be developed for use in all procurement exercises. The Gateway Review Process is illustrated below and detailed guidance on how to implement it can be found in the Corporate Procurement Handbook. 
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Partnerships and Links with other authorities

(a)  Joint procurement arrangements with other authorities will be expanded where benefits can be obtained.

(b)  Benchmarking and best practice will be further developed and private organisations encouraged to participate. 

Risk Management 

It is important that we assess the inherent risk when choosing a particular procurement option. Risk assessment should be carried out at least when:

· Alternatives to existing service provision are being evaluated following a best value review.

· During the procurement planning stage.

· Whenever a major procurement change is proposed.

· Whenever a change in the procurement process or methods is proposed.

 Training

It is essential that there are sufficient staff in key areas who are suitably trained and qualified to provide the necessary professional expertise and the development of innovative procurement methods

C. Summary of Objectives and Action Plan 2008-2011
	Good Practice 



	Key Objective
To support the overall aim of achieving and maintaining good practice in Housing and Planning procurement activities by linking them with sector specific standards. 



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	All staff involved in procurement need to be aware of our duty to safeguard and promote the welfare of children and young people. 
	1) Ensure the duty is considered as part of any Ensure Housing and Planning procurement activity. 
	The duty is considered and the results influence the procurement activity.
	Procurement Project Lead, 

Business Support Services. 
	September 2008

	Link to Council’s Corporate Aims and Objectives
Pledge 4 – Investing in Young People 


	Best Value and Value For Money


	Key Objective
To support the overall aim of achieving and maintaining best value in the provision of Housing and Planning services by considering all options for service delivery and make the best choice based on a robust and challenging process.



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	Service providers may not necessarily be aware of how Best Value and VFM can be best achieved when delivering services.

Best practice incorporating a detached, procurement-based assessment process when purchasing services is required. 

Best Value reviews rarely include involvement by trained, professional procurement staff.


	2) Ensure Housing and Planning procurement activity contributes to the continuous improvement of services and service delivery.

3) Ensure continuous assessment of existing internal processes to optimise the potential for improvement.

4) Identify training activities for Housing and Planning staff to ensure procurement is incorporated in every day contract management.

5) Ensure adequate and ongoing training is offered to providers. 

6) Integrate Housing and Planning Contract Teams with the Corporate Procurement Team in Best Value appraisals of services.
	Whenever service provision is to be appraised or a contract renewed principles of procurement best practice are integrated into the decision making process.

Average savings achieved through procurement for the 5 largest procurement projects delivered in the previous financial year. i.e. difference between new and old contract as a percentage of the annual spend prior to re-tendering using the total figures.   

Each Housing and Planning Contracts Team supported by the Corporate Procurement Team are integrated into all Best Value reviews and fundamental service appraisals both directly or indirectly i.e. (on a consultancy basis). 

Training offered and given
	Team Manager/ Contract Manager/ Payments & Performance Manager

Supported by Corporate Procurement & Business Support Services
	September 2008

	Link to Council’s Corporate Aims and Objectives
The inclusion of procurement criteria and methods in best value reviews should lead to even greater improvements in Housing and Planning commissioned services. By introducing procurement into the Housing and Planning Best Value and VFM review process there is potential for economic improvement, development and growth.




	Positioning of Procurement



	Key Objective

To examine the procurement processes and requirements at a service level and allow for the deployment of professional procurement expertise where it can be of most benefit to the wider Council and its services, linking into the wider corporate procurement key objectives 



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	The benefits of a Corporate approach to procurement is generally appreciated, but there are still pockets of isolationism.

The structure and focus of procurement in Housing and Planning needs to be aligned to allow the best use to be made of a valuable resource of expertise both internally and externally, feeding into the Corporate approach to procurement.

	7) Housing and Planning to link into the strategic view of procurement, by developing and refining its procurement strategy and plans, which should be linked directly to the overall directorate service improvement plan and team service improvement plans

8) Procurement practice will be structured in a way that it feeds into and supports the corporate approach to procurement.

9) Procurement processes will be mapped and resources allocated where they will have the greatest impact.

10) Procurement linked to both Core Strategy and Commissioning Body memorandum of terms and both adopt full ownership of the procurement process.  

	Greater economies of scale through properly co-ordinated procurement and a higher degree of uniformity in requirements and specifications.

Identification of a core of main providers and contractors and the elimination of fragmented procurement.

A series of longer-term contracts and partnerships, which will benefit the council and the people of Salford.

Local companies will be actively encouraged to tender for appropriate levels of business.

Begin to use existing internal and external resources to enhance our procurement approach i.e. liaison with the North West Centre of Excellence.
	Supported by Corporate Procurement & Business Development
	September 2008

	Link to Council’s Corporate Aims and Objectives

By introducing procurement approaches to Housing and Planning Service Improvement Plan will attain reductions in the price of services and their acquisition, in turn increasing quality and achieving fitness for purpose. This should affect all aspects of the Council’s aims and objectives.




	Risk Management, Controls and Procedures



	Key Objective
To reduce or eliminate the element of risk inherent in any procurement activity and encourage effective relationships between the Housing and Planning Directorate, the Corporate Procurement Team and its providers and contractors.



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	There is an inherent danger of contracts and other procurement arrangements breaking down because of a lack of risk assessment during the procurement process and throughout the contract-monitoring period.

Contingency measures and plans need to be put in place to ensure continuation of basic services in the event of a crisis or disaster.


	11) Assessment and management of procurement risk will become an integral part of the procurement process.

12) A risk register and risk assessment process will be developed. The risk assessment process should be carried out at least when:

· Alternatives to existing service provision are being evaluated following a best value review.

· During tender evaluation.

· A major procurement change is proposed.

· A change in the procurement process or methods is proposed.

13) Procedures for evaluating and monitoring the financial strength of partners, providers and contractors will be enhanced to accommodate new and developing services.

14) Procedures for evaluating and monitoring the Health and Safety practices and procedures of partners, providers and contractors will be enhanced to accommodate new and developing services.

15) Partners, providers and contractors will be encouraged to adopt an open book approach in complex or long-term contracts.

16) Minimise administrative and monitoring costs in the establishment and management of contracts and services.

17) The Business Support Services Team will ensure that a strong partnership evolves with the Corporate Procurement Team to ensure that procurement monitoring information is provided as required and compliance is achieved i.e. European regulations and procedures.

18) Housing and Planning contracts will continue to be reviewed and updated as circumstances and markets change.

19) Contingency plans to be developed


	The development of the Corporate Procurement Team risk assessment strategy, which is built into all procurement processes.

Effective contract management and appraisal should:

Eliminate disadvantageous contractual arrangements.

Eliminate unforeseen breakdowns in contracts or supply arrangements.

Continue to use the NW accreditation framework as part of risk evaluation.

Appropriate contingency plans are in place and account for how the Housing and Planning Directorate alongside partners and providers will respond to crisis or disaster.
	Supported by Corporate Procurement & Business Development

	September 

2008

	Link to Council’s Corporate Aims and Objectives

The stable provision of services to the Council and effective partnerships with contractors should provide a sound base upon which the Council can pursue its aims and objectives without concern for logistical or contractual failures.




	Communication

	Key Objective
To ensure effective communication with existing and potential providers, contractors and suppliers, service users and wider stakeholders.



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	It is important that relevant information on all aspects of procurement reaches appropriate staff throughout the Directorate and Council.

It is essential that the actual requirements of end users are taken into account when entering into a procurement exercise and that their views are taken into account during the monitoring of contracts.

It is essential that Value for money considerations focus on the costs and benefits to the customer. 

In order to encourage new potential providers, suppliers and contractors to the council we should make information freely available to explain our requirements and procedures to them.


	20) Housing and Planning Procurement procedures and information will be reviewed and updated regularly.

21) Existing links with end users of services will be maintained and new links developed. This will include published information, user groups and easy involvement and feedback systems.

22) Set ambitious targets across all service areas to improve value for money and keep them subject to continual review. These are to be robust, realistic and SMART. 

23) Monitor how value for money is achieved with difficult procurement decisions being taken in the best interests of the customer over a sustained period of time (3 years) and communicate progress made to customers at regular intervals. 

24) Procurement decisions to take place within a transparent framework. This should include comprehensive dialogue with a range of existing and potential service providers and fully involve customers in the process from service design to delivery. Through capacity building, enable service users to exercise informed choice based on cost and quality and fully influence service standards. 


	All relevant staff aware of developments in procurement and have access and have knowledge of all Housing and Planning and Council procurement regulations and processes.

The Directorate’s VFM and procurement principles are fully embedded in the core service aims and objectives. These are clearly articulated in Service Improvement Plans and fully applied across all areas.

VFM targets consistently met or exceeded. 

Staff, elected members, customers and stakeholders share and aware of the commitment to promoting and achieving VFM including procurement principles over a sustained period within financial constraints and consistently deliver services against these. 

High levels of satisfaction with services provided.

A wider range and increased number of potential providers and contractors to bid for business. The increased competition will benefit the end users.

Providers are aware of our approach to procurement.

Systems are open and accessible i.e. can be accessed via a myriad of media.


	Supported by Corporate Procurement & Business Support Services

	September 2008


	
	25) Feedback from the main client groups and suppliers / contractors will continue to be encouraged via surveys, focus groups and user groups as well as interviews, debriefing and contract monitoring as part of the normal procurement process.
	Service users have knowledge and understanding of value for money and procurement and use this to make informed choices. (Keep records of involvement/outcomes of it)


	
	

	Link to Council’s Corporate Aims and Objectives
The potential to increase both the numbers of local and national providers should benefit the economy and increase levels of satisfaction. Overall better, innovative and creative services will be provided in turn enhancing the performance of providers contributing to better service delivery and best practice, in turn creating a better living environment for Salford citizens.




	Staff Training and Development



	Key Objective
To ensure the availability of high quality trained and motivated staff throughout all areas of procurement activity within Housing and Planning.



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	The level of knowledge and expertise among staff involved in procurement is variable. 

Not all are professionally trained and, while this is not always appropriate, there is no recognised minimum skill level, which is consistent within the department. 

There is a need to develop knowledge of procurement rules in the council’s constitution.

There is a need to develop knowledge of OJEU procedures especially in relation to major capital projects. 


	26) The Procurement Excellence Model will be an integral part of staff development. Skill shortages will be identified and improvement initiatives supported by a training programme. This will be formulated to include formal training, briefings and updates and developmental courses.

27) Procurement and VFM principles will be included in induction and management development programmes.

28) Training will be delivered by external sources (leading to appropriate professional qualifications) and internally to ensure a minimum standard of awareness of procurement methods, techniques and regulations.

29) Intranet based information relating to procurement will be continually expanded and updated.


	Minimum levels of skill and expertise will be identified which correspond with the degree of involvement in the procurement process and any gaps identified through staff supervision and appraisal structures.

A series of formal and informal training and briefing programmes will be established and budgets allocated.
	Supported by Corporate Procurement & Business Support Services 
	September 2008

	Link to Council’s Corporate Aims and Objectives

The implementation of minimum standards of procurement knowledge and expertise within the Housing and Planning Directorate should result in the provision of effective and consistent services to Salford citizens, which will support the requirements of the Council’s aims and objectives.




	Performance Management



	Key Objective

To Improve contract performance and services.  


	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	Benchmarking and performance indicators are new to procurement nationally and authorities need to share information and expertise to ensure that knowledge is spread for the benefit of all. 


	30) Introduce procurement KPI’s as identified in partnership with the Central Procurement Team, which if required or necessary will allow for regional and sub-regional benchmarking.

31) Benchmarking and best practice will be further developed and more provider organisations encouraged to participate. 

32) Housing and Planning procurement activity will be linked directly to the Council’s balanced scorecard methodology, in partnership and supported by the Directorates Performance team
	There should be an overall increase in best practice and a consequent reduction in service and acquisition costs or improvements in the supply or service.

Procurement will be better equipped to assess its effectiveness and identify areas of best practice, which can be shared, with other areas of the Council.

Performance indicators identified and built into Performance Frameworks.
	Supported by Corporate Procurement & Business Development: Directorate Performance Section
	January 2008

	Link to Council’s Corporate Aims and Objectives

The ability to measure the effectiveness of procurement and thereby manage it more efficiently and improve it will bring benefits to all aspects of the council’s aims and objectives.




	Partnerships and links with other Directorates and Authorities



	Key Objective

To increase the range of opportunities for increased economies of scale and the benefits of shared knowledge and joint working.



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	Reduced procurement resources and the effect of shrinking authorities has led to the need to pool requirements and resources to obtain better value for money.

Changes in the market place and in government funding practices encourages the development of long term partnerships with providers, contractors and suppliers on a variety of service developments.


	33) Increase the number of public/private partnerships developed and with the potential to involve new, special purpose companies, within the constraints of national policy and benchmarking.

34) Joint procurement arrangements with other Directorates, Local Authorities and public bodies (particularly the P.C.T. and CHSC) will be expanded where benefits can be obtained.

35) Links will be made with the current Corporate Procurement activity with the North West Regional Centre of Excellence.

36) Commitment to developing and procuring services cross authority linking into regional groups such as the NW RIG.

37) Continue to develop and monitor Egan construction partnering through FMG groups.


	An increase in the number of effective partnerships with providers and contractors. 

Percentage of non-pay spend channelled through collaborative procurement arrangements with other buying organisations.

Cashable benefits resulting from collaborative procurement. 

An increase in the number of joint working arrangements with other authorities and the formalisation of benchmarking initiatives.

Development of framework for sector preferred provider lists.

Number of Housing and Planning’s top 10 suppliers (by spend value) who have a formal partnership/framework agreement. 

Development of cross authority services. 
	Supported by Corporate Procurement & Business Support Services
	September 2008

	Link to Council’s Corporate Aims and Objectives

Effective relationships with providers and contractors and more joint procurement arrangements with other Local Authorities should bring greater benefits to the council, particularly in supported housing and social care, and the result of shared information and expertise may provide new ideas to enhance the economy environment and the overall quality of life for Salford residents.




	Sustainability and Regeneration



	Key Objective 

To promote procurement practices and frameworks that meet both Housing and Planning and Council objectives and contribute towards service, sector and environmental improvement, supporting the intention of the Council to ensure the local economy is vibrant, inclusive and sustainable.



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	Procurement has the opportunity to have a positive effect on environmental and social issues as well as improving the local economy.  In order to achieve this it must identify and support links with other council and governmental initiatives considering the sustainability and regeneration of the local area. 


	38) Ensure Housing and Planning procurement reflects corporate objectives and policies and ties into existing Council frameworks.

39) We will seek to encourage providers and contractors to support the Salford Employment Plan where it can be demonstrated to support the principles of best value. 

40) We will ensure that, where appropriate, environmental and sustainability criteria are assessed in the award of contracts.

41) Ensure that all specifications include the facility for potential suppliers to offer prices for environmentally friendly and sustainable initiatives.


	An increase in the choice of available environmentally friendly and sustainable alternatives in supply contracts.

A more ethical and egalitarian approach to procurement within the Council and the development of a like-minded supply chain.

An increase in the number of local suppliers and contractors.

A positive attitude among contractors and suppliers to support the Salford Employment Plan.

An increase in the number of local people employed by contractors and suppliers. 

New jobs and training opportunities will be identified as a result of this Strategy.


	Supported by Corporate Procurement & Business Support Services

	September 2008

	Link to Council’s Corporate Aims and Objectives

These objectives directly support individual aims and objectives of the Council. The environment, economy and quality of life in Salford should all benefit.




	Equality

	Key Objective 

Promote procurement practices that ensure contractors, providers, service users and consultants join Housing and Planning and the Council in promoting equality and diversity to eliminate direct and indirect discrimination.

	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	Housing and Planning Directorate recognises the potential positive impact of equitable procurement practice on the Equality & Diversity groups that SCC includes in Equality Impact Assessments:

· Age

· Disability

· Gender (including Trans-gender)

· Race

· Religion

· Sexual orientation

· Ex-Offenders


	42) Ensure the Housing and Planning procurement reflects local, national and European codes and practices. 

43) Ensure that Housing and Planning procurement abides by: Equalities Act 2006; Race Relations Act 1976 (Amendments) regulations 2003; EOC published code of practice (gender equality duty) and EC Directives 2000/78/EC.

44) We will begin to create a level playing field for small and specialist providers, including minority race and faith-led providers, so that they can compete on a more equal footing with mainstream providers.

45) Equal opportunities issues will be incorporated into tender assessment criteria.

46) Reach agreement with providers and contractors so that equality and diversity aspects of procurement apply to sub-contractors/throughout the supply chain

47) Explore the development of community enterprises among Salford’s diverse communities in order to promote a wider range of culturally specific services locally and regionally to provide economies of scale and tap into existing expertise in the Region

48) We will promote equal opportunities in services and organisations we choose to go into partnership with.
	A more ethical and egalitarian approach to procurement within the Council and the development of a like-minded supply chain.

An increase in the number of local suppliers and contractors from BME groups.

A positive attitude among contractors and suppliers to support the Salford Employment Plan.

New jobs and training opportunities will be identified as a result of this strategy.

Level of supplier diversity (e.g. BME-led contractors, sub-contractors)

Equality monitoring of contractors’ staff (aggregate) – workforce to reflect population.

KLOE 31

All procurement practices, policies and frameworks have been equalities impact assessed 


	Supported by Corporate Procurement & Business Development

	September 2008


	
	49) Ensure ongoing training and development is offered around equalities and best practice.
	
	
	

	Link to Council’s Corporate Aims and Objectives

These objectives directly support the aims and objectives of the Council. By working toward these objectives the environment, economy and quality of life in Salford should improve to benefit all.




	Modernisation of Procurement

	Key Objective

To continue the modernisation process and develop a more pro-active approach to procurement; to increase the ability to adopt new ideas. This should allow a rapid response to changes in the market place and the requirements of housing and planning, on behalf of the Council to deliver modern, dynamic and progressive housing and planning services.



	Issue
	Action
	Performance Indicator
	Co-ordinating Officer
	Review Dates

	The Housing and Planning directorate needs to continue to develop a modern approach to procurement, which easily accommodates the changing nature of the services we provide to our communities, as well as changes in the supply chain and allows long-term partnerships to evolve and be developed.

The adoption of modern procurement tools will also free up expertise from the more mundane tasks for use in these more complex aspects of procurement activity.

Adopting a modern approach to procurement and contracting will help to facilitate the drive toward best value.

There are a large number of potential suppliers of goods and services including SME’s, Third Sector Enterprises and BME businesses that have minimal experience of procurement activity.  


	50) Procurement will be innovative and evaluate new approaches to the provision of services.
51) Develop an Approved list procedure.

52) The Gateway Review Process to become standard practice for all major procurement projects and a streamlined version to be introduced for all other procurement exercises.

53) Encourage providers to offer creative and innovative solutions to service delivery adding value to service delivery.

54) Encourage competition and the development of new potential providers delivering goods and services to the Housing and Planning Directorate including SME’s, Third Sector Enterprises and BME businesses.

55) Supported by the Central Procurement Team, encourage providers to access local and regional training events, seminars concerning approaches to procurement such as submitting tenders and quotations.

56) To develop a procurement programme in line with DCLG guidance. 
	Generally smoother supply and service provision with increased benefits for the Housing and Planning at optimum cost.

The improved processes and documentation and rapid payment methods should attract a wider range and increased number of potential suppliers and contractors to bid for business. The increased competition will benefit the end users as well as drive up quality.

By introducing a series of business forums and provider training events will enable local companies to compete for Housing and Planning contracts and become more creative in identifying potential added value to their offering. 

These forums and training events should also address tender/quotation procedures as part of a wider procurement environment. 

Percentage of non-pay spend channelled through SMEs. 

Percentage of non-pay spend channelled through BME businesses. 

Percentage of non-pay spend channelled through Third Sector Enterprises. 
	Supported by Corporate Procurement & Business Development


	September 2008


	
	 
	Procurement programme and activities in place and running. 
	
	

	Link to Council’s Corporate Aims and Objectives

The increased interest in doing business with the Housing and Planning Directorate will affect many areas of the Council’s aims and objectives. The potential to increase the sophistication of service providers and encourage the development of companies located in Salford should not only benefit the local economy and the provision of services, but also improve the environment and quality of life for Salford residents, including service users.




D. The Salford Housing and Planning Procurement Guide

1. Introduction
This guide has been developed to support the delivery of the Salford Housing and Planning Procurement Action Plan.  It has been designed to incorporate the principles of the Corporate Procurement Strategy, the Procurement Handbook and the Contractual Standing Orders.
The information in this guide should be considered in conjunction with the corporate publications noted above and any additional guidance should be sought from the Corporate Procurement Team which can be contacted on the following numbers:
	Name
	Job Title
	Tel No

	Gary Amos
	Assistant Director [Procurement] 
	793 3878

	Terry Harrisson
	Procurement Manager 
	793 3220

	Colette Hilton
	Principal Procurement Officer 
	793 2603

	Tracy Traverse
	currently on a 6 month secondment 
	 

	Deborah Derbyshire
	Procurement Officer 
	793 3482

	Christine Flisk
	Procurement Officer 
	793 3336

	Val Lord
	Procurement Officer 
	793 3278

	Vicki Stansfield
	Procurement Officer 
	793 3298


A TYPICAL PROCUREMENT PROCESS

Processes to Follow
The approach to take will depend on the financial value of what is being purchased. The contract value is the total contract exc. VAT, not annual value. It is not acceptable to break contracts into smaller elements to avoid OJEU limits as aggregation applies to these too.
	Guidelines on estimated value of purchase and appropriate procedure



	Estimated Value


	Procedure

	Less than £10,000


	Informal quotation - invite 1 or more persons / firms suitably qualified.

Quotation may be accepted by the appropriate Director, who shall keep a record of all invitations issued and received and which will be retained for a period of six years from the date of receipt.

Written acceptance must be in a format approved by the Deputy Strategic Director of Customer and Support Services and City Solicitor.

	£10,000 - £30,000


	Minimum of 3 quotations from suitably qualified companies chosen by the appropriate Director who shall keep a record of all invitations issued and received and which will be retained for a period of six years from the date of receipt.

Written acceptance must be in a format approved by the Deputy Strategic Director of Customer and Support Services and City Solicitor.

	£30,000 - £100,000


	Sealed quotation - invite a minimum of 3 suitably qualified from companies chosen by the appropriate Director. The Director shall keep a record of all invitations issued and received and which will be retained for a period of six years from the date of receipt.

If less than 3 potential contractors respond then the Chief Executive’s permission must be obtained before acceptance of the quotation. 

Written acceptance must be in a format approved by the Deputy Strategic Director of Customer and Support Services and City Solicitor.

	£100,000 to European thresholds


	1. Open Competitive Tendering

Advertisements must be placed in one or more local newspapers and one or more specialist journals. Allow a minimum of 14 calendar days notice for expressions of interest to me made to the Council. Tender papers must be issued within 14 days of closing date of expressions of interest.

2. Restricted Procurement

Use only if there is no existing procurement framework  or the open method would not produce a greater range of potential contractors.

Advertise as with the open procedure, but in this case tenderers apply for a questionnaire from which a short list of tenderers will be made.

Questionnaires should be forwarded to all applicants.

Completed questionnaires should be reviewed by a minimum of 3 officers who also arrange for financial appraisals.

Tenders should be sent to a minimum of 3 companies. If less than 3 of the returned questionnaires are considered suitable, the Chief Executive’s permission is required in order to proceed with the procurement process.



	Estimated value greater than the European thresholds:

Supplies / Services: £144,371

Works: £3,611,319

As at 1/2/2006
(due for revision January 2008)

	Follow the prescribed procedure as detailed in the Consolidated European Procurement Directive.

See Corporate Procurement Team for advice.


Establish Roles and Responsibilities
· Establish roles and responsibilities of all involved. Get everyone to contribute to the planning process.

Ensure Transparency of Proceedings
· Be seen to be fair and conduct the process without favouritism. In advance of formal proceedings, consider range of suppliers in the market.

· Before going out to tender, get all internal players to contribute to the critical success factors and key evaluation criteria.  Allow sufficient time for suppliers to submit tenders.
Observe Legalities
· Ensure compliance with Contractual Standing Orders and the EU Procurement Directive.

· Seek legal and procurement advice and involvement in the process at the beginning. You are initiating events resulting in a contract so it has to be legal.

Accommodate Innovation and Secure Best Value
· Don’t be too restrictive with suppliers. Don’t be too prescriptive in how you want the work delivered.

· Describe the ‘outcomes’ you require.

· Try to find ways specialist suppliers and contractors who can contribute their expertise; allow tenderers to innovate and offer their best solutions.

· Make sure you secure the ‘most economically advantageous option’ and not just the lowest tender price.

Tips for a Successful Procurement Process

Prepare Sound and Complete Tender Documents
· Specify clearly what you want and describe in detail how tenderers are to price their submissions 

· Give thought to pricing mechanisms (eg lump sum or schedules of rates) and if these will be good enough to accommodate potential changes in the future.

· The more information you provide, the greater your chances of success.

Consider Performance Monitoring and Contract Management
· Be clear as to how payments are to be calculated.

· Make payments on time.

· Be clear about contract performance measures to be achieved.

· Consider default procedures, performance incentives and profit sharing.

· Establish monitoring procedures.

· Incorporate these processes into the tender documents.

Ensure Procedures Provide for Probity and Accountability
· Ensure the whole process is documented and recorded, and that all key documents are signed, dated and retained.

· Communicate all decisions to the whole team.

Think Before You Act
· Review your plans before commencing and don’t rush things.

· Think what can go wrong? And put possible contingencies in place.

Learn From the Process
· Learn, experiment, and don’t fear mistakes.

· Ask how could it be improved next time?

· Develop your skills. 
















Review and testing


The need for the contract will be reviewed regularly and after a set period of time the contract may be advertised again.








Managing the contract





The supplier and the organisation manage the contract and the supplier’s performance is checked and monitored by the organisation.








Managing how the contract is put in place





Everyone involved works together to put operations in place for the forthcoming contract.











Awarding the contract





The organisation then awards the contract to the supplier whose bid represents value for money.








Defining the procurement strategy





The public sector organisation defines their aims, decides what is needed, prepares the business case and then decides how the procurement exercise will be carried out. They will take account of market conditions, legislation and public sector policy.








Inviting tenders





The public sector organisation invites suppliers to put in an offer, or tender - often in response to an advert in the Official Journal of the European Communities (OJEC) or a trade magazine. Pease see the EC Rules section for more details.  In some cases suppliers have to pre-qualify before being invited to tender.  They do this by answering a questionnaire or supplying information about their financial status, previous experience and references and so on.








Evaluating tenders





The public-sector organisation then evaluates the tenders against set criteria relating to value for money.  This process usually includes a period to clarify the tender.
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