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Introduction to 
Standard Template Documents

The EMCE in collaboration with other RCE’s have established a series of standard template documents for use by Local Authorities.

These documents have been developed by various working groups often by using examples of what was considered existing good practice and refining these into the attachments hereto.

The purpose of these templates is to

(a) Provide those authorities without consistent standard template document relating to procurement processes with such documents.  The benefit from using a standard template is that it both saves time on each individual procurement and provides a good consistent base document.

(b) Develop over time a consistency of documentation emulating from local authorities which provides suppliers, in particular SME’s with a recognised format in which they are comfortable in responding against.

These are templates and inevitably each specific procurement may require some small customisation for that particular requirement. You should however revert back to the original template for each new procurement process.

These documents have been developed in good faith by various officers and are considered to be examples of good practice. You should however validate these with your individual Legal departments before use and gain their approval for incorporation into your authorities systems and processes.

January 2008

	
	Ref 
	Version
	Date
	Title
	Explanation / Description / Purpose

	RFQ  ( Request for Quotation)
	

	
	11
	V2
	Dec 07
	Request for quotation for goods
	

	
	12
	V2
	Dec 07
	Request for quotation for Services
	

	
	13
	V2
	Jan 07
	Request for quotation for Consultancy services
	

	
	
	
	
	
	

	PQQ (Pre Qualification Questionnaire)
	

	
	23
	V3
	Jan 08
	PQQ   Main Body A
	

	
	24
	V3
	Jan 08 
	PQQ   Main Body B
	

	
	25
	V3
	Jan 08
	Completion guidance for suppliers 
	

	
	26
	V4
	Jan 08
	Evaluation guidance for buyers
	

	
	27
	V3
	Dec 07
	Evaluation matrix
	Excel spreadsheet. 

	
	28
	V1
	July 07
	Additional financial questions
	

	
	29
	V4
	Dec 07
	Additional health & safety questions 
	

	
	30
	V2
	Jan 08
	Additional equal opportunity questions
	

	
	31
	V1
	July 07
	Additional sustainability questions
	

	
	32
	V1
	July 07
	Additional software questions
	

	
	33
	V1
	July 07
	Additional social care questions
	

	
	
	
	
	
	

	
	
	
	
	
	

	ITT ( Invitation for Tender)
	

	
	54
	V1
	Oct 07
	ITT for Goods (Restricted)
	To be used in a restricted process when contracting for goods .
If this is going to be an open process then the PQQ questions must be included within the document 



	
	55
	V1
	Oct 07
	ITT for Services (Restricted)
	To be used in a restricted process when contracting for a service.
If this is going to be an open process then the PQQ questions must be included within the document 



	
	56
	V1
	
	
	

	
	57
	V1
	Oct 07
	ITT -  Intention to tender form
	

	
	58
	V1
	Oct 07
	ITT – Contract rebate form
	

	
	59
	V1
	Oct 07
	ITT – Contract particulars
	

	
	60
	V1
	Oct 07
	ITT – Evaluation form for group scores
	Excel spreadsheet

	
	61
	V1
	Oct 07
	ITT – Evaluation for individual scorers
	Excel spreadsheet

	
	62
	V1
	Oct 07
	ITT – Guidance for evaluation panel
	

	
	63
	V1
	Oct 07
	ITT – Evaluation weighting clauses
	

	
	64
	V1
	Oct 07
	ITT – ICT Hardware guidance and clauses
	

	
	65
	V1
	Oct 07
	ITT – Software guidance and clauses
	

	
	66A
	V1
	Oct 07
	ITT – Community benefits guidance and clauses
	

	
	66B
	V1
	Jan 08
	ITT – Additional optional Social Clauses
	

	
	67
	V1
	Oct 07
	ITT – Additional optional clauses
	

	
	68
	V1
	Oct 07
	ITT – Additional clauses
	

	
	69
	V1
	Oct 07
	ITT - Pension Considerations
	

	
	
	
	
	
	

	
	
	
	
	
	

	Letters
	

	
	71
	V2
	Dec 07
	Standardisation of process Letters
	Template letters together with advice on their specific usage

	
	72
	V2
	Dec 07
	Sending Out Pre Qualification questionnaire
	To be sent out when a request is received in response to an advertisement for a tender requirement.  Restricted Tender Procedure

	
	73.
	V2
	Dec 07
	Unsuccessful at shortlist of Pre Qual Questionnaire
	To inform unsuccessful applicants that they will not be invited to tender and offering feedback on their submission.

	
	74
	V2
	Dec 07
	Successful shortlist from pre qual
	Informing companies that they have been successful in being selected to be invited to tender.  Invitation to tender is not until a date in the future.

	
	75
	V2
	Dec 07
	Invitation to Tender
	A covering letter accompanying the tender documents



	
	76
	V2

	Dec 07
	Request for Quotation
	Letter to accompany quotation documents

	
	77
	V2


	Dec 07
	Request for Reference inc reference response form


	Where the tenderer has supplied details for references to be sought.  This form enables a consistent approach to the collection and collation of this data.

	
	78
	V2


	Dec 07
	Request for quote or mini tender as part of the further competition where required to make use of a framework contract
	Where framework contracts through Consortia, collaborative contracts or framework for an individual organisation, require further competition by way of a mini tender.

	
	79
	V2


	Dec 07
	Notification of intention to award to successful contractor 
	To inform preferred contractor that you intend to award a contract to them following the 10day Alcatel standstill period

	
	80
	V2


	Dec 07
	Notification of intention to award – unsuccessful contractor
	It is a requirement under Regulation 32 of the Public Procurement Regulations 2006 which requires the contracting authority to inform the providers in writing and by the rapid means of communication practicable.  This notice should include: the criteria for the award of the contract, where practicable the score obtained by the recipient of the notice and the name and score of the successful bidder.

	
	81
	V2
	Dec 07
	Notification to those who submitted pre qual of intention to award
	The rules currently require you to advise all bidders and applicants.  The main issue is -who is an applicant? Following advice from our EU consultant who has undertaken discussions with the EC and the UK Government; both have agreed that it is reasonable to only include genuine applicants that have provided all the qualifying information you have asked for or completed a PQQ in accordance with your requirements in other words not every supplier that has simply

requested copies of the tender documents.  This

interpretation has not been tested in the courts but it does appear defendable.

The current draft changes for the Remedies Directive drop the need to advise applicants but this will not be implemented for some time Months if not years.



	
	82
	V2
	Dec 07
	Contract Award
	Following the Alcatel 10 day Standstill period, the letter to the successful provider to undertake completion the contractual formalities, either by sending an order, arranging to complete contract docs or enclosing them for signature.

	
	83
	V2
	Dec 07
	Guidance


	Guidance for Local Authorities on application of the Public Contract Regulations 2006 in respect of the ‘Alcatel’ standstill period

	
	
	
	
	
	

	
	
	
	
	
	

	Policies
	
	
	

	
	91
	V2
	Dec07
	County & regional collaboration 
	

	
	92
	V1
	Dec07
	Whistle blowing policy
	

	
	93
	V1
	Sept 06
	Guidance on Financial Thresholds
	

	
	94A
	V1
	Dec 07
	Contract Procedure Rules (Short Version)
	NE Derbyshire example

	
	94B
	
	Dec 07
	CIPFA Contract Procedure Rules
	

	
	95
	V1
	Jan 08 
	Example of a Sustainable Procurement Policy
	

	
	96A
	V1
	Dec 07
	Example of Selling to the Council guide text
	

	
	96B
	V1
	Dec 07
	Example of Selling to the Council leaflet 
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