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Introduction

Anytown District Council have produced this guide to explain how it buys supplies, services and works and give advice to organisations on how they can become suppliers to the Council.  Also on how we select and award contracts regardless of whether an organisation has worked with us in the past or not.

We are always looking for suppliers who can assist the Council in providing an improved service to its customers.

What is our purchasing procedure for goods and services?

We are constantly looking at ways to improve the value for money obtained from our purchases.  If you think that your organisation can help us achieve this and you are interested in becoming one of our suppliers please forward your details to the Procurement Manager, (Name, Address, E-mail, Telephone)
The Council is governed by ‘Contract Procedure Rules’ which determine the approach we use for purchasing depending on the estimated overall value as shown below: -
£0 – £2,500

Competitive quotations are not required, but the purchasing officer should obtain and record one informal oral quotation and be satisfied that the costs are reasonable. A direct approach to a single supplier is acceptable.  

£2,501 - £5,000

At least two quotations (verbal, written or via e-mail) must be obtained.  Records must show which supplier have been approached and the prices quoted.
£5,001 - £25,000

At least three written quotations must be received (e-mail is acceptable).

The purchasing officer should be satisfied that the costs are reasonable.  

£25,001 - £75,000

At least three written quotations must be received (e-mail is acceptable).

This should be based on a Request for Quotation (RFQ) document which contains simplified terms and conditions.  

Over £75,000 and up to EU thresholds

At least three tenders must be sought

EU Thresholds

Above EU thresholds
The EU Regulations shall be followed on all procurements over the EU threshold. 

Contracts above this threshold must be advertised via a Notice in the Official Journal of the European Union (OJEU).

All those invited to tender will be appropriately vetted i.e. for financial standing and technical ability etc.  

There are three types of procedure that can be used as follows: -

Open Procedure - This allows anyone to submit a tender.  The tender must be advertised in the OJEU, it can also be published in the UK press but this cannot appear before the publication of the OJEU notice.

Restricted Procedure – A notice is published in the OJEU inviting prospective contractors to express an interest in a particular contract.  Those expressing an interest are short-listed and those on this list are subsequently invited to submit a tender. 

In all procedures a further Notice is then published in the OJEU confirming the award of the contract.   

N.B. The above is only a summary of the European Directives.  

Where do we advertise our contracts?

Source Lincolnshire
www.sourcelincolnshire.co.uk
TED – Tenders Electronic Daily
http://ted.europa.eu/
BIP – Business Information Publications

www.delta-ets.com
Details of our existing contracts can be found on the Contract Database.

How can you become an approved contractor?

(Construction related)

In respect of contracts relating to the construction industry, the Council currently uses a ‘Select List’ from which we appoint contractors.  If you are not currently on the list but wish to be included, please contact (E-mail address) for more information.
All construction related contractors (or their sub-contractors) must be registered under the Inland Revenue ‘Construction Industry Scheme’. 

Tender Guidance

Tendering documentation may vary in detail but we will:

· avoid over specifying a requirement

· invite a sufficient number of tenderers to ensure fair competition but remove barriers to participation by small suppliers without discriminating against larger suppliers

· provide clear and standard documentation

· give all tenderers equal opportunity

· provide feedback to unsuccessful bidders

You may seek clarification on any of the points contained in the tender documents, by contacting the named person, at any time prior to the closing date of the tenders.

When returning the tender please ensure that:

· the envelope does not bear any name or mark indicating the identity of the sender (this includes for example, franked mail, Post Office labels detailing the sender, courier service labels or a signature across the seal of the envelope)

· the envelope is not accompanied by other documentation which identifies the tenderer

· all documentation is properly completed and enclosed with your tender

· the time by which the tender must be returned is noted

· If returning tenders by post, that the chosen method will guarantee delivery before the specified deadline 

Tenders returned other than in the normal course of post will only be accepted during normal office hours i.e. 

Monday – Thursday 8.30a.m. – 5.00p.m. Wednesday 9.30am – 5.00pm and 

Friday 8.30a.m. – 4.30p.m. (excluding bank holidays)

No tender will be considered which is late - for whatever reason.

N.B. We do not open any tenders until after the deadline has expired, therefore there is no penalty for returning a tender early!

The award criteria used for assessing bids will be detailed in the Tenders documents.

What will be expected of you as a supplier/contractor?

· To be reliable and provide a dependable service

· Promote good and open communication 

· Be willing to advise and suggest alternatives to reduce cost or wastage whilst maintaining or improving overall quality of the product/service

· Conduct any business ethically, honestly, professionally and with integrity
· Inform the Council of any instances of fraud or malpractice you become aware of while working on its behalf.

What can you expect from us?

· We will promote good and open communication

· We will advise and suggest alternatives to reduce cost or wastage whilst maintaining or improving overall quality of the product/service

· We will act ethically, honestly, professionally and with integrity   
· We will ensure prompt payment of your accounts and aim to pay all undisputed invoices within 30 days.  Our method of payment is electronically by BACS.  Please complete the BACS take up form. 
· We will provide appropriate feedback on all tendering procedures

· We will investigate, promptly and thoroughly, all concerns raised and will take appropriate action. Further details on how to report any concerns can be found in the ‘Whistle Blowing Policy.’

Partnering

We actively support partnering as demonstrated by our membership of the Anyshire Procurement Forum (APF), which allows us to consider collaborative procurement arrangements.       

Current members of the LPF include: -

· List of Members
We also use the purchasing consortium known as the Eastern Shires Purchasing Organisation (ESPO).  
Small and Medium Enterprises (SME’s)

We are committed to helping profit and non-profit SME’s, and the voluntary and community sectors to promote economic growth within the Anytown area.
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