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TENDERING CONTRACTS PROCEDURE
The full tendering procedure applies to the purchase of all goods, services and maintenance contracts where the anticipated value is at, or is expected to be over £25,000. This applies to both revenue and capital items which have been approved as part of the annual College Budget by the Corporation Board.
The following documents and approval must be sought prior to purchasing goods and services on behalf of the College in line with the Financial Regulations:

Procurements through the CPC or Crown Commercial have already been tendered and are therefore compliant with EU Regulations and Public Contracts Regulations 2015.  Procurements outside of these frameworks must adhere to current thresholds and legislation.

Levels of Authority are as follows (net of VAT):

Orders up to £2,000

Purchase requisition to be signed by approved 

budget holder. No specific requirement for

competitive quotations.

From £2,000.01 to £3,000
Purchase requisition to be signed by a 

member SMT. No specific requirement for competitive quotations.


From £3,000.01 to £10,000    
Purchase requisition to be signed by a member of 

    




SMT. Must be in receipt of at least three supplier       




quotations.

From £10,000.01 
Purchase requisition to be signed by a member of the 

to £24,999.99 
Executive Team. Must be in receipt of at least three supplier quotations.                                                                                            

From £25,000.0 to £100,000 
Purchase requisition to be signed by a member of the Executive Team.  Must be a process of competitive tendering and a suitable form of purchase contract.     


If a Government Framework is used for the procurement, for example, CPC, the ‘Contract Notice’ does not need to be on Contracts Finder however details of the ‘Contract Award’ must be published on Contracts Finder if £25,000 or over.               

If the college is running its own tender, and chooses to advertise the opportunity in the public domain the ‘Contract Award’ must be published on Contracts Finder within 24 hours of the college advertising elsewhere (advertising can include; published on your website, via Intend or another e-tendering portal, use construction line or similar approved supplier processes).

£100,000.01 or over
     
Purchase requires prior approval of the governing 


Body before being signed by a member of the Executive Team.  Must be a process of competitive tendering and a suitable form of purchase contract.

If a Government Framework is used for the procurement, for example, CPC, the details of the ‘Contract Award’ must be published on Contracts Finder (as above)          

If the college is running its own tender, the ‘Contract Notice; and the ‘Contract Award’ must be published on Contracts Finder as above.

All purchases at the end of the tender process must be evidenced in writing by a contract or order approved and signed in accordance with the procedures for ordering goods and services.
All documents must be forwarded to the Head of Business Services. A central log of all tendered contracts will be retained (paperwork to be held by Vice Principal Corporate Services’ administrator).

Where possible, a detailed specification of the goods/services/contract required should be prepared by the appropriate budget holder or their designate.
All tender documentation will include the following categories of information:

· specification (where available)

· the date and time by which tender documents must be received

· details of who and where to submit tender documents and must quote ‘tender – do not open’

After despatch of tenders the budget holder will complete the Tender Register Sheet for recording of the following information:

· subject of tender

· estimated price

· names of contractors to whom tenders despatched

· closing date for receipt of tender

· date and time of receipt of tender

As each tender is received the date and time should be noted and handed to the budget holder who will record on the Tender Register Sheet.

Tenders received after the specified closing date/time will be returned to the tenderer with an explanatory note.

As soon as practicable after the closing date/time the tenders will be opened in the presence of a member of the Principalship together with the budget holder and other appropriate colleagues.

As each tender is opened the price submitted will be recorded on the Tender Register Sheet.

The lowest or most favourable tender will normally be accepted unless it is felt that it is not in the College’s interest to do so. Any final decision regarding the acceptance of the tender must be subject to knowledge of the contractor and the quality of their work/service.

Where the lowest tender has not been accepted, the reason for this decision should be noted on the Tender Register Sheet.

The name of the successful tenderer should be recorded on the Tender Register Sheet and a member of the Principalship should sign the sheet to confirm that the tender process has been undertaken in accordance with College’s financial procedures. 

The result of the tender process should be reported to the Procurement and Contracts Meeting and Resources Committee.
Award details of contracts advertised on Contracts Finder must be published.
The budget holder will write appropriately to all unsuccessful tenderers, and may at their own discretion disclose the value of the winning tender. However, details of other tenders or the ranking of their own tender relative to others may not be given.

All documentation relating to the tender process will be retained for a period of two years.
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