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Section One: Introduction 
 

Bangor University buys utilities, works, services and goods. Expenditure covers the 
purchase of electricity, through to large construction and refurbishment of buildings 
to very small requirements such as office stationery. 
 
All procurement activity must be carried out in accordance the University’s 
Procurement Procedures and all staff must make themselves aware of the detail of 
these regulations set therein.  The University’s Procurement Procedures set out the 
minimum procedural requirements for purchasing works, goods and services and 
must be strictly adhered to. 
 
The Procurement Procedures not only ensure that the University’s own require-
ments in terms of governance regarding the expenditure of money are communi-
cated to members of staff but also ensure that it complies with (and does not con-
travene) any regulatory or statutory obligations that may apply to the expenditure. 

https://my.bangor.ac.uk/governance-and-compliance/documents/Gifts-Hospitality-Policy-2019-en.pdf
https://my.bangor.ac.uk/governance-and-compliance/documents/Anti-Bribery-Policy-2019-en.pdf
https://my.bangor.ac.uk/governance-and-compliance/documents/Policy-Declarations-Interest.pdf
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1.1   What does ‘Procurement’ Mean? 
'Procurement’ is the process of acquiring goods, works, utilities and services, cover-
ing both acquisitions from third parties and from in-house providers. The process 
spans the whole life cycle from identification of needs, through to the end of a Con-
tract or the end of the useful life of an asset. It involves options appraisal and the 
critical 'make or buy' decision. 
 

1.1.1 Procurement Cycle 

The Procurement Cycle shows the key stages of the procurement proce-
dure when planning to acquire goods (also applicable to research funded 
projects), services and works from identification of need to completion of 
purchase/Contract.  

 

Estimate value of 
purchase ex VAT 
based on one or 
more purchases over 
a maximum period 
of up to 48 months

Use purchasing 
procedure 
appropriate to 
estimated total 
spend..

Manage supplier 
relationship during 
purchase, or 
Contract term to 
ensure quality of 
supplier’s 
performance 

END HERE:

Relationship ends 
with satisfactory 
completion of the 
purchase order or 
Contract by both 
parties

START HERE:

Identify need for 
goods and, or 
services. Research 
market to establish 
profile        
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You may similarly come across the concept of Purchase to pay (P2P) which can be 
defined as a "seamless process enabled by technology designed to speed up the 
process from point of order to payment". The P2P cycle includes all the stages 
"from the initial identification of requirements, to the procurement/purchasing of 
the item, through the receipt of the goods ... to the payment of the supplier once 
the goods are received" 

The Purchase to Pay (P2P) process underpins many sub-processes from sourcing 
and negotiating terms, ordering, receipting and payment, through to contract and 
relationship management. A well-executed P2P process can increase control and 
visibility, save costs and generate automation efficiency. 

 

1.1.2 What is the Difference between Procurement & Purchasing? 
The term 'procurement' covers, for all areas of an institution's non-pay expendi-
ture, the entire process of acquiring goods and services from third parties. It in-
cludes identification of requirements, specifications, assessment of risks, manage-
ment of tendering processes, ordering, contract award and management and mon-
itoring of suppliers' performance.

http://www.felp.ac.uk/content/whole-life-costing
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1.3   Legal Implications for Procurement 
Public procurement law (governed by the UK Government through the Public Con-
tract Regulations 2015 (PCR)) regulates the purchasing by public sector bodies in re-
spect of contracts for goods, works or services. For larger purchases (above the PCR 
threshold – see later in this manual), t

/finance/pu/documents/procurement-strategy.pdf
https://my.bangor.ac.uk/planning-and-student-data/strategic-plan/index.php.en
http://gov.wales/docs/prp/toolkit/june15walesprocurementpolicystatement2015v1.pdf
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1.5   Responsibilities of Colleges/Professional Services 
Responsibility for compliant procurement is a responsibility of all staff working at the 
University involved in purchasing goods, services and/or works. Staff should ensure 
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sensitive. For this reason staff must ensure that they maintain all commercial infor-
mation (including Tenders and Quotations) securely to minimise the opportunity of 
unauthorised access. 
 
1.8 Where to get Procurement Training 
Procurement training courses are arranged periodically through the Development 
Team. Alternatively, the Procurement Team can provide ad-hoc training on request. 
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Key Points to 
Remember! 

 

Seek to understand the 
outcomes and objectives 

of your procurement

Seek 
Help/Establish 
who can help 

you within your 
own team

Review the 
lessons learned 
from similar or 

previous 
procurements
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Value for Money

Environmental, 
Health & Safety, 

Race Equality

Risk 
Management

Managing 
the Contract

 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Contents Section Two: Defining What You Want 
 
Aims: To establish the pre-planning stages/ processes to enable a robust and thorough 

procurement: 
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Section Two: Defining What You Want 

2.1 Steps Prior to Purchasing 
In keeping with Section 1.7 Deciding How to Proceed, once a potential procurement has 
been identified it is important to check there are no existing arrangements that you 
can use. If there are none you will need to decide what to do next; but before that 
(particularly for more complex/high value purchases) you may want to consider 
preemptive steps that will help shape the process. 
 
Appendix 3 is an illustrative document meant to show the steps that may prove use-
ful.  The steps will vary; depending on the nature, complexity and value of the pur-
chase. In most cases purchases will be through an agreed simpler route 

http://www.felp.ac.uk/content/option-appraisal
http://www.felp.ac.uk/content/producing-specification
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Later on in this manual you will learn about strict prescribed planning /actions in re-
lation to the Public Contract Regulations (Section 5) including requirements to abide 
by definitive timescales, and rules around supplier selection, contract award criteria 
and evaluations 
 
In essence, project management is the management and delivery of projects to sat-
isfy the expectations of stakeholders, whilst meeting requirements with regard to 
time, cost and quality.  As such it must be considered carefully at the planning stages. 
A project is usually defined as a set of related activities which, when completed, de-
liver specific products, services or benefits.  It is different from day to day service 
delivery in that it is discrete, having a defined start and end point. 
 
2.3 Putting together a Business Case  

The Business Case is a working document used to manage a project.  It is owned by 
the Project Lead but should be developed with your identified key stakeholders.  It is 
used to obtain management commitment and approval for investment in a project 
or procurement and it provides a structure for decision-making in the planning and 
management of that procurement.  The Business Case should link the outcomes of 
the project to the University’s 

3
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¶ impact negatively/positively on other areas of the University’s work 
 

2.4.1 Evaluating the Options 
Examples of the types of assessment criteria that might be used to identify the 
most appropriate approach could include: 

¶ Certainty of whole-life costs 

¶ Ability to provide the project within critical time restraints 

¶ Level of disruption to project flow 

¶ Opportunity for disputes and associated costs of having more than one 
supplier 

¶ Attractiveness of the approach to the market 

¶ The ability of the market and the University to support the size/com-
plexity of project 

¶ Degree of control the client requires during delivery 
 

2.5 Supplier Appraisal 
Supplier appraisal is the evaluation and monitoring of supplier capability to ensure 
successful delivery of commercial outcomes. It is an essential part of strategic sourc-
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¶ Problems as a result of communication or cultural differences if the 
supplier is based in, or provides goods and/or services from, territories 
far from where you are based. 

 

2.5.1 When to appraise  
Not all suppliers will need to go through a full appraisal process, particularly where 
the goods and services provided are ad hoc, short term, low value, can be cancelled 
quickly and cheaply or are easily replaceable. Such an appraisal process is usually 
used if any, or a combination of, the following contract conditions e[ ass is usually

5
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If you are starting to draft a specification it may be worth checking to see if something 
similar already exists.  If it does, use the document as a starting point, think about 
each aspect of the description and challenge it.  Ask yourself: 

¶ Is the element relevant to my needs? 

¶ Does it describe what is required? 

¶ What words need to be changed, removed etc.? 
  

Most procurement requirements are simple and straightforward and do not require 
complex specifications so as a rule, keep the specification as straightforward and sim-
ple as possible. 
 
You should find that it is easier to modify an existing specification (assuming it is rel-
evant) than to start from scratch. When you are ready to issue your tender documen-
tation, consider placing the new or revised specification document somewhere 
where others may benefit from your work as you did from someone else's.  The spec-
ification and supporting documents must be prepared with care as they will form part 
of the Contract and will provide the basis of the relationship with the supplier.   
 
The specification, then, is a core part of the documentation as it defines what the 
procurer wishes to buy and what is expected from the supplier.  It provides project 
specific information to supplement standard conditions of contract and it is im-
portant that it is accurate, complete and unambiguous. 
 
The specification must provide equal opportunity for all potential suppliers to offer a 
product or service which meets the University’s requirements.  Often end-users may 
wish to favour one supplier or solution but such an approach is likely to reduce the 
University’s ability to achieve value for money and is likely to be deemed anti-com-
petitive.  Likewise allowing the market to dictate a solution before the need has been 
defined, raises the risk of discriminating against a supplier.    
 
Development of the specification will be an ongoing process involving key stakehold-
ers and market information.  Specifications must clearly state the outputs the Uni-
versity requires from the project but invite suppliers to use their own experience to 
propose the best inputs to deliver that requirement.  The specification should ad-
dress issues up to exit from the Contract.   
 
When preparing the specification, attention should be given to how the contract will 
be managed and monitored once awarded. Standard terms and conditions should be 
agreed and included in the invitation documentation. 
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http://www.felp.ac.uk/content/competition
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priate to the complexity of the procurement and barriers to the participation of sup-
pliers should be removed.  In practice, the level of competition is indicated by the 
estimated value of the proposed procurement.   
 
Although low value c
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University’s defined requirements.  It is very important therefore for all those pur-
chasing to be aware of the principles of whole life costing and to apply these. 
 
The purpose of Whole Life Costing (WLC) is to identify the total cost of procurement.  
The concept is generally associated with the acquisition of long-term assets which 
have an on-going maintenance requirement.  However, the concept is useful to help 
identify the most cost-effective option on smaller projects, including service con-
tracts.  
 
If only the initial purchase price is taken into consideration there is a risk that the 
procurement will cost the University more than has been budgeted for, and future 
budget pressures may arise.  Furthermore, it may undermine the procurement exer-
cise when an option that is not as cost effective overall is selected - but longer term 
costs are not identified and considered.  On larger procurement projects the implica-
tions could be serious and costly to the University. 
 
Indicative whole life costs for the project must be identified at the business case 
stage.  This should be further developed as part of the options appraisal.   
 
WLC includes every cost and commitment associated with the procurement and de-
livery of the service or product.  For example, the University is proposing to purchase 
a photocopier; there are two types that meet the full specification that has been pre-
pared. The expected life of the copier is 5 years.  In identifying the costs, considera-
tion has been given to the follow headings: 
 

Key Whole Life Costs – 
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For service contracts, the main hidden costs will be overheads and management 
costs (including contract management and monitoring).  These are frequently over-
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¶ promoting equality in the workplace; 

¶ opening up opportunities for small organisations in Wales, such as 
SMEs, Third Sector Organisations and Supported Factories and Busi-
nesses 

¶ ensuring that disadvantaged groups are represented in the supply 
chain through working with these smaller organisations; 

¶ contribution to the local community in terms of education, regener-
ation and community engagement. 

 
Community benefits can be classed as ‘core’, i.e. inclusion of community benefits ob-
jectives in the subject matter of the contract; or ‘non-core’, i.e. using conditions of 
contract or inviting community benefits proposals. 
 
Value Wales have also developed a Community Benefits Measurement Tool which 
has been designed to record the outcomes of the community benefits objectives set 
by the contracting body as part of the overall procurement strategy or plan. The tool 
should be completed for all contracts with a value of £1m and above. 
 
There is in-depth guidance on the use of community benefit clauses available from 
Value Wales. You should also contact the Procurement Team for advice prior to at-
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¶ Who is responsible for sponsoring the relationship on behalf of each party;  

¶ Who is responsible for monitoring operational performance;  

¶ Who will manage the commercial aspects;  

¶ How these responsibilities are delegated – for example, in a national agree-
ment, there may be representatives at regional and national levels and their 
remit must be clearly defined;  

¶ Frequency of meetings (e.g., annual, quarterly, monthly), including at-
tendees and agenda items for each;  

¶ Escalation plan, which includes named individuals and details a timescale for 
such escalation.  

 

Adhering to some basic principles can ensure that respect is maintained on both 
sides – to the benefit of the contract. 
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Section Three: Procuring Goods, Services & Works 

3.1 Procurement Processes/Flowcharts  
The University acquires goods, services and works across a spectrum of value, from 
stationery to eight-figure construction projects. As the value of an acquisition in-
creases, its complexity and risk tends to increase. There are five procurement pro-
cesses to cover this spectrum of activity. The procurement cycle outlines the basic 
stages of procurement from identifying the need to completing the purchase or con-
tract (Section 1.1.1) 

There are a number of key stages in the procurement process for each level of spend 
from under £10,000 (excl. VAT) to the PCR threshold (incl. VAT) and above.  As the 
level of spend increases, the procurement process becomes more detailed.  Note 
that you must keep records of your procurement activity to provide an audit 
trail.  These procedures are also applicable to the acquisition of research equipment. 
 
Colleges and Professional Services must competitively tender their requirements for 
goods, services and works and are advised to seek advice from the Procurement 
Team whenever needed. 
 

3.1.1 Key Tender Documents 
Various documents have been set up by Procurement Services to be used to invite 
competitive tenders from prospective suppliers for goods and services and are ap-
plicable to the acquisition of research equipment and associated services. 

 

Note that goods and services acquired through Contracts or framework agreements 
established by other bodies (i.e. NWUPC, NPS, etc.) will be governed by the terms 
and conditions applicable to the specific agreement.  If you invite firms to submit 
mini-tenders (call-offs) under framework agreements, you are bound by rules under 
that agreement as well as the Public Contract Regulations so please ask for advice 
from Procurement Services. 
 

3.2 Current Applicable Thresholds  
The University sets out how a value of a potential purchase dictates the procurement 
procedure as follows: 
 

 

Back to Contents 

http://www.nwupc.ac.uk/
http://nps.gov.wales/?lang=en
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services (around building works) including project management, architects and mar-
ket research etc.  
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¶ Improved audit trail increasing integrity and transparency of the tendering 
process;  

¶ Improved quality of tender specification and supplier response;  

¶ Provision of quality management information; 

Manual tender processes can be long and cumbersome which is costly for both buyer 
and supplier organisations – eTendering replaces these manual paper-based tender 
processes with electronically facilitated processes, based on best tendering practices, 
to save time and money.  

Using eTenderWales will enable you to manage the tenders/quotes coming in, with 
all documents stored in one place. You can download data from the electronic tender 
system for easy comparison in a spreadsheet.    

Suppliers' costs in responding to Invitations to Tender (ITT) are also reduced as the 
tender process cycle is significantly shortened.   

The benefits of eTendering underpin transparency and electronic

mailto:procurement@bangor.ac.uk


 

38 Seek out procurement advice �tclarifying with the Procurment Team will assist your planningConfirm yor requirments at the start �testablish if you are purchasing works, goods and suppliesSeek help from the Procurement Team when in doubtUse key templates availabele to you to  draft documentsUse electronic Tendering �tit will help you manage the process speedily and consistentlyTendering it will 
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Section Four: Placing Your Orders 
 

4.1 Financial Regulations and Procurement Procedures  
Placing an order is one of the common interfaces developed by the University and its 
suppliers - when you will deal commercially/contractually with external organisations 
(suppliers); and when the application of the Financial Regulations and Procurement 
Procedures will come under scrutiny. You must make yourself familiar with the Fi-
nancial Regulations and Procurement Procedures to maintain and improve the repu-
tation and consistency relating to external transactions. A member of staff who fails 
to comply with the Financial Regulations and Procurement Procedures may be sub-
ject to disciplinary action under the University’s disciplinary policy. 
 
Understanding procurement (and the procurement cycle) will help you value and 
take responsibility for placing orders effectively/securely. 
 
Financial Regulations and Procurement Procedures translate into practical guidance 
the University’s broad policies relating to financial control. It applies to the University 
and all its subsidiary undertakings. Compliance with the Financial Regulations and the 
Procurement Procedures is compulsory for all staff connected with the University.  
 
The purpose of the Financial Regulations and Procurement Procedures is also to pro-
vide control over the totality of the University’s resources and provide management 
with assurances that the resources are being properly applied for the achievement 
of the University’s strategic plan and business objectives including:  

¶
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4.2 New Suppliers  
A Purchase Order (PO) or a purchasing card transaction (where appropriate) must be 
used to order goods and services. This is required by Financial Regulations to protect 
the University from supplier error, fraud and budget overspending, and also to pro-
tect the University with its inherent conditions of contract. 
 
Earlier this Manual insists that utilising the University’s existing contracted suppliers 
remains the most compliant, safe and risk-free option (see also Section 1.6: Matrix).  
 

NB: Purchasing cards should be used with caution so as not to jeopardise the princi-
ples of the Financial Regulations and the rules in accepting responsibility for using 
such cards. 
 
You may be able to pre-empt the need for setting up a new supplier by choosing one 
already on the General Ledger.  

4.2.1 New Supplier Application Form 
If these options are not suitable,  request a (new, reinstated or temporary) supplier 
using a New Supplier Application Form .   

NB: If a supplier is providing services via a limited company, partnership, through 
another individual or as a sole trader, an Employment Status Check must be con-
ducted to assess whether the supplier falls under the Intermediaries Legislation 
(IR35). If so, then different payment methods may apply. 

4.3 Using the eMarketplace - Internet Purchasing 
The University has access to an electronic marketplace (Basware) via the Agresso P2P 
finance system.  Using the Agresso P2P as a gateway, requisitioners enter the mar-
ketplace and create requisitions in one of two ways: 

¶ Either by selecting a Supplier or a commodity, create a shopping basket from 
a catalogue hosted on the marketplace;  

¶ “Punch out” to the Supplier’s e-commerce website and create a shopping 
basket.  

 

In each case, once the line details have been completed, the transaction is carried 
back into Agresso.  After the requisitioner has approved the requisition, the Agresso 
Workflow module takes the POs through the approval process.  Approved POs are 
transmitted automatically to the suppliers. 

/finance/pu/pu011.php.en


mailto:procurement@bangor.ac.uk
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these terms and conditions. Terms and conditions are used when purchasing goods 
and, or services. For most purchases that require a simple order then the default 
terms and conditions will apply. For other more complex purchases it is important to 
seek help from the Procurement or Legal Teams (see Section 7.5) 
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Section Five: Procurement within the Public Contract (PCR)  
 

5.1  Introduction to the Public Contract Regulations 
The current Public Contract Regulations have been implemented in UK law and have 
been derived from the European Procurement Directives. Although the UK has now 
left the European Union, the Public Contracts Regulations remain in force and must 
be followed until instructed otherwise.  
 
The information in this section is a brief summary of the Public Contract Regulations.
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If you are unsure if the value of a contract will exceed the threshold, you should as-
sume that it will to avoid the possibility of legal challenge that may stop your project 
and result in considerable fines and penalties. 
 
For higher value demands, PCR demand that contracting authorities should provide 
equality of opportunity to all potential suppliers.  In particular, prescribed actions are 
required to be carried out, including the advertisement of intended purchases on the 
Find a Tender Service (via Sell2Wales). Failure to comply can lead to legal challenge 
by a disadvantaged supplier, with the courts able to impose remedies, including rev-
ocation of any non-compliant contract and the payment of damages by the Contract-
ing authority to an aggrieved supplier.  
 

NB: Both above and below the relevant thresholds, awarding of a contract must pay 
due regard to the fundamental principles of: 
 

¶ Equal treatment  

¶ Non-discrimination 

¶ Mutual recognition  

¶ Proportionality  
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¶ Negotiated procedure without prior publication – the negotiated procedure 
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5.2.3 Prior Information Notices (PIN) 

The philosophy behind a PIN is to advise potential contractors of any forthcoming 
contracts so that they have the opportunity to prepare resources and tenders. Is-
suing a PIN can also benefit the University by widening the competition base and 
reducing the timescale on contract notices. PINs are also electronically posted to 
the Find a Tender Service by the Procurement Team if required. 
 
There is no obligation to publish a PIN or to award a Contract, which has been 
described in a PIN. However a PIN helps prepare the market and should be consid-
ered carefully if issuing pre-emptive information would gear up the market to bet-
ter and more comprehensive responses. The PIN must have been published for 35 
days before advantage can be taken of the reduced timescales which publishing a 
PIN will bring. 
 
5.2.4 Expressions of Interest 

In the case of the restricted and negotiated procedure, an expression of interest is 
a completed Pre-Qualification Questionnaire (PQQ) received by the University 
within the time limit stated in the Contract Notice. A Contract Notice asks contrac-
tors to contact the University if they are interested in tendering for a contract. 
Contractors can do this by placing an expression of interest via electronic tendering 
software. 
 
5.2.5 Framework Agreements 

The definition of a ‘framework’ agreement is defined in the regulation:  
 

“an agreement or other arrangement between one or Āerက딏eƅꐀ
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A framework agreement is, therefore, a general term for an agreement or arrange-
ment between a supplier or suppliers, on one hand, and a contracting authority or 
contracting authorities, on the other, which sets out the terms and conditions un-
der which “call-



 53 

 



 54 

Contracting authorities need to provide significantly more information up front in the 
Mandatory Standstill Notice (MSN) than previously. Tenderers can expect a full state-
ment of reasons for the decision to award a contract including: 

¶ 

mailto:info-compliance@bangor.ac.uk
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 estimated value

 the

 aggregated in deciding
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Section Six: Setting Evaluation Criteria and Evaluating Tenders 
 

Evaluation of bids is arguably the most complex and significant part of any procure-
ment process and central to evaluation is the formulation and application of suitable 
award criteria. The proliferation of complaints, both formal and informal, from bid-
ders reflects the importance of award criteria and the difficulties they frequently pro-
duce. Universities face a delicate balancing act when weighing up the need to ensure 
legal compliance, particularly the requirements of transparency and non-discrimina-
tion, with the need to retain sufficient discretion to achieve the best outcome for 
their organisation. 
 
Remember that the purpose of tender evaluation is to select the bid that meets your 
requirements and delivers best value for money; and that it is essential that it is un-
dertaken fairly and is seen to be fair and transparent. Your evaluation should be sys-
tematic, objective and well documented to provide a clear and logical audit trail.   
 
For award criteria to be objective: if interpreted strictly, it is likely that the only per-
missible award criteria would be quantitative (e.g. technical compatibility, price); 
whereas it is common to see qualitative award criteria applied (e.g. cultural fit, com-
pliance with the authority’s strategic aims or environmental objectives). Whilst it is 
possible to evaluate these qualitative criteria objectively, it is undeniable that to do 
so can be problematic if not thought about in advance (and appropriate guidance 
sought). 
 
6.1 Evaluation Criteria 
There are two levels of evaluation criteria:  
 

¶ Selection – is the assessment of the proposed bidders; and  

¶ Award – which involves the assessment of the bids.  
 
The distinction between selection and award criteria is crucially important. Selection 
criteria are focused on “the bidder” and award criteria are focused on the “the bid”. 
There must be a clear distinction between both throughout the procurement pro-
cess. 
 
Example areas that are commonly known as ‘selection’ and ‘award’ criteria are listed 
in the table below: 
 

Back to Contents 
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Selection Criteria Award Criteria 

Business probity Price 

Technical and professional qualifications, capability includ-
ing experience 

Quality 
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¶ Provide the required benefits 

¶ Reduce demands on in-house resources e.g. procurement, management 

¶ Meet requirements within a particular timescale 

¶ Reduce Costs 

¶ Provide Innovation 

¶ Generate income 

¶ Provide access to ext 
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6.3.1 Evaluating Cost 

There are different ways to evaluate price. However, a common way in the UK is 
the use of a "standard differential" method. This assumes that the lowest price 
(excluding abnormally low bids – see below) will attract full marks. The other bids 
are then ranked comparatively to that lowest bid. There are a number of options 
in UK procurement practice for implementation of this method and you should 
contact the Procurement Team if you wish to consider other methods. One other 
such method is the ‘Fit to the budget’ method - based on the maximum price the 
contracting authority is willin
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¶ In the event that the level of inflation for the duration of the contract is 
not fixed under the contract terms, the cost of any inflationary increases 
or decreases may be evaluated at the point of tender in order to assess 
the impact of such factors. 

 

6.3.3 Abnormally Low Tenders 
Regulation allows you to reject abnormally low bids. An abnormally low bid is one 
that raises a suspicion that the tenderer will not be able to perform the contract 
as proposed, due to the price or terms offered. Furthermore, the contracting au-
thority may also reject tenderers that are low because the tenderer has received 
unlawful state aid.  
 
You are obliged to undertake an investigation of abnormally low prices prior to 
rejecting them. It this becomes an issue you must contact the Procurement Team. 
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References, in particular, are 
likely to seek to determine the 
experience of the tenderers, 
rather than casting light on 

which offer is the most 
economically advantageous 

bid for the University

A presentation by suppliers or 
a visit to their premises may 

be required to meet the 
potential supplier’s team 

during the evaluation process 
to assess certain 

competencies e.g. their 
flexibility of approach, their 

ability to work with the 
University, their 

understanding of the 
requirement, and evidence of 

waste or health and safety 
problems.  Such events should 

be carefully structured with 
clear objectives and a detailed 
note of the event retained on 

file.

Presentations should be 
limited to cases in which they 
are necessary to be assessed 

as a separate qualitative 
criteria or where criteria can 
only be assessed by means of 
interview. For example, ability 
to work with the contracting 
authority may be thought to 

require testing in an interview 
where high-risk 

services/goods/works are 
being procured. 

Demonstrations may also be 
required and again a careful 

and detailed assessment 
should be carried out as part 

of the overall evaluation 
(including 

criteria/weightings). 

terion is simply stated as "presentation ", and there are no sub-criteria or no dis-
closed marking scheme, then how may a tenderer know how its interview is to be 
assessed? 
 
A good rule of thumb is that references, presentations and/or site visits should be 
limited to cases in which they are necessary to be assessed as a separate qualitative 
criteria or where criteria can only be assessed by those means. Before you consider 
the use of references, presentations and/or site visits you must consider why you 
want them. This seems an obvious point but one that can be easily overlooked. It 
may be that you simply want to verify what is said in bid documents or it may be to 
evaluate a criterion that cannot be easily demonstrated in a bid document.  
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Remember bidders must be treated equally and so if any site visits are to be used 
then all bidders' sites must be visited (one possible exception may be the verification 
of a winning bid). It should be possible for you to set out in the tender documents 
exactly how the visits are to be conducted and scored. For example, site visits may 
include at least some consideration of how the site has been used in the past or how 
the tenderer has performed a similar project at another contracting authority's site 
(i.e. experience) rather than illustrating the tenderer's proposals for the contract for 
which it is bidding.  
 
The general advice for presentations, interviews and demonstrations is that their 
content of the interview could be tailored to the evaluation of a particular criterion 
in the tender, but as an aid to evaluation, rather than a criterion itself. In order to 
assure: 

¶ transparency and non-discrimination with timely disclosure; 

¶ consistent questioning; 

¶ records are kept to ensure equal treatment – this will be reinforced by 
identifying the precise requirement(s) to which the suppliers are asked to 
respond to; 

¶ assessment of criteria - separate marks should be identified with a scoring 
mechanism. 
 

6.6    Size of Evaluation Panel 
The title here suggests there should be more than one member of the panel but there 
is nothing in legislation that suggests that there should be more than one member of 
a panel. However, only having only one member adds pressure to that one person 
and restricts the collective knowledge of the panel to that of one person. It is not 
hard to see an unsuccessful bidder arguing that one score from the one specific indi-
vidual involved does not give a score that truly reflects the bid. 
 
The most common panel size in our experience is three. Certainly if a panel of three 
is used then the collective knowledge and experiences of the panel is more likely to 
give a score that fairly reflects the bid. 
 

6.7    Transparency Obligations 
Notwithstanding the elements of price that a contracting authority chooses to eval-
uate, it must ensure that its preferred method is set out in the tender documents and 
described to bidders in sufficient detail to allow each bidder to interpret it in the 
same way and to allow them to take it into account when preparing their bids.  
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Both above and below 
the threshold, 

awarding of a Contract 
must consider the 

fundamental principles 
of the Regulations

Keep all documentation 
relating to the 
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Section Seven:  Awarding the Contract 
 

Contract Award is sometimes seen as the end 
of the project/procurement project but it re-
mains a crucial part of the process: from plan-
ning → preparation → engagement →  com-
petition → negotiation → contract award 
through to contract management. 
 
The advice is to ‘keep your eye on the 
ball’….successful contract award will make it 
easier to manage the contact once it is in 
place. It is usual for the relevant issues (such 

as application of ‘Terms and Conditions of Contract ‘) are agreed and supported by 
stakeholders and submitted with the tender documents. 
  
7.1 Pre-Tender Negotiations 
Pre-tender negotiations should not be confused with any corresponding post tender 
exercises.  It has already been established that the 
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can then carry out an informed evaluation of what has been offered and at what 
price. 

You must take a consistent and fair approach. All tenderers should be given an 
appropriate time to provide a response to the clarification asked. If no answer is 
returned by the set deadline given, then you can allocate marks, or fail a tenderer, 
based on the tenderer’s original submission.  

The majority of clarification issues fall into the category of “obvious mistake”, 
where it is apparent what the tenderer’s intentions were but an obvious mistake 
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7.2.2 Post Tender Negotiation (PTN) 
PTN should be conducted by experienced and trained staff.  In complex and/or 
high value contracts a negotiating team should be set up to include a procurement 
representative, an end user and a note-taker.  Technical, financial and/or legal rep-
resentation may also be required. Please note… 
Successful PTN has taken place when it has: 

¶ produced an agreement that is satisfactory to both sides; 

¶ been no more time consuming or costly than necessary; and fostered, ra-
ther than inhibited, good interpersonal relationships 

  

NB: There are restrictions on the use of PTN in conjunction with the Restricted and 
Open procedures. In these circumstances seek advice from the Procurement 
Team.  
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7.3 Debriefing Suppliers/Providers/Contractors 
Debriefing is the provision of feedback to a supplier who has responded to an adver-
tisement, request for quotation, or Invitation to tender following notification of 
whether or not they have been successful. 
 
Supplier debriefing is good procurement practice and a debriefing should be provided 
wherever it is requested.  They must, however, always be undertaken with caution 
and must be planned thoroughly and carefully.  Debriefings in relation to projects 
subject to PCR Procurement Directives must be carried out with assistance from  
trained procurement staff to reduce the risk of a legal challenge (see Section 7.4 be-
low).   
 
Although time-consuming, debriefing has long-term benefits for all concerned: 
 

¶ Suppliers are given the opportunity to improve their competitive perfor-
mance thereby offering you potential for improved value for money on fu-
ture contracts; 

¶ Suppliers are provided with information that allows them to improve their 
tenders thereby increasing their chances of being successful; 

¶ They provide you with the opportunity to challenge the misconception that 
tenders are awarded on the basis of lowest price alone 

¶ They can improve your image/reputation as a professional purchasing or-
ganisation; 

¶ You can ask for feedback on their procurement processes with the aim to 
continuously improve 
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and contractual relationships. The consequential benefits are likely to be an in-
creased confidence around financial commitment, managing spend/risk and obtain-
ing best value for the University that includes.... 

¶ Are we paying the right price? 

¶ Are we receiving agreed service and quality? 

¶ Easy to do business with? 

Terms and conditions are used when purchasing goods, services and, or works. For 
most purchases that require a simple order then the standard (default) terms and 
conditions (1 and 2 below) will apply. However; you will need to choose carefully 
when using these standard terms and conditions in conjunction with your 
purchase/procurement. Best practice is to think about which terms and conditions 
you will use at the planning stages of your project/procurement and seek out help 
where needed. 

http://civilengineerlink.com/construction-contract/
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T&Cs before contract award.  This will require experien
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Applying standard T&Cs embodies good procurement/legal 
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Make sure that areas 
requiring clarification 
are set out in writing 

Review lessons 
learned 
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Section Eight: Project Management 
Contract management involves much more than just administra-
tion, contract management involves ensuring contractual obligations are met, ser-
vices are delivered efficiently and commercial risks are identified and managed. 

Of course for more complex purchases, there may be a project or contract manage-
ment team to support the contract but in most cases the service manager will look 
to ensure that the provision/delivery/ installation meet expectations and targets.  

To procure a contract and neglect to put sufficient resources into contract manage-
ment, seeing it perhaps as an unnecessary overhead, is not conducive to ongoing best 
value. Best practice insists that organisations recognize the value that contract man-
agement can add - much more than just administration, contract management in-
volves ensuring contractual obligations are met, services are delivered efficiently and 
commercial risks are identified and managed. 
 

8.1 Post Project Review  
The university expects that post project appraisals are carried out on all projects. A 
post project appraisal determines the extent to which a project met the budget, time-
table and the key deliverables. 
 
Project appraisal is presumed to be scheduled within 12 months after the completion 
of the implementation expenditure for a isatio-4(o)
 EM9( )6(H(i)8win)-5vxte, 

wialle  meeans 

http://admin.exeter.ac.uk/finance/publications/cpp/cpp_c19.shtml#pm
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It is important to remind you that, as the contract comes to an end, a period of review 
will be required depending on the nature of the contract.   In all such cases you must 
have identified the implications of, and planned for, the transition and next phase.  
This will include careful communication with those to be affected.   
 
Suppliers may also be required to periodically provide evidence on their perfor-
mance. A set of key performance indicators should be agreed with potential sup-
plier/s prior to contract award. 
 
8.3 Managing Supplier Performance 
All contracts will require a minimum level of management oversight but, as complex-
ity and risk increase, so the need for performance monitoring rises. Effective perfor-
mance monitoring is part of the contract management process and how you intend 
to do this should be included in the contract specification.  

Having established the supplier’s ability to deliver specified requirements and car-
ried out due diligence, it is vital to ensure the contract is successfully executed. In 
particular, you need to: 

¶ realise the contract aims; 

¶ ensure both sides fulfill their respective obligations; 

¶ manage risk and supply chain vulnerability; 
¶ 
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8.3.1 Provision of Management Information 
The University requires all its c
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o progress against improvement or efficiency targets; 
o an assessment of any relationship issues or appraisal findings; 
o identification of opportunities to further improve efficiency and qual-

ity. 
 

It is usual for any organisation to carry out internal staff/stakeholder discussion to 
assess performance and provide feedback.  
 

It is well documented that a robust appraisal process helps an organisation to be 
more effective. Considering this, and the increasing dependency on bought-in goods 
and services, it seems odd that genuine supplier appraisal isn’t more prevalent.  
 

8.6 Managing Contract Variations 
The University may, from time to time during the contract period, by written notice 
to the contractor, request a variation of the specification provided that such variation 
does not amount to a material change to the contract conditions. Such a change is 
called a “variation”. Any such variation should be communicated in writing and in-
cluded in an addendum to the contract 
 
It is usual following such notice, that the contractor/supplier will enter into ‘good 
faith’ negotiations (for a period usually set out in the T&Cs). If the variation is neces-
sary as a matter of urgency due to circumstances outside the parties’ control, such 
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Managing the delivery of obligations as set out in the contract is a very important 
duty. As the contract progresses through its duration the Contract Manager/Respon-
sible Officer will also have accountability for ensuring that both parties are working 
towards the planned exit, and subsequent re-supply arrangements if required. 
 
Success or failure, at the stage when the contract is breaking down, will be defined 
by the ability of the Contract Manager/Responsible Officer to build trust, cooperation 
and optimum performance from both the customers and suppliers. It goes without 
saying that this is a last resort and should be after exhaustive discussion and review 
based on the collection of data/information set out in the preceding sections above. 
An Exit Strategy will concentrate on the loss of the service and/or goods and plan 
alternative provision.  
 
Successful (uncontested) termination will rely on the information gathered as part of 
the contract management regime established.  In other words this exercise will
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  Appendix 1:  PROCUREMENT CHECKLIST  
  Actions to be undertaken 

‘Operational
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6.5 Will references, presentations, demonstrations and/or 
site visits be required? 

Setting evaluation criteria 
and evaluating tenders 
[Section 6.5: Scoring Refer-
ences, Presentations and  
Site Visits
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[Section 6.6: Size of Evalu-
ation Panel] 

10.4 Shortlist bidders (according to scoring criteria) Setting evaluation criteria 
and evaluating tenders 
[Section 6.3: Tender Evalu-
ation] 

11. SUPPLIER SELECTION  

11.1 Invite Tenders (Send the ITT) from shortlisted bidders. Procurement Processes/ 
Flowcharts  [Section 3.1.1: 
Key Tender Documents] 

 PS (Support from Opera-
tional) 

11.2 
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Appendix 2: BUSINESS CASE CHECKLIST 

 

  x 
STRATEGIC FIT   

Demonstrate a clear understanding of the business goals and how the 

project will deliver these. 

  

Consider University and wider initiatives.   

State critical success factors for the project clearly.   

Identify all stakeholders and understand their needs.   
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Appendix 3: Steps Prior To Purchasing 

 

Where Should You Start? 

Many factors must be taken into consideration before purchasing or 

contracting any goods, services or works. The detail required to address 

the issues will vary depending on the nature, complexity and value of the purchase. 

It is your responsibility to ensure that you have identified and considered all of the 

relevant issues.  

 

The following is not a comprehensive list. Some or all of the steps may need to be 

followed (and certainly considered) - there may be other issues that are not listed 

which will need to be well thought-out before beginning to let a contract. 

Step 1  

A Project Plan should be drawn up at the beginning of each procurement ex-

ercise, setting out all the strands of work, how they will be undertaken and the times 

for their completion. 

Step 2 

You must have authority to let contracts (including satisfying need to be 
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¶ identifying how the service is provided now and whether there are any 

workforce considerations in relation to the specification of the service or 

staff transfer or consultation issues which need to be reflected in the 

purchasing documentation. 

Step 6 
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¶ What are the main default risks?  Are there clear rights to Terminate?  

What loss might the University suffer if the contractor defaulted or 

caused damages?  Are the insurance levels, limitations of liability and 

liquidated damages provisions in the contract adequate? 

¶ Should the contract be made subject to a bond or parent company guar-

antee? 

 

Alternatively, if the major need is to secure a high-quality and compatible partner 
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Your purchasing strategy should also identify sufficient resources, the correct doc-
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 For further information:   
https://www.bangor.ac.uk/finance/pu/default.php.en 

 

 

Procurement Team 
Finance Office 
Cae Derwen 
College Road 

Bangor 
LL57 2DG 

/finance/pu/default.php.en

