PROCUREMENT REGULATIONS (FLOWCHART)

NOTE: Procurement options available depend on the value or type of contract (Goods & Services, Works or Utilities) and must offer best value for SCC. This
may include collaboration purchasing/partnership or Buying Solutions arrangements. Options chosen must comply with EU Procurement Rules (where

applicable) and Procurement Regulations.

Larger value contracts (£100,000+ or those that are considered ‘high risk’ MUST BE undertaken with the assistance of a Procurement Adviser. Contracts

above the EU threshold i.e. £173,934 (for goods and for services) or £4,348,350 (for works), MUST follow the full EU procurement route with the assistance
of a Procurement Adviser (follow yellow route
The Gateway process (or similar) may apply to contracts of £1m+).

This chart is intended to offer guidance for the various procurement routes available but is no substitute for obtaining advice from PA/LSU.

KEY
Client = Business Unit/school, etc.
LSU = Legal Services Unit
Buying Solutions = includes other Framework arrangements
OJEU = Official Journal of the European Union
PQQ = Pre-Qualification Questionnaire
The designated adviser, e.g. Staffordshire Procurement

Procurement Adviser (PA)
Risk Assessment

As detailed in Procurement Regulations (includes CRB and Business Case decisions)
Staffordshire County Council

SCC
PR =  Procurement Regulations
SP =  Staffordshire Procurement
= Includes exemptions to tendering (see standard form for process) — on Procurement website

Waiver




Roles

A 4

Procurement Adviser responsible for ensuring that contract letting/renewal/retendering
commences in an efficient and timely manner. Advice on choice of procurement process —

Tender Toolkit; EU; Timescales; PIN; Scoping exercise, Risk Assessment — may refer to LSU.

A

Client to instruct and liaise with Procurement Adviser (including LSU for assistance). Client
HOS responsible for Risk Assessment and decision making including waiver to Procurement
Regulations under £100K.

A

A 4

LSU to provide advice and assistance to bespoke contracts, general advice including EU Law
And Procurement Regulations and waiver/approvals requests over £100K.

A

Effective
liaison




START POINT

Procurement need identified/justified (See Procurement website for details of existing contracts). Does a centrally negotiated contract/framework already exist? If not, refer to
procurement adviser and decide appropriate procurement route i.e. Toolkit/Buying Solutions/Framework etc.
Is value below £100k/low risk?




Issue tender documents by post or electronically. NOTE: ‘e’ tenderina may be used as available.

A 4
Pre-tender clarification — reply to Queries and circulate to all tenderers — See Procurement Requlations

A 4
Tender submission completed and returned by bidders as prescribed

A 4

Tender Opening. After closing date opened and witnessed in accordance with Procurement Regulations. For natification re. disqualified tenders —
see Procurement Regulations.

Where ‘e’ auctions to be used for evaluation Procurement Advisor must If using PQQ evaluate providers for shortlist and notify. Make
advise. arrangements for ‘full’ tender submission.

Evaluate tenders in accordance with established criteria, including, take up references (where possible from other authorities).
Visits to Providers premises to assess and report on suitably capability to supply (if required). Obtain and analyse samples (if
required) — All documentation to be kept on file.

A\ 4
Post tender neaotiations/clarification where necessary (refer to SP website for code of practice and to Procurement Requlations)

A 4

Client to make final written recommendations in consultation with Procurement Adviser for Contract Award NB Approval must be by
authorised officer (see scheme of delegation).

A

A 4

Finalise contracts. If any amendments requested by the provider, seek advice from LSU. If Model Contract and no requirement for
signature award on ‘offer and acceptance’ basis. (refer to Procurement Regulations).

A 4 h 4

If not OJEU award contract and notify unsuccessful bidders. For OJEU notify potential bidders. Apply ‘Alcatel’ standstill period (Min 10 days)
and arrange debriefing as required. Refer to SP for standard documentation. No
challenges go to Contract Award, complete formalities. If challenge, refer to LSU.

\ 4 \ 4

Publish OJEU Contract Award Notice
Within 48 days of award
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