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PROCUREMENT MANUAL

INTRODUCTION
The responsibility for developing and maintaining the Manual rests with the University’s Procurement Manager.

This manual is for: -

· Anyone who is involved in committing the University’s budgets and/or Funding to goods and services.

· Anyone who is listed by Finance as an authorised signature to place/approve purchase orders and invoices.

· Anyone who is involved in tendering requirements for goods/services.

· Anyone responsible for staff who undertake the above roles.

Before buying anything with University funds please consider whether you could repair or refurbish an old item instead of purchasing a new one. Is it possible to get a loan of equipment or to buy it from someone else/another department at University of Dundee where they have a surplus? It may also be worth considering leasing. Perhaps there is spare capacity within another department that you could tie into?
LEGISLATION AND REGULATIONS

Background
The responsibility for ensuring the various legislation and regulations are adhered to, rests with each individual employee of the University, with appropriate Heads of Department being responsible for their staff.

The University receives funding from a variety of sources, including public taxpayers money and grant funding. Some grant funding may also have originally been provided via taxpayers and the public purse. Therefore, research councils and similar bodies place the responsibility of compliance with procurement regulations onto the organisation spending the funding.

This places an emphasis and requirement on us to follow rules and procedures when purchasing goods, tendering contracts and spending budgets. The purpose of these rules and procedures is to ensure accountability, auditability and transparency in the way we do business so that we can demonstrate that:-

· We have made proper use of public money.

· We have met our statutory duty to achieve best value for money through our procurement processes.

· We have complied with the law, particularly the EU (European Union) Supplies and Services Directives. The Directives are intended to ensure that where public funds are to be used for the purchase of supplies (goods), services or building works, there will be full, fair and transparent competition throughout the EU countries.

· We have provided equitable treatment to all suppliers through the procurement and tendering process.

· We have complied with the University’s Polices and Procedures, with an emphasis on the Financial Regulations.

· We meet internal and external audits.

· We are able to protect the University and its employees from any legal challenge, on the grounds of its business dealings.

· We are able to demonstrate to funding bodies and councils that we have properly used funds provided.

Consequences
The consequences to the University in being challenged for not complying with the statutory legislation and requirements, by a company/person, can result in the following:-

· Award of damages/loss of earnings/profit to the relevant company/person in a court of law.
· With the recent Remedies Directive, UK courts can now set aside a contract, which could leave the University without appropriate contract coverage
· An investigation by the European Commission and possible award of damages/loss of earnings/profit to the relevant company/person in the European Courts.

· A loss of funding from a research council, Scottish Executive and/or the European Commission.
· Reputational damage to the University.

WHEN TO CONTACT THE PROCUREMENT OFFICE?
Identifying the Procurement Route
You are referred to the Flowchart – Identifying the Procurement Route, this will assist in deciding whether you are required to action the procurement yourself or to contact the Procurement Office.

Processes for Buying Goods/ Services

If in doubt, speak to the Procurement Team.

Is there a framework agreement or contract in place? 

Check Procurement Office (PO) website 

www.dundee.ac.uk/procurement
or with a member of the Procurement Team 

                                             No








Guidance Notes
Firstly consider the total expenditure value of the goods/services that you need to obtain, or alternatively, how much budget is available to commit to the expenditure.

Check the Procurement Office Contract Information pages on the University’s website for details of the contracts available and the suppliers on each contract. If you need any guidance or further information please contact the Procurement Office directly.

Any values used within this Procurement Manual are excluding VAT.

Value up to £25,000 – Non-Pecos Users Only

Value up to £50,000 – Pecos Users Only

Contract in Place with One Supplier – Pricing is available
Order can be placed via Purchase order directly to that supplier

Contract in place with one or more suppliers – pricing is not available

Contact the suppliers directly for written quotations. Submit your Purchase Order directly to the supplier that demonstrates best value for money.

No Contract in Place
Obtain three written quotations and submit your Purchase Order to the supplier that demonstrates best value for money. If it is not possible to obtain three quotations due to lack of suppliers then please ensure as many quotations as possible are secured and retain information on file as to why three quotations were not secured.
In addition to suitability to specification, ensure the following is considered when purchasing where no contract is in place:-

· Trade on the University’s Terms & Conditions http://www.dundee.ac.uk/procurement/terms/docs/general_conditions.pdf
· Whole Life Costing (or Total Cost of Ownership) is obtained
· Health & Safety aspects for the goods/services within the environment that they will be used, for the purposes they will be put to and by the people who will use them
· Environmental Aspects

· Financial Stability and Legal Standing of the preferred supplier – particularly relevant for supply that is required over a period of time.

· Public/Product Liability Insurance – University requirement is currently set at £5,000,000. Contact the Procurement Office if the preferred supplier has a lower level of cover.

· If Consultancy, Professional Indemnity Insurance.

Value over £25,000 – Non-Pecos Users Only

Value over £50,000 – Pecos Users Only

Contact the Procurement Office for advice and guidance. 

Any requirement over £173,000 for goods and services or £4.3M for works will automatically be subject to EU procedures – Please ensure you allow sufficient time for this (see flowchart above).
HOW TO SEEK QUOTATIONS USING THE UNIVERSITY’S PROCUREMENT STRATEGY

This Section describes the way in which employees can seek quotations for appropriate goods and services which Section 3 and the Procurement Strategy allow for – up to £25,000.00 if Non-Pecos and up to £50,000 if Pecos.
It is the responsibility for individual Heads of Departments to ensure the purchase of goods and services is delegated to appropriate members of staff and that the procedures within this Manual are adhered to.

Preparing the Request for Quotation Document (RFQ)

Template RFQ document



Specification

The process starts with identifying and specifying what the requirements are. On occasion it is necessary for end users to enter into some form of dialogue with a supplier(s) in order to become fully aware of what is available in the marketplace that meets their needs.

This is a common sense approach but must be clearly advised to any supplier(s) that any questions at this stage are for “market research purposes only at this stage”. It is important that a supplier is not of the opinion that their solution/product is favoured, following a quotation process they may be unsuccessful and challenge a decision.

Care must be taken in writing a specification, especially after market research has been conducted and it is vital that a specification is not tailored to one particular supplier/manufacturers goods/services. This restricts competition, may not achieve Best Value for Money and can result in a challenge of discrimination from another supplier/manufacturer. 

Wherever possible it is advisable to keep specifications generic i.e. “we require a digital projector that has the following functionality” as opposed to listing a manufacturer and model details. In restricting your specification you are restricting what the marketplace can provide and most manufacturers will be able to offer an equivalent. Using this method the University is not perceived to discriminate against other manufacturers’ products.

Standards

If the goods/services required need to meet certain standards – especially to allow the University to comply with Regulations – then these standards should be stated within your specification. Please note that under EU Regulations you must state “British/European Standards and/or equivalent”. The responsibility is placed upon the Tenderer to provide evidence that the goods/services meet these Standards and/or equivalent.

General Conditions of Contract

The University’s General Conditions of Contract are included with the Model RFQ Document below, these should be included within every document issued and relate to the Supply of Goods. If you are tendering for the Supply of Services, please use the General Conditions of Contract and supplement these with some more specific Special Conditions of Contract you wish to add yourself that cover the Service aspects of your requirement.

Special Conditions of Contract

The University’s General Conditions of Contract should be supplemented with specific Special Conditions to cover any aspects of your individual requirement. Advice is available from the Procurement Office.

Health and Safety

Check that full compliance with any Health and Safety requirements or other appropriate legislation is covered by the document.

Environmental Implications/Considerations

You should consider the following points when producing a document for requirements:-

· The environmental consequences of using a particular supplier.

· The materials involved and any manufacturing processes which generate excessive waste.

· The lifetime cost of ownership, energy consumption and efficiency rates, etc.

· The ability for the product to be recycled and/or the disposal arrangements likely to be required when it reaches the end of its useful operating life.

· The amount and type of packaging material and the disposal arrangements required.

Evaluation Criteria
If your requirement is sufficiently valuable to require evaluation criteria to allow you to make a decision, this should be agreed and set, prior to the issue of the RFQ, along with any scoring/weighting matrix you wish to use. Examples of evaluation criteria that can be used in RFQ’s are as follows:-

· Price

· Quality

· Availability (including Lead Times)

· Technical Specification

· Service Back-up

· Maintenance cost

· Environmental Impact

· Health and Safety Implications

· Racial Equality/Equal Opportunities Implications

· Public/product Liability Insurance

· Financial Vetting

· References

· Method Statement of Working

· Compliance with Terms and Conditions

· Compatibility

· Membership of Professional Bodies

· Samples

· Presentations

· Site Visits

· Demonstrations

Not all of the above criteria will be appropriate to each and every RFQ, you should select those that you consider will demonstrate that you are obtaining Best Value for Money.

Issue and Receipt of Requests for Quotation
Upon completion of the RFQ, you should research a listing of suppliers to invite to quote. A reasonable amount of time should be made available for companies to receive, prepare and submit their offer, prior to your set closing date and time.

It is appropriate to email RFQ’s to suppliers and to receive completed quotes by return email.
If a query is received on the specification or some other detail(s) of the document that may assist in submitting a bid, all suppliers should be communicated with in writing, to provide this new information. This ensures that all suppliers have been provided with the same information in order to prepare their submissions.

Evaluation of Quotations
Quotations should be evaluated in accordance with the pre-determined evaluation criteria (and any weighting/scoring matrix) set prior to the issue of the RFQ. Some criteria may only be appropriate to evaluate with short-listed tenderers/preferred suppliers, in order to for an effective and efficient evaluation.
For instance all bids should be evaluated against price, quality, technical specification etc, short-listed bids may require samples, presentations, site-visits etc – this would prove too time consuming and expensive to under with all bids if a few bids have been received.

Sampling Process

Certain RFQ’s may require the evaluation of samples in order to determine which offer represents Best Value for Money.

Products containing chemicals or any other hazardous materials should have C.O.S.H.H./Safety Data Sheets requested from the supplier for evaluation. If you need assistance in interpreting the information contained within these, you should contact a Health and Safety Adviser within Safety Services for comment. Only when you are satisfied with the content of the C.O.S.H.H./Safety Data Sheet should you then request samples.

Samples containing such chemicals or other hazardous materials should be delivered to such a place where the samples can be safely stored and evaluated.

Samples should be requested in writing clearly stating where they should be sent and that the goods are for evaluation purposes only, advising of a reasonable deadline for submission. Suppliers who fail to submit requested samples by the deadline should be given no further consideration for that item(s) or section(s) – as appropriate.

Each sample should be subjected to equal evaluation and the outcome of each test be recorded for each sample submitted. The rejection of samples should be based upon objective criteria, not subjective i.e. “we didn’t like it” is not acceptable. Remember that suppliers may request information as to why their offer and/or sample was unsuccessful.

Presentations/Meetings

Certain requirements may require presentations/meetings with the short-listed Supplier(s) to assist in the evaluation process.

In such cases it will be necessary to form an evaluation team (2 or more people is sufficient).

Suppliers should be contacted both verbally and in writing to confirm the presentation/meeting. Suppliers should be allowed the same time and opportunity to present their proposal based on criteria or key issues determined by the evaluation team and notified to the Supplier(s) in advance of the presentation.

Each quotation should be scored or alternatively, detailed notes made in accordance with the predetermined criteria/key issues following their presentation. The scores may be weighted in order to emphasis critical factors of the contract.

The outcome of each presentation / meeting must be documented and retained within the contract file.

Evaluation Site Visit

Certain requirements may need a visit to the Supplier’s factory or premises. The aim of the visit is to establish the suitability of the Tenderer for the contract in terms of the key requirements.

Any travel/accommodation expenses incurred in such a site visit must be paid for by the University – not the Supplier.

An evaluation site visit will normally focus on the following:-

· Standard/size of premises

· Standard/number of personnel

· Quality systems

· Standard of equipment

· Workshop Facilities (if applicable)

· Communication systems

· Standard/number of vehicles (if applicable)

· Security

A site visit report should be produced following the visit, and a copy should be retained within the contract file. The outcome of the site visit should then be considered as an element of the broader evaluation, in order to arrive at a recommendation regarding award of contract.

Professional Qualifications / Membership

Where a professional qualification and/or membership is required for the contract or where a Supplier has stated it is held, a copy of the qualification/membership details/certificates should be requested, prior to the award of the contract. These copies should be retained within the contract file.

Clarification Points
It may be necessary to clarify various points with Suppliers about their submission, however, it is important to demonstrate that all Suppliers have been treated in a transparent and equitable manner.  Any clarification made by Suppliers should be confirmed in writing and retained within the Contract file.

Queries on Progress and Confidentiality 
Firms quoting for requirements sometimes enquire as to the progress of the evaluation or seek some information on the acceptability of their own quotation. Any such queries should be answered with the advice that the evaluation process is still being conducted and no more information can be provided at this stage.

During the evaluation process, all quotes received must be kept confidential and information must not be disclosed to any individuals or parties not directly involved in the evaluation process. Please note that this also includes other University employees.

Negotiation Once Quotations have been Received
A precise definition of Post Quotation Negotiation (PQN) is “Negotiations after receipt of formal quotes and before the letting of contract(s) with the Supplier(s) submitting the lowest acceptable quote(s), with a view to obtaining an improvement in contract price or other terms and conditions in circumstances which do not put other Suppliers at a disadvantage or effect adversely their confidence or trust in the competitive tendering system”.

If the specification or requirement is changed to any marked degree during PQN, all such changes are to be advised to all Suppliers to ask them to re-submit revised pricing to meet the changes in specification/requirement. This ensures that all Suppliers have quoted on a like for like basis. Care should be exercised in determining when to use PQN.  Circumstance leading to PQN and discussions and actions resulting from PQN must be fully documented and retained in the contract file.

Post Quotation Negotiation can be appropriate in agreeing terms and conditions of contract, where the Supplier is proposing their own and/or a mutual agreement of theirs and the University’s.

Award of Contract
Once the evaluation stage has been completed, the recommendation for award of contract should be discussed with an appropriate Line Manager in your Department.

A Purchase Order can be sent to the successful supplier once appropriate authority has been received.
Unsuccessful Suppliers
It is good practice to inform unsuccessful suppliers of your decision. A standard refusal letter (see example at the end of this Section) can be issued to all unsuccessful Suppliers. The letter should be signed by an appropriate Department Authorised Signatory.

No Award
Following the quotation process it may become apparent that no bid submitted meets the University’s requirements, in this instance an unsuccessful letter should be prepared and issued to all Tenderers who submitted a bid. A decision then needs to be taken as to whether to re-issue the requirements with different companies, specification changes or to ask the Procurement Office to assist in the process.

Notification of Award to the Procurement Office
Following an award of contract you should complete and submit the attached Notification of Award of Contract form to the Procurement Office. This has been recommended by external auditors in the past and provides information to the Procurement Office on expenditure incurred by the University which allows the Procurement Office to ensure that the EU aggregation rules are complied with.

DISPOSAL OF SURPLUS EQUIPMENT

Heads of Department should ensure that University’s goods, materials, equipment and vehicles are disposed of in a method which produces the maximum benefit to the University.

Goods, materials, equipment and vehicles become surplus to requirements or unserviceable for a number of reasons including the following:-

· They no longer meet a specification or safety standard

· An expected rate of demand does not materialise

· They have deteriorated beyond a serviceable condition

· They have suffered damage

· They no longer meet a Department’s requirements

· The shelf life has expired

In arranging for the disposal or surplus equipment, the objective is to obtain the maximum benefit to the Department either in cash terms or in putting the goods to use in a way that would benefit the University. The method/cost of disposal should not be disproportionate to the sum of money recovered.

Methods of Disposal
The appropriate method of disposal will depend on the expected sale price and type of goods. Goods can be disposed of via waste management processes, sale, trade-in, tender, auction and donation.

Please note that specialist advice should be sought from the Procurement Office when electrical items are being considered for disposal. This is due to legislative obligations under the EU WEEE (Waste Electrical & Electronic Equipment) Directive. If sold on by a Department, the University becomes the supplier and is thereby liable for the disposal of these goods in the future.

The University’s Estates and Building Department operate a service for the collection of University generated waste material for recycling and disposal. Please use the link below to be directed to their details on the University’s website.

http://www.dundee.ac.uk/estates/energy&environment/ 
The University’s Safety Services department provides various advice and guidance on meeting regulations for the safe and appropriate method of disposing of hazardous waste. Please use the link below to be directed to further information on the University’s website.

http://www.dundee.ac.uk/safety/policy/ 
The Procurement Office can assist you in selling goods and equipment via auctioneers, tendering processes and/or advertisement.

Sales to Staff
With the exception of high value items and items, which may present a health or safety risk, sales of surplus goods to staff, is permitted. 

Heads of Department must ensure that the University is able to demonstrate to the general public, that equipment originally purchased with taxpayers money or funded money has been disposed of in a method which has maximised the benefit to the University.

Any sale price offered to staff must where practicable reflect the market rate obtainable for the equipment.

Payment
Where a payment for the receipt of surplus equipment has been agreed, the seller must receive such a payment before the equipment is released to the purchaser. All such payments must be credited to the appropriate cost centre/account code.

Where an item is “traded in” against new/alternative equipment, the credit for the part exchange should be discounted from the purchase price and clearly evidenced on an appropriate invoice.

If the Procurement Office have assisted in the sale of goods, any costs incurred via an advertisement and/or an auctioneer shall be payable by the individual department disposing of the goods. Any payment received by the Procurement Office from the sale of goods that they have assisted with, shall be credited in full to the individual department via an appropriate cost centre/account code.

Records
Whichever method of disposal is used it is important to ensure that clear records are kept which provide an auditable trail of the actions taken.

PURCHASING ETHICS AND CODE OF CONDUCT

The responsibility for ensuring the ethics and code of conduct are met, rests with each individual employee of the University, with appropriate Heads of Departments making staff aware of these.

For public bodies committing expenditure from the public purse, and/or through Research Funding Councils – whose funding may have been achieved via the public purse - the manner and methods used in spending this money comes under particular scrutiny.

The Chartered Institute of Purchasing and Supply (CIPS)
The Chartered Institute of Purchasing and Supply (CIPS) is an international education and qualification body, which represents professionals in procurement and the supply chain. It achieved a Royal Charter in September 1992 and is a central point worldwide on purchasing and supply chain management issues. It has a set Professional Code of Ethics, which form the model for many countries.
Purchasing Ethics and Code of Conduct
Members of the CIPS are required to work within the Purchasing Ethics and Code of Conduct, and the Procurement Office considers that these reflect the standard and professionalism to which the University should adhere.

CIPS Professional Code of Ethics – amended to suit the University of Dundee.

Principles

Employees shall always seek to uphold and enhance the standing of the University and will always act professionally and selflessly by:

a. maintaining the highest possible standard of integrity in all their business relationships both inside and outside the University;
b. rejecting any business practice which might reasonably be deemed improper and never using their authority for personal gain;

c. enhancing the proficiency and stature of the University by acquiring and maintaining current technical knowledge and the highest standards of ethical behaviour;

d. fostering the highest possible standards of professional competence amongst those for whom they are responsible;

e. optimising the use of resources which they influence and for which they are responsible to provide the maximum benefit to the University;

f. complying both with the letter and spirit of:

i) EU Directives

ii) UK law

iii) Contractual obligations

iv) University Policies and Procedures.

Employees should never allow themselves to be deflected from these principles.

Guidance

In applying the above principles, employees should follow the guidance as set out below:-

1. Declaration of interest – Any personal interest, which may affect or be seen by others to affect an employee’s impartiality in any matter relevant to his or her duties should be declared.

2. Confidentiality and accuracy of information – The confidentiality of information received in the course of duty should be respected and should never be used for personal gain. Information given in the course of duty should be honest and clear.

Where information may be requested under the Freedom of Information Act (Scotland) 2002, employees should seek advice from their Line Manager and/or the University’s Freedom of Information Officer.

3. Business Gifts – Business gifts, other than items of very small intrinsic value such as business diaries, calendars, pens, key rings, mouse mats etc should not in any circumstances be accepted. If necessary they should be returned to the relevant company/person with an accompanying letter explaining that it is not the University’s policy to accept gifts. Remember that even gifts that are donated for charity purposes to a University, can be queried under the Freedom of Information (Scotland) Act 2002, it is therefore, clearer to accept no gifts, if a company/person wishes to donate something to a charity they should do this directly.
An example is a company providing a box of chocolates to staff to use in a staff raffle, where the proceeds are then donated to a charity – you may be required to demonstrate documentary evidence that the item appeared in a raffle and that the money was donated to a charity. 
4. Hospitality – The recipient should not allow him or herself to be influenced or be perceived by others to have been influenced in making a business decision as a consequence of accepting hospitality.  

Advice

When it is not easy to decide between what is and is not acceptable, advice should be sought from the employee’s line manager, another senior colleague or the Procurement Manager.

Additional Purchasing Ethics and Laws
In addition the following should also be adhered to:-

Corruption

University staff must be free from corruption, and be clearly seen to be free from corruption. The Prevention of Corruption Act 1916 (and any more recent amendments etc) forbid staff from receiving corrupt gifts or payments of commission from a supplier, and any money or gifts received from a supplier will be deemed to have been received corruptly unless it can be proved to the contrary.

Hospitality

Offers of hospitality may take various forms, often with free transport and/or accommodation, the most common being:-

Working lunches and other meals

Sporting, cultural or social events

University staff should question whether the working lunch etc is necessary, it is preferable for work to be discussed in an office/lab environment, so that hospitality does not appear to have influenced a business decision. If a working lunch etc is necessary then the University should fund the cost for the employee under the University’s travel and expense process.

Travel and accommodation

Offers of travel and accommodation should only be accepted in very exceptional circumstances, and then only with the prior approval of senior management.

Fair Dealing

The basic requirement of EU (European Union) law is not to discriminate or be perceived to have discriminated against a company.  

Some basic “do not’s”

· Do not unfairly treat suppliers.

· Do not mislead suppliers.

· Do not engage in “Dutch Auctions” – giving a supplier another supplier’s pricing to meet or beat.

· Do not unfairly pressurise a supplier in any way.

The aim is to show suppliers and others that you are at all times an impartial manager of the University’s funds, which are in your charge.

If you are in any doubt seek advice from senior management or the University’s Procurement Manager.

The consequences to an individual employee in not meeting the standards outlined above, may result in disclipinary action. In addition, non-compliance with Bribery and Corruption Acts may result in a fine and/or imprisonment.

RECORDS MANAGEMENT

This Section explains the importance of Records Management and provides guidance on retention periods of relevant documentation.

The responsibility for ensuring that the correct documentation is retained for the appropriate amount of time, rests with individual Heads of Department, who may delegate this to specific personnel within their Department.

Why Keep Records?
The University needs to produce, maintain and retain certain documentation about purchased/tendered goods and services for various reasons. The purpose of which are to demonstrate that funds have been committed in an accountable, auditable and transparent way, that has not discriminated, breached legislation and directives and is not open to challenge in the courts of law.

Records Management
The Records Management department within Information Services has produced a variety of documents, policies and guidance on records management issues for the University. For further information on these please use the appropriate link to the Records Management website and documentation.

http://www.dundee.ac.uk/recordsmanagement/
Which Records to Keep?
By law various different documentation needs to be retained for minimum time periods, it is important to ensure this is easy and quick to retrieve. Listed below are details of the types of documentation that should be retained and for how long.

Users, should also retain any relevant letters and emails that could be required during the retention period.

	Document type
	Detail
	Retention Period

	Contracts
	Unsuccessful Tenderers’ documentation
	3 years from the date of opening bids.

	Contracts
	Successful Tenderers’ documentation
	6 years after the contract termination date and/or the date of the last purchase order.  

	Contracts
	All other documentation
	6 years after the contract termination date and/or the date of the last purchase order.  

	Delivery/Goods Receipt Notes
	
	Current year + 6 years

	Journal Transfer Requests
	
	Current year + 6 years

	Purchase Orders
	
	Current year + 6 years

	Research Grant Documentation
	
	Current year + 6 years


Method of Disposal
Paperwork should be placed in appropriate refuse sacks for confidential shredding. Estates and Buildings can be contacted to arrange uplift and confidential disposal.






Yes 


























Consider for all requirements: 


Warranty 


Service 


Delivery / Install 


Health and Safety 


Removal of Packaging 


Accessories 


Time limiting factor – lead time 





Is there agreed pricing that clearly shows which supplier offers best value for money on whole life costs?














Quotation / Tender route


according to total value





1. Quotation





2. Standard Tender





3. European Tender





ALL FIGURES EXCLUDE VAT 





Consider for all requirements:


Whole Life Costs


Sustainability of supply


Warranty


Service


Delivery / Install


Health and Safety / WEEE


Removal of Packaging


Accessories





Non Pecos – Value up to £25K


Pecos Users – Value up to £50K


Quotation process 


Conducted by End User (if


assistance is required contact the Procurement Team)


5-7 working days 





Yes 





No 








Value >£50K and <£173K 


Standard Tender Process 


Conducted by PO in liaison 


with End User


3-4 weeks








 





Place order 












































Value >£173K 


European Tender 


Conducted by PO in liaison 


with End User


With PIN 55 days minimum


Without PIN 70 days minimum 
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