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Introduction
Basingstoke and Deane Borough Council’s (‘the Council’) focus over the period
2016 to 2020 is to lay strong foundations that will shape the way the borough grows over
the next 25 to 30 years and deliver opportunities for all communities.
The council aims to ensure residents and future generations continue to enjoy an excellent
quality of life and environment, which well planned growth can secure.

Key priorities of the Council Plan are:
Preparing for controlled and sustainable growth
•
•
•
•

The Council has a duty to protect public interest and to ensure public money is spent
properly. Legal requirements mean that we cannot favour businesses simply because they
are located in the Borough or employ local people. We have to meet contract regulations
and must always ensure we are providing equal opportunity and achieving the best quality
at the best price. We want to achieve the best and most sustainable outcomes for our
community.
This resource pack is designed to show you how to look for and apply for business
opportunities with the council. It includes a list of further useful sources of information,
advice and guidance.

Create jobs and opportunities by supporting new and existing businesses.
Ensure a work-ready workforce by linking employers and education providers.
Support Provision of quality homes, affordable to all through growth and regeneration.
Invest in our Infrastructure.

Improving residents’ quality of life
•
•
•

Enhance leisure and cultural facilities.
Maintain and enhance our built and natural environment.
Support a borough all feel safe in.

Supporting those that need it
•
•
•

Promote strong communities.
Support wellbeing initiatives that improve life chances.
Support homeless and vulnerable groups.

Our suppliers play a vital role in helping the Council to deliver against these key priorities.
The outcome of the procurement needs to reflect a theme that underpins the council’s
priorities to ensure the use of technology to improve customer access, speed up processes
and enter into service delivery arrangements that improve service and reduce cost.
The Council values all its suppliers and our aim is to develop a mixed economy of suppliers
and promote partnering arrangements. We are keen to develop participation by small firms
and the voluntary and community sectors, and to work with suppliers to deliver community
benefits in a way that is consistent with best value, and in compliance with procurement
regulations.
The Council buys goods, works and services from a range of suppliers. Contracts vary from
small one-off purchases to large works or service contracts.
We have developed this Resource Pack to assist all organisations who want to bid for
contracts with the Council.
It provides an explanation of our contract and tendering procedures. It should help you in
taking practical steps to ensure that you are in a position to compete for business.

Further information
• Additional information about the Council’s procurement processes are available online here:
www.basingstoke.gov.uk/procurement
• The Council’s Contracts Register can be found here:
www.basingstoke.gov.uk/contract-register
• Live contract opportunities currently advertised can be found on the South East Business
Portal: https://sebp.due-north.com/
• Procurement Pipeline - as part of transparency and open data standards the Council
publish a procurement pipeline to assist suppliers in planning and preparing for forthcoming
procurements.
The pipeline contains details of contracts expected to be re-procured and new procurement
projects that are expected to be undertaken both within the next 12 months and is reviewed
and updated quarterly.
www.basingstoke.gov.uk/procurement-pipeline
• In line with government requirements we publish a monthly list of spend transactions.
This can be found here:
www.basingstoke.gov.uk/payments
• Contracts Finder - since 2015 all government adverts for contracts above £10k and nondevolved public sector contracts above £25k* must be advertised on the Contracts Finder
website.
www.gov.uk/contracts-finder
*unless a contracting authority has standing orders that specify a higher advertising threshold and there is no legal reason to advertise below this
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What is procurement?

Tender thresholds

Procurement includes all the activities in the process to acquire goods, works and
services.

Contract Standing Orders set out thresholds and define the quotation/tender requirement for
these different values. These are set out below:

When a public body such as the Council identifies a need for a service, to complete some
works or for the supply of goods this is known as ‘commissioning’. The Council will invite
organisations to apply to provide the required goods, works or services and to go through
the procurement process. The Council may procure for itself or other organisations it is
working with. The term procurement is used rather than buying or purchasing.
Organisations are asked to explain how they will supply what is needed. The Council
will then award the contract to a supplier or multiple suppliers. The Council monitor and
work with the supplier or suppliers until the end of the contract to ensure best value and
continuous improvement. Good procurement and contract management is crucial to
providing high quality public services and ensuring that public money is well spent.

The Regulations we have to follow
We have to follow particular regulations when we buy goods, works and services to ensure
fair competition, probity and value for money. These cover how we advertise and tender.

European rules and Public Contract Regulations 2015
These state that if a contract exceeds the relevant European Union thresholds (Works
£4,733,252; Supplies or Services £189,330, Light Touch Services £663,540) we have to
advertise in the Official Journal of The European Union (OJEU), inviting expressions of
interest to tender.
There are European Directives that set the timescales we have to follow. These rules aim
to ensure open and non-discriminatory competition. You can find out more about the
European rules from Crown Commercial Services. They also have other useful information
about doing business with the public sector and guidance on how to make the most of
opportunities available.
*Thresholds effective of 1 January 2020

UK Public Contracts Regulations 2015 (PCR 2015)
PCR 2015 is the UK legal framework governing public sector procurement.

Council Contract Standing Orders
These regulate how we conduct our business and anyone employed by the Council (staff,
consultants etc.) must conform to them. They set out the local procedures for advertising,
evaluating and letting contracts of different values.

Threshold

Tender Requirement

Low-value contracts
– (Band 1) below £10,000

obtain single verbal or written quotation,
or use suitable framework agreement

Medium-value contracts
– (Band 2) over Band 1
but below £74,999

obtain three written quotations, or use
suitable framework agreement

High-value contracts
– over £74,999 but below EU threshold

use suitable framework or full tender
(consider using in that order) with at least
four tenders invited (or as provided by
framework rules)

Above EU threshold (thresholds effective
from 1st January 2020):
Works Contracts - £4,733,252
Supplies Contracts - £189,330
Services Contracts - £189,330
Light Touch Contracts - £663,540

compliance with EU procurement directives

For medium and low value contracts we do not need to advertise and seek tenders and can
award a contract on the basis of value for money.
For high value and EU threshold contracts, the Council must be satisfied with the
competence of the selected contractor, and may carry out an evaluation of their financial
standing. Individual requirements will be set out in the tender documents. As part of the
assessment of financial standing we will usually obtain an independent financial appraisal
report from Dun & Bradstreet Ltd (DBAI) www.dnb.co.uk. The report provides the Council
with an overall Risk Rating Score which will be used to help assess the applicant’s financial
standing. It is the suppliers responsibility to ensure that the details held by Dun and
Bradstreet Ltd are up-to-date and correct and we suggest that you check these prior to
applying for any tender where this report will be used.
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What is involved in the process?
The list of what local authorities procure is long and varied. It can include a range of goods,
works and services, from advertising to waste recycling, building works or providing services
for the local community.

For contracts below £74,999 quotations will be sought and will not normally be advertised.

This process to procure is called tendering. The application you make is called a tender.

•

When the Council wants an organisation to provide goods, works or services, depending
on the value, it will advertise this requirement. The below is an extract from the Council’s
Contract Standing Orders and sets out where and when adverts will be placed:

Open procedure – any organisation can submit a tender in response to an advertisement,
and all those who meet the criteria will be assessed. This is the only procedure that can
be used for below EU threshold contracts

•

Restricted procedure – any organisation that expresses an interest in response to an
advertisement must complete an application pack or “Supplier Questionnaire” (known
throughout the procedure as an SQ). Only short-listed organisations are then invited to
submit a tender. This procedure can only be used for above EU threshold contracts

Total
Contract
Value

South East
Business
Portal
(SEBP)

Contracts
Finder

< £74,999
(low and
medium-value)

Optional

Optional

> £74,999
(high-value)

Above EU
Threshold

Mandatory

Mandatory

Mandatory

Mandatory

Official
Publication /
Journal of
Trade Journal
the European
Union (OJEU)
Optional

Mandatory

Mandatory

Optional

There are two main tendering procedures in public sector procurement:

When advertising an Invite to Tender (whether via an open or restricted procedure), we
will normally issue the following documents:
• An invitation to tender (ITT) – detailing when and how the tender should be submitted
•

Contract conditions – defining the terms of business between the Council and supplier

•

Specification – setting out the Councils requirements and any technical requirements

•

Evaluation Award Criteria – setting out how tender submission will be scored and
evaluated

•

Pricing Schedule / Schedule of rates – for entering prices

•

Form of Tender where you make your formal tender offer

•

Tendering Collusion Certificate

Optional

Optional

There are other procedures set out in the European Rules but these are only used for
complex procurements and when these procedures are used, clear instructions will be set
out in the documentation and the Council may offer supplier briefing sessions.

If a contract value is above the EU threshold for the relevant type of contract, it will be
advertised in the Official Journal of The European Union (OJEU). The journal is only available
via the internet.

Public bodies are required to operate in a fair, open and transparent way and must comply
with national and European laws that govern the spending of public money.

Advertisements will summarise the service we require, the relevant timescales and deadlines
and how you should apply.

The Council spends in the region of £30 million annually on goods, works and services
provided by external organisations. We have a duty to make sure that this represents good
value for money.

We do not keep approved lists of suppliers.
When appropriate, the Council may carry out a Soft Market Testing exercise (or pre-market
engagement) prior to making a decision to tender. This is appropriate in instances where
the Council is unsure of the supply market and/or market interest in a project. Soft Market
Testing can also be used to see whether plans are realistic and affordable. Soft Market
Testing can also help to define the options.
If your organisation thinks it can provide a service that is advertised, you can respond as per
the instructions in the advert.
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Registering with Basingstoke and Deane Borough Council
You may not have found any advertisements for which you want to apply on the South East
Business Portal. However, you can register with the portal online. It is free to use and once
you register in your chosen categories, you will receive an email alert if an opportunity in
your chosen categories comes up. All you need is an internet connection and an email
account.
For tenders we use an electronic tendering website called ProContract where all stages of
our procurement process, including all communication and correspondence are carried out
online via a secure server:

Working with others to provide a service to Basingstoke and Deane
Borough Council
You could consider applying to work as a sub-contractor for organisations that already have
a contract with the Council. We publish our Contracts Register on our website.
Joining together with others in a consortium is another way for smaller organisations to
apply to work with the Council.
The next sections of this resource pack are designed to give you some practical advice when
responding to an advert.
•

Appendix 1
guidelines on completing an SQ

•

Appendix 2
guidelines on submitting a tender

•

Appendix 3
provides sources of help and advice to suppliers

•

Appendix 4
Questions and Answers provides more information about the legislation

Tendor resource pack

Appendix 1

How to prepare
your Supplier
Questionnaire (SQ)
The Council has placed an advertisement for organisations to provide a service or to supply
goods. Your organisation has responded to this advertisement. The Council is using the
Restricted procedure and an SQ will be issued. This is the way the Council will short-list
suitable suppliers before they are invited to tender. This guidance aims to give you some tips
on how to prepare your SQ for submission.
Alongside an SQ the Council will also publish a draft Invitation to Tender document which
will include the specification. This allows suppliers to fully review the contract opportunity to
assess whether it is something that they would be able to, and want to deliver.
An SQ is about selection criteria. Selection criteria establish if an organisation is competent
and capable of delivering the requirement – essentially “can they do it”. Selection Criteria are
backwards-looking and ask about your experience in the past.
The Selection Criteria establish whether an organisation meets any financial requirements
set, is competent and capable and has the necessary resources to carry out the contract.
These points are addressed further in Step 3 below – ‘Answering the questions’.
The Council is required to follow the basic format of the national Standardised SupplierQuestionnaire. Please note that the template SQ:
• may need to be updated without notice to satisfy changes in legislation or policy; and
• may have a differing number and complexity of questions depending on the nature of the
contract.
These tips do not focus on a particular type of contract, but aim to give you overall guidance.
The information required at this stage is similar for most contracts advertised by other Local
Authorities where the Restricted procedure is being used.
If you have any questions in relation to a particular SQ that you are completing we would
always encourage you to ask questions before you submit.
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What do i need to do?
The steps that you will normally follow during the SQ submission stage:
1. Read the advertisement again and familiarise yourself with the SQ document;
2. Research what the Council is looking for in a supplier;
3. Answer all the questions in rounds and logically; and
4. Check you have met any mandatory requirements i.e. check that your submission is
compliant.

Step 1: Advertisement and Supplier-Questionnaire
Read the advertisement again.
An advertisement will outline the basic requirements of the contract. It will also outline the
timescales. It is important to read the advertisement carefully and you will then need to
consider if this is an appropriate contract for your organisation to pursue.

Tendor resource pack

invited to tender. This will be clearly set out in the SQ i.e. the 6 top scoring suppliers will be
invited to tender and all other suppliers will not be progressed.
At Part 3 of the SQ you may be asked to complete Project Specific Questions to assess
technical and professional ability. If there are mandatory requirements specified and
you aren’t able to meet these, you do not need to complete the rest of this SQ as your
organisation will fail to meet the minimum requirements. Some organisations prefer to
review these first. They are useful because they:
•

allow you to consider what more you need to do in order to be ready for any future
similar contracts and plan ahead; and

•

Ensure you do not waste any more time on the questionnaire if you do not satisfy the
basic requirements of the contract.

Your main objective at the SQ stage is to evidence to the Council that you have the necessary
experience; technical capability and capacity to be invited to tender.
Suppliers will usually be asked to self-certify that they meet the requirements of the SQ and
will only be required to provide evidence of this if they are successful at contract award stage.
Preparation:

Familiarise yourself with the questionnaire.

•

An SQ will follow the national Supplier-Questionnaire template and will include the following:
• Part 1 – Potential Supplier Information
• Part 2 – Exclusion Grounds (mandatory and discretionary)
• Part 3 – Supplier Selection Questions (specific to the contract opportunity)

•
•
•

Step 2: Research – Basingstoke and Deane Borough
Council website
We encourage all suppliers to do some research before writing submissions. All contracts
tendered for contribute to the key priorities of the Council Plan, and towards achieving the
council’s strategic objectives. You should browse through the Council website
www.basingstoke.gov.uk.
More information can be found on our Procurement pages of the Council web pages
- the links are in the Introduction of this booklet.

Step 3: Answering the questions
The SQ is normally evaluated in parts by a panel of different people. You will not be able to
communicate with the panel directly. The evaluation panel will usually review all of the SQ’s
independently and then will meet to agree ‘moderated’ scores in each area. In a Restricted
procedure, usually a set number of suppliers will be taken through to the next stage and

•
•

Familiarise yourself with the questions and plan ahead to make sure you can meet the
deadlines;
Make a short note of what information is required and any examples you need to provide
to demonstrate your experience;
Have you provided more than was required with no added cost? This is just one example
of what is called ‘added value’. Make a note to include this in your answers if appropriate;
Ask someone not involved in completing the SQ to proof-read your final draft; this is
particularly important if you have different people completing different areas of the SQ.
Answer all questions logically. If there is a maximum word limit stated, please do not
exceed this as any words above the limit may be disregarded in the Council's evaluation
of the contract specific questions; and
If you are not sure about anything then ask us in good time.

Contract specific questions are tailored according to the type of opportunity, so will differ
for each and every SQ. Broadly they may cover:
• Technical expertise and experience and professional ability for the opportunity you are
pursuing by giving examples;
• Sufficient administrative and staff resources within your organisation for this opportunity;
• Good internal employment procedures, including ethical practices within your
organisation;
• Relevant professional training in place for staff, and/or accreditations as required;
• Appropriate insurance, policies, procedures and systems in place and are legally
compliant. Policies and procedures that may be relevant include equality, diversity
and inclusion across all the strands recognised by the council, customer care,
communications, business continuity, health and safety and environmental
considerations.
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Where questions are not pass/fail, they will usually be marked on a 0-5 scoring basis:
An example is below:

Score

0

Meaning
No response provided
- Fail
Submissions that ‘Fail’ will not be considered further
Serious Reservations - Submissions which receive a ‘1
– serious reservations’ will not be considered further

1

2

Satisfies the requirement but with considerable reservations of the Tenderer’s
relevant ability, understanding, skills, facilities & quality measures required to
provide the services, with little or no evidence to support the response.
Minor Reservations
Contains minor shortcomings in the demonstration by the tenderer of the
relevant ability, understanding, skills, facilities & quality measures required
to provide the services with evidence to support the response, where
appropriate and/or is inconsistent or in conflict with other proposals with
little or no evidence to support the response.
Satisfactory

3

Satisfactory demonstration by the tenderer of the relevant ability,
understanding, skills, facilities & quality measures required to provide the
services with evidence to support the response, where appropriate.
Good

4

Good demonstration by the Tenderer of the relevant ability, understanding,
skills, facilities & quality measures required to provide the services with
evidence to support the response, where appropriate.
Excellent

5

Exceptional demonstration by the Tenderer of the relevant ability,
understanding, skills, facilities & quality measures required to provide the
services with evidence to support the response, where appropriate.

The SQ will clearly set out if any ‘weightings’ have been applied to questions. This enables
supplier to gauge what is of most importance to the Council for a particular contract. Think
about their weightings and there importance when you are compiling your response.
Tip: Focus most time and effort on the heavier weighted questions / areas.

Step 4: Compliance
Make sure the SQ is completed in full and that all instructions and mandatory requirements
are complied with. If there is anything that is not clear it is vital that you ask us to clarify this in
good time. You must submit your SQ before the deadline date and time. You must not exceed any word limit stated.
Provide all the information requested. Make sure you tick all the required ‘yes’ or ‘no’ boxes.
All the information you supply will be used to consider your application. Remember a very
simple omission could result in your bid being excluded from a process.
The Council uses an electronic tendering system. All SQ’s and tenders must be submitted
through ProContract for them to be valid, unless instructed otherwise.

The next stage…
Once you have submitted your SQ, you should wait to hear from the Council. We will
provide you with the indicative date by which you should find out about the decision of the
evaluation panel and whether you have been shortlisted or not.
If you do not succeed at this stage then please ask us for feedback. This will give you an
insight on why your submission was unsuccessful and will help you to think about how you
can improve and apply for any future similar contracts.
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Appendix 2

How to prepare
your tender
submission
You have been invited to submit a tender (the Council is using either a Restricted or an Open
procedure). You need to start collating all the information required and start preparing your
bid. This guidance aims to give you some tips on how to prepare your tender submission.
The main objective of your tender submission is to provide full answers to ALL the questions
in the Invitation to Tender (ITT) document. This means ensuring your organisation is able
to meet all the requirements of the specification. Your answers should address each of the
evaluation criteria.
Why does the Council tender?
Local Authorities are funded with taxpayers’ money and we need to show that the money is
being spent responsibly.
To do this, we must demonstrate that we have selected a supplier who is technically
competent and who has the capacity to undertake such projects and is financially stable.
We must also demonstrate that we are getting the best possible value for money at tender
stage and that all suppliers have been given equal consideration, in terms of both pricing and
quality. The fairest and best way to do this is to evaluate bids on the basis of the answers to
set questions, as well as on price.
We usually evaluate submissions on the basis of most economically advantageous tender
(MEAT)
The three main objectives of tendering are:
• To improve quality and standards;
• To test efficiency; and
• To make savings.

Tendor resource pack

What do I need to do?
This guide explains some of the steps you need to take when submitting a tender:
• Familiarise yourself with the ITT and any attached documents;
• Read the advertisement, read the specification carefully and do your research;
• Answer all the tender questions logically and ensure you satisfy the award criteria; and
• Check your submission is compliant.

Step 1: Invitation to Tender (ITT) document
An ITT asks you to demonstrate how you propose to meet the contract specific
requirements. It provides instructions and the deadline for the return of tenders, as well as
criteria by which tenders will be evaluated.
Typically an ITT will include:
• The contract specification;
• Instructions to suppliers on how to submit tenders, with a list of any attached documents;
timescales and the contract award criteria and guidance on how tenders will be
evaluated;
• Contract terms and conditions;
• Tender return section which includes: pricing schedule; non-collusion certificate; Form of
Tender

Tip: You should read the whole ITT as early as possible and:
• Make a note in your diary of the submission deadline date and time;
• Make a note in your diary of any specified timeframe for any clarification questions
• Read the advertisement and the contract specification again;
• Note what research you need to do for your submission;
• Contact us as soon as possible if there is anything that you do not understand in
the documents;
• Contact relevant sub-contractors/members of staff for any information they need
to provide for your submission;
• Arrange any internal/external meetings you need to discuss the tender submission;
• Read any additional information attached with the tender; and
• Arrange for a colleague who is not involved in bid writing to proof read your final
draft.
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Step 2: Specification
Specification
The specification will tell you in a clear and accurate way what the Council wants to buy
and the outcomes it requires. It enables you to tailor your tender accordingly. A specification
gives you the opportunity to think about ways you could be innovative in how you propose
to deliver what the council requires.
A typical specification will have the following format, but will differ depending on the type of
contract.
• Introduction;
• Table of contents;
• Definitions;
• Scope;
• Background;
• Service conditions and environmental factors;
• Statement of requirements: key performance indicators, required outputs and outcomes;
• Technology, systems and management techniques;
• Quality requirements including Health and Safety, Equality and Diversity and the
Environment;
• Security;
• Training; and
• Implementation timetable.
You can ask for clarification of the requirements or assessment criteria. We usually share your
questions and our answers with other suppliers but will not reveal your details.
Additional information
Additional information may be attached with the tender document. Typically this may include
links to further guidance or policies about which you should be aware or other relevant
documents such as technical drawings etc.

Step 3: Research
It is essential that you find out about the Council and its relevant policies or practices.
All contracts tendered for contribute to the key priorities of the Council Plan and towards
achieving the council’s strategic objectives.
You should browse through the Council website www.basingstoke.gov.uk.
More information be found on our Procurement pages of the Council web pages - the links
are in the Introduction of this booklet.

Tendor resource pack

Step 4: Response and evaluation
Your method statements
We may ask you questions at this stage or simply ask you to provide detailed statements on
the proposed methods you will use to carry out the contract if awarded. Any questions asked
will relate to the contract award criteria, as published in the advertisement.
Information in the method statements will enable the evaluation panel to assess tenderers
against the requirements of the service specification and the method statement will form part
of any resulting contract.
It is important that you answer your questions in the same order as laid out in the ITT.
You should provide information which demonstrates and supports your understanding of,
and ability to meet the service specifications.
It is vital that responses do not simply replicate or list policies and procedures, but clearly
demonstrate how and when these might apply and how they will be implemented in service
delivery.
As a minimum, make sure your answers meet the specification in full. Do not be afraid to
suggest improvements or innovative alternatives.
If you are offering alternatives or equivalent products or services, ensure that you
provide a full justification for these. Sometimes these may not be acceptable, so read the
documentation carefully.
If you have any questions or need any clarification then ask early. This will give us enough
time to get back to you, but be sure to ask your questions in the way specified in the ITT.
Checklist
Familiarise yourself with the tender documents. Plan your tender around the 		
timetable we give you to make sure you meet the deadlines;
Make sure in your answers you have considered the award criteria and demonstrate
that you fully understand our specification requirements. You will need to explain
clearly how your organisation will deliver our requirements and provide evidence
how will do this;
If there is a maximum word limit stated, please do not exceed this as any words
above the limit may be disregarded in the Council's evaluation of the contract 		
specific questions;
Only provide the information requested. Do not be tempted to include extra
information, even if it shows your organisation in a positive light. If it is not 		
requested, no points will be added;
Wherever possible let us know if you can provide something more than is required
for the contract with no added cost or reduction of quality. This is called ‘added value’;
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We expect tendering organisations to explain how they will utilise their technical
capability when delivering the proposed contract;
We will require details of the number of staff you will allocate to the contract, and
may ask you to specify their skills and qualifications.
Where questions are not pass/fail, they will usually be marked on a 0-5 scoring basis similar
to the model used in evaluating an SQ. An example can be found on page 13.
The ITT will clearly set out if any ‘weightings’ have been applied to specific questions
and areas of the contract award criteria. This enables suppliers to gauge what is of most
importance to the Council for a particular contract. Think about these weightings and their
importance when you are compiling your response.
An example contract award criteria including weightings and sub-weightings is below.

Contract Award
Criteria

Weighting

Sub Criteria

Cost – Total tender
cost

60%

N/A

Quality

40%

Sub-Weighting

Step 5: Compliance and Award of Contract
Make sure the tender is completed in full and that all instructions and mandatory
requirements are complied with. If there are mandatory requirements specified and you
aren’t able to meet these, you should not submit a response as your organisation will fail to
meet the minimum requirements. If there is any element of the instructions that is not clear
it is vital that you ask us to clarify this in good time.
Suppliers must demonstrate how they meet the requirements detailed in the specification
and ITT. Suppliers must clearly explain how they plan to deliver the goods, service or works
required. Tenders must also include a signed agreement that there has been no collusion
with other suppliers or the buyer.
Provide all the information requested. All the information you supply will be used to consider
your application. It is important that the tender has been completed fully. Please be mindful
that the evaluation panel can only assess what is in front of them and no prior knowledge or
experience can be considered.
Remember a very simple omission could result in your bid being excluded from a process.
The Council uses electronic tendering. All SQs and tenders must be submitted through
ProContract. Full instructions will be contained within the ITT and you should read these
carefully.

Management and
Communications

15%

Working Practices

10%

Staff

10%

Facilities

5%

Pricing schedule
Your tender pack will also contain a pricing schedule. You must ensure you understand
the pricing structure and methodology prior to submitting your tender and do not change
the format as we need to be able to asses all tenders on the same basis to ensure that the
evaluation is fair, open and transparent.

Try and submit your tender at least 24 hours in advance of the closing date in case of
technical issues. Let the Council know if there are problems. Late submissions will not usually
be accepted as this would not be fair to other tenderers.

The next stage…
Once the tenders have been returned to us by the deadline, we will start evaluating.
To preserve the integrity of the competitive process, evaluation of tenders is carried out
objectively and in a consistent way. We usually select suppliers on the basis of overall value
for money (MEAT). Price is important, but normally other criteria will also be considered
such as quality, reliability, delivery times, technical assistance, after sales service etc. The
evaluation award criteria will be clearly set out in the ITT.
If necessary we will carry out post-tender discussions / clarifications with tenderers to seek
more clarification on aspects of the tender, prior to awarding the contract.
Depending on the nature of the contract there may be an interview stage and/or site visits.
Details will be set out within the ITT.
Once the evaluation has been completed and moderated, you will receive a successful or
unsuccessful notification once the panel has made its decision.
A standstill period may apply to the tender depending on the value of the contract. We will
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notify you in the letter you receive whether this applies to your tender. The standstill period
is a pause between the date when tenderers are notified of the council’s contract award
decision, and the date on which the council enters into a contract.

Tendor resource pack

Appendix 3

If the value is more than £74,999 we will normally prepare Conditions of Contract
documents. This will cover day-works, collusion, corruption, insurance, liquidation damages,
performance guarantees, sub-contracting and policy requirements.

Sources of help
and advice

If you have been unsuccessful then you should receive feedback. The letter will outline your
score and the winning organisation’s name and score. The panel’s feedback will give an
insight on why your submission was unsuccessful. This will help you to think about ways to
improve and apply for any future contracts.

There are a number of organisations that provide advice for suppliers including voluntary and
community sector organisations who want to tender for public sector contracts.

With regard to contract documentation, for contracts valued under £74,999 we will normally
issue forms of agreement or correspondence supported by a purchase order.

Step 6: Contract Management and Monitoring
The council encourages a partnership approach to contract management.
Key to this will be the development of good supplier relationships. This will be achieved
through:
• Clearly defined and agreed goals
• Developing a culture of continuous improvement
• Encouraging open and honest communications
• Constructive and collaborative approach to resolving problems/disputes
The Council has a Contract Management Toolkit and contracts are managed in a
proportionate manner to their assign risk rating. In many instances we will agree key
performance indicators (KPI’s) with suppliers and these will be monitored on an agreed
frequency.

Please note the Council provides these external links in good faith but does not accept
responsibility for third party contents.
Our suppliers are encouraged to demonstrate an awareness of climate change issues and to
promote practices that are consistent with our policy. You can also get more information on
sustainable procurement from the Environment Agency.
The Council’s Climate Change Strategy
www.basingstoke.gov.uk/rte.aspx?id=676
Association of Chief Executives of Voluntary Organisations (ACEVO)
Helps develop the skills third sector leaders’ need for successful partnership working.
www.acevo.org.uk
Advisory, Conciliation and Arbitration Service (ACAS)
Provides a simple tool that organisations can download and use which has been developed
to help employers easily manage their key legal obligations. They also provide a sample
equality policy.
www.acas.org.uk
Equality and Human Rights Commission (E&HRC)
Has a statutory remit to promote equality and diversity including human rights across seven
equality strands. There is advice and guidance for employers on rights and responsibilities
based on equalities.
www.equalityhumanrights.com
Basingstoke Voluntary Action (BVA)
Provide help and advice to charitable, voluntary and community groups.
www.bvaction.org.uk/

23

24

Tendor resource pack

Gov.uk
This is the government website that provides practical advice for small businesses. It has tools
to make life easier for managers and small business owners. The tools are free of charge and
can be found on their website. It replaces the old Business Link website www.gov.uk
• There are also some Gov.uk pages which give guidance on how to become a Crown
Commercial Service (CCS) supplier
www.gov.uk/government/publications/become-a-crown-commercial-service-supplier
Health and Safety Executive (HSE)
Provides an introduction to health and safety in small business – what organisations should
know about and where to get more information.

Tendor resource pack

Appendix 4

Questions
and Answers

HSE also provides a Health and Safety Policy Statement template
www.hse.gov.uk

1. Where can I find the legal requirements for public procurement?

National Council for Voluntary Organisations (NCVO)
Provides information, advice and support to others working in, or with, the voluntary sector.
The Collaborative Working Team offers good practice information and advice to help
voluntary and community organisations make informed decisions about whether and how to
work collaboratively.
www.ncvo-vol.org.uk

All organisations must be treated equally and without discrimination.
The Council must act in a transparent and proportionate manner.
www.legislation.gov.uk/uksi/2015/102/contents/made

Public sector procurement in the UK is governed by the Public Contracts Regulations 2015
(PCR 2015). The extent to which they apply depends on what the contract is for and its
estimated value.

NAVCA
NAVCA describes itself as the national voice of local third sector infrastructure in England.
The Local Commissioning and Procurement Unit (LCPU) provides support on matters relating
to third sector commissioning and procurement.
www.navca.org.uk

2. Where can I find more information on Basingstoke?

Prevista
Has a programme of events free of charge and provides business support and skills training
services.
www.prevista.co.uk

PCR 2015 applies to all contracts for goods, works and services. The extent to which they
apply will depend on what is being procured, the value being spent and for how long.

Social Enterprise Coalition
A key part of the Coalition’s work is to enable social enterprises to share know-how, network
and do business. It publishes a range of case studies, ‘how to’ guides and training materials.
www.socialenterprise.org.uk
Tendering for Care (TfC) - Specialists in public sector tendering support and tender writing
for all care services including health, social, medical, nursing and primary care, GP and dental
services, housing and consultancy.
www.tenderingforcare.com

The Council have produced a Key Facts document which can be found here on the website www.basingstoke.gov.uk/Basingstoke-and-Deane-key-facts

3. What do the Regulations mean in practice?

The Council must advertise goods, works and services in the Official Journal of the European
Union (OJEU) for most things over certain thresholds. The EU thresholds are reviewed every
two years and are outside of the Council’s control.
Contracts in OJEU must follow strict procedural rules for the procurement process set in
law. This includes minimum timescales for each stage. The Regulations also set out what
information we must provide you with at each stage of the process.

4. What about contracts below these thresholds?
When procuring below threshold contracts, the Council will seek quotations from potential
suppliers, and appoint a supplier from these. The Council’s Contract Standing Orders set out
the minimum procedural requirements for all procurement at the Council. They are split into
bands, depending on the total value of the contract being procured. The Contract Standing
Orders are designed to achieve value for money and ensure legal compliance. You can view
the Procurement Rules on the Council’s website.
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5. What is the difference between ‘commissioning’ and ‘procurement’?
Public bodies achieve their objectives through a variety of routes, either by carrying out
activities directly or by dealing with outside parties. In broad terms this process can be
described as ‘commissioning’.
‘Commissioning’ is simply the identification of a need or want. The term covers the entire
cycle of assessing the needs of people in a local area, designing services and then securing
them.
‘Procurement’ covers the specific activities of buying services, from the initial advertising
through to the final contract arrangements. It is the process which bridges the identification
of a want or need into a contract. It refers to the procedures that public bodies must follow
when they purchase services.

Useful Contacts
Basingstoke and Deane Procurement Team
procurement@basingstoke.gov.uk
www.basingstoke.gov.uk/rte.aspx?id=266

The following organisations may also be able to provide help and information:
Federation of Small Businesses
www.fsb.org.uk
Hampshire Chamber of Commerce
www.hampshirechamber.co.uk
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