Tendering 
	Slide Number
	Presenter notes
	Time allocated

	1
	Welcome. 
If new people are within the cluster it may be worth while spending some time introducing yourself and discussing what your role in school is. Times are average and some slides may take longer or shorter to discuss. Slides without notes may be talked through.
This session is about the actual tendering process, obtaining quotes and evaluating them. 
	2 mins

	2
	Content.
Overview of a simple procurement cycle. What is included in standard tender documentation and how do you evaluate. 

	1 min

	3
	Procurement cycle.
The area we are focused on is highlighted in yellow, putting our needs out to tender, negotiating terms and awarding contracts. 
If this is the first module you are doing and haven’t seen the procurement cycle before here is the explanation. 
The Procurement Cycle confirms the wordy definition from the previous slide.
The procurement cycle has been broken  down into 5 distinct phases: -
Specify; Buy; Order; Pay; Manage. 
When we used to think about purchasing we concentrated on the Buy and Order phases. Procurement has a much broader scope than traditional purchasing – procurement expertise has a key contribution to make in the Specify phase of deciding what to purchase – in particular things like Options Appraisal and Market Management. Procurement also has a part to play in how we pay our suppliers particularly as we move into the e commerce arena and electronic orders and invoices become more commonplace.
Contract & Supplier management is a big area for work for schools. The general trend when a contract has been let is to heave a big sigh of relief and not to look at the contract or the supplier again until the contract is up for renewal. If you are to get on-going service improvements or cost reductions from your contract then you need to actively manage.

	1 min

	4
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The graphic brings to light an important question, you have to consider the ‘whole of life’ cost of the contract and apply your school or local authority guidance or procedure. 
	1 min

	5
	King of the castle 
You may have already seen this but let consider it from the tendering perspective. Give the handout CSp1 (King of the castle) out and asks delegates to draw on the reverse their own picture of what they think the specification is asking for. Given an opportunity to show everyone agrees. 
	2 mins

	6
	Cartoon
Does this meet the specification requirements? It would be the most economically advantageous! Costly mistakes can be made by assuming the supplier understands your needs. Getting the specification right before you start a tender process helps you understand your needs. Communicating this to potential suppliers is also important. The king could have picked this up earlier if his tender documentation asked for a plan from the supplier. 
	2 min

	
7
	Obtaining quotations / tenders
What do you think you will need get to a supplier to understand your needs? Obviously, it totally depends on the size and complexity of the product or service you are looking to procure.  
	1 min 

	8
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	1 min

	9
	Group Exercise
Divide delegates into groups to list all the documentation you think will be included in a request for tender issued by your school. 
	3 mins

	10
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Bolded points are the ones you could bespoke for each circumstance. Blue italic points are standard proforma you can issue. These are the type of docs you could work as a cluster to develop or one of your group may already have. Exemplar documents may be found on  https://www.gov.uk/government/collections/buying-for-schools

	2 mins

	11
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The TUPE regulations are designed to protect the rights of employees who are transferred to a different employer, enabling them to enjoy the same contractual terms and conditions as before whilst retaining continuity of employment. It is as if their contracts of employment had originally been made with the new employer

The regulations apply to relevant transfers that are in two broad categories:
· Business transfers - when a business undertaking, or part of one, is transferred from one employer to another as going concern. To qualify as a business transfer, the identity of the employer must change.
· Service provision changes - when an organisation engages a contractor to do work on its behalf or reassigns such a contract, including bringing the work in-house e.g. contracts to provide school catering or cleaning.

Read slide and highlight the GOV.UK publication.
	2 mins


	12
	Evaluating offers
Once you have your SMART specification to consider the tenders against, how do you go about evaluating them?
	1 min

	13
	Challenge
You divide into 4 groups. Each group gets a different company sheet and a tender form (Print: 1 x Td1 Companies on separate sheets not double sided. 4 x Td2 tender form). Once all 4 tender sheets are completed, come together as a whole group and put yourselves in the buyer’s shoes. Consider how you would evaluate the tenders. There are no right answers. It will depend on your weighting. For instance, do you consider price to be the most important or financial standing of the company. 
	10 mins 

	14
	Key Learning points
You can be swayed when you know the information available. If you decide the criteria before you enter into the tender you can share with suppliers how you will be evaluating them. Using a standardised approach will make it easier for you to evaluate the paperwork when you receive it. 
	2 mins

	15
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Which module now?
	2 mins

	16
	Questions
· How the group will put into practice what they have heard?

	3 mins


36 minute session Print: 
1 x Td1 Companies on separate sheets not double sided. 
[bookmark: _GoBack]4 x Td2 tender form
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It's not rocket science!
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Key Learning Points

+ Decide evaluation criteria before you tender AND STICK TO IT;
+ M.EAT(MostEconomically Advantageous) NOT Price;

+ Tell Suppliers how you will evaluate;

+ Makeit easy to evaluate — Use standard Toolkit
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Standard Tender Toolkit of Documents
Include:

+ Invitation Letter + Health and Safety

+ Instructions to Tenderer Questionnaire
and Conditions of Tender ~ * Environmental

+ Specification Questionnaire

+ Proposal Form + Form of Tender

+ Tenderers Contact + Collusive Tendering
Information Certificate

+ E-Procurement Form + Canvassing Certificate

. Terms and Conditions of Insurance Questionnaire
Contract + TenderReturn Label

+ Equality Questionnaire
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TUPE

+ Transferring work to a different employer (Transfer of
Undertakings (Protection of Employment) Regulations (TUPE);

+ GOV.UK BIS Publications TUPE a quide to the 2006 requlations

* Appliesto:
~ Business transfers.
- Service provision changes

‘Some transfers will be both business transfers and service provision changes
.8, outsourcing of a service will often meet both definitions

+ Seek legal advice and consider the use of a public sector framework
where the hard work has already been done and advice is available.
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Train the Trainer Modules

1 Cost not price
2 Efficiency

3 Collaboration

4 Creating a specification
5 Finding suppliers

6 Tendering

7 Negotiation
8 Whatis a contract

9 Contract
Management

10Risk Management

11 Leasing

12 Public procurement
legislation incorporating
EU procurement.




