APPENDIX 2



STANDING ORDERS

94.

95.

96.

(b)

97.

Prior Information Notice

Chief Officers should ensure that a Prior Information Notice is published in OJEU
as soon as possible after the commencement of each financial year detailing the
intended total procurement for the year for services, supplies and works contracts
to be tendered which are subject to European Procurement Legislation.

Inviting Tenders for Contracts Subject to Full EU Rules

Where a services (Part A services), supplies or works contract is above the EU
threshold then Tenders shall be invited in accordance with European Procurement
Legislation using the open, restricted, negotiated or competitive dialogue
procedure by placing a notice in OJEU no later than any other advertisement
placed in any other publication.

Contracts for Part B Services and Contracts not Subject to EU Rules

Where a contract is for a Part B service or is below the EU threshold then
Tenders shall be invited in accordance with:-

(i)  any requirements in the European Procurement Legislation relating to Part
B Services if appropriate;

(i) these Contract Standing Orders; and
(i) the requirements of either (b) or (c) below.
Single Stage Tender

Tenders shall be invited by way of public notice published in at least one local
newspaper and at least one relevant trade journal stating the nature of the
contract being tendered and stating the last date when Tenders will be accepted
which shall not normally be less than 21 days after the date that the notice was
first published. The estimated value of the contract may also be included.

Two-Stage Tender

(i)  Expressions of interest shall be invited by public notice in at least one local
newspaper and at least one relevant trade journal stating the nature of the
contract being tendered stating the last date when expressions of interest
will be accepted which shall not normally be less than 21 days after the date
that the notice was first published.

(i) Persons or bodies wishing to express an interest shall be sent a pre-
qualification questionnaire to be completed and returned to the Council by
the date specified in the notice.

(i) The response to the pre-qualification questionnaire shall be used to
evaluate whether the person or body meets the Council's minimum technical
capacity and financial standing requirements and has relevant experience,
and whether they should be included in a shortlist.

(iv) Tenders shall be invited from those persons or bodies who have been
included in the shortlist.

Approved List




STANDING ORDERS

The Council has agreed the use of a corporate Approved List. The Berough
ScliciterDirector of Legal and Procurement Department-in consultation with the
Director of Finance—and-Corporate-ResourcesFinance and Corporate Services
may prescribe the rules on how the Corporate Approved List shall be compiled,
used, monitored and reviewed and may amend such rules periodically.

| (b) The use of the corporate Approved List shall be mandatory for all Low Value

Contracts for services and supplies and for all Low and Medium Value contracts
for works where a relevant corporate Approved List category exists, unless an
exemption is granted pursuant to the rules prescribed under (a) above.

The Council has agreed the use of a Small Works and Services Approved List.
The Director of Legal and Procurement in consultation with the Director of
Finance and Corporate Services may prescribe the rules on how the Small Works
and Services Approved List shall be compiled, used, monitored and reviewed and
may amend such rules periodically.

(d) The use of the Small Works and Services Approved List shall be mandatory for all
Low Value Contracts for services supplies and works where a relevant Small
Works and Services Approved List category exists, unless an exemption is
granted pursuant to the rules prescribed under (c) above.

98. The Invitation to Tender

The invitation to tender shall include the following details:-
(i) a description of the services, supplies or works being procured,;
(ii) whether the Council is of the view that TUPE will apply;

(i) the tender timetable including the tender return date and time, which must
allow a reasonable period for applicants to prepare their Tenders;

(iv)  a specification and instructions on whether any variants are permissible;
(v) the Council's terms and conditions of contract;

(viy the evaluation criteria including either weightings or the order of
importance;

(vii)  pricing schedules, if appropriate, and instructions for completion;

(vii)  whether the tenderer is required to price separately if the tenderer were
required to offer a comparable pension and/or parent company guarantee
and/or a performance bond;

(ix)  form and contents of method statements, if any, to be provided;

(x) whether or not Tenders are to be submitted electronically;

(xiy  the rules and method for submitting Tenders;

(xii) where Tenders are to be received electronically via the Electronic Tender
Facility a requirement that tenderers submit a signed hard copy of the form

of tender, undertakings and any other original documentation upon
request;




