Monmouthshire County Council
Suppliers Guide
Introduction
Welcome to this Supplier Guide, it has been produced to give you all of the useful information that will help you better understand what we do, why we work in the way that we do and how you can do business with us, it will help you:-
· Learn about us and what we are trying to achieve
· Understand the rules and regulations that we have to follow
· Understand the procurement process
· Become familiar with the language we use and understand what it means
· Understand how to tender for business
· Understand what is expected of you when undertaking work for us
About Us
We spend in excess of £100 million annually on buying goods, works and services and provide a range of services to the communities across Monmouthshire from street lighting, emptying bins to providing care for residents.
Currently and for the foreseeable future, we are operating under significant financial pressure; hence we have to find new ways to deliver services with reduced budgets and increased demand. Essentially we have to deliver more and better services with less money. Consequently, our suppliers help us deliver these services and we are looking at how they can help us achieve these aims through their tender submissions.
Despite the efficiency agenda we will continue to support the local economy and local businesses where possible, whilst ensuring we comply with legislation. We also see the benefits of working with all sectors including private, public and Third Sector which ensures a mixed economy of provision. We can also create additional benefits for communities, the local economy and the environment where possible by maximising our spending power and where appropriate we may ask suppliers to offer community benefits as part of their tender submissions, for example work experience opportunities.
Responsible Procurement
This means environmentally, ethically and economically responsible purchasing. We aim to procure goods, services, works and utilities in a way that achieves value for money on a whole life basis and generates benefits not only for the council but also for society and the economy whilst minimising damage to the environment. We have a responsibility to ensure that our purchasing minimises any risk of social exploitation or environmental damage within the supply chain. We would expect our suppliers to comply with national and other applicable law and regulations in the countries and the communities in which they operate in. 
Why work for us?
· We are a long standing and stable organisation which pays suppliers in good time (usually within 30 days).
· All purchasing is done through fair and transparent processes to ensure value for money. All suppliers are treated equally and assessed on their merits.
· We clearly set down what our expectations are of suppliers to ensure high standards of service (usually in the form of a contract).
· Our terms and conditions of contract are reasonable and achievable.
· Contract management will be undertaken to ensure that the contract is delivered satisfactorily for both us and the supplier.
What do we look for in a supplier?
Purchasing decisions are extremely complex and not confined to price, the lowest price is not always the most suitable, however suppliers should give due regards to:-
· Ensure tender submissions address all essential criteria.
· In order to maximise value for money we expect suppliers to submit competitive bids or quotes.
· Fulfil all contract obligations
· Be open and honest where problems or issues arise to reduce the impact they have on service delivery.
· Be innovative and suggest new ways to deliver contracts more efficiently to improve the outcomes of our customers.
· Be responsive and flexible to our requests where they are reasonable and in the interests of our customers.
Examples of issues the council would consider before awarding business include:-
· Fitness for purpose (quality, suitability)
· Delivery and availability against price
· Total Cost of ownership
· Ethical Procurement 
· Maintenance cost and projected down time
· On costs such as transport and storage
· The cost of procurement itself
· Sustainability/environmental/social responsibility

How is Procurement Organised in Monmouthshire?	
We have a Strategic Procurement Team which is responsible for developing the Procurement Strategy, policy, good practice and procedures to drive best value for money procurement. It is also responsible for Corporate Purchasing of supplies that are used commonly across the organisation.
Responsibility for the more specialist service and works procurements lies with individual departments who have specific knowledge and expertise regarding their requirements.
What do we Buy?
· Building Consultancy and Construction 
· Community Services 
· Environmental Health 
· Food Stuffs 
· Gas, Electricity and Oil 
· Information Technology 
· Janitorial Products 
· Library Materials 
· Office Furniture 
· Office Products 
· School and Children's Services 
· Social Care 
· Telecommunications 

What Legislation and Rules Must Be Followed?
As a local authority there are regulations which we have to follow when procuring goods, services and works, it would be beneficial if you are aware of them because they govern the way that we operate.
The Council’s Rules
The Contract Procedure Rules (CPR’s) are the council’s rules that all officers have to follow when undertaking procurement work and letting contracts. There are different rules to follow depending on the estimated “whole life cost” of each procurement. This means that if a contract is estimated to cost £5,000 a year and will be required for 4 years the estimated whole life cost is £20,000.
From £0 to £10,000
Purchases  below £10,000 are classed as “low value procurements” , if there is no internal supplier or framework agreement in place officers are required to obtain up to Two quotations from local suppliers/known providers and they must demonstrate value for money.
Between £10,001 - £75,000
If there is no internal supplier or framework agreement in place officers are required to obtain a minimum of Four quotations ( where possible at least Two suppliers should be local) and ensure that they represent value for money.
£75,000 – to EU Threshold
If there is no internal supplier or framework agreement in place the contract must go through a formal procurement process. Officers are required to openly advertise the opportunity on Sell2wales portal.
EU Procurement Directives
If the estimated value of the contract exceeds the EU threshold ( or subsequent UK threshold) we have a legal requirement to comply with the EU Procurement Directives, hence it has to be procured following the EU Regulations and the council’s internal rules. Depending on the type of contract, different thresholds apply exclusive of VAT:
Supplies	£189,330	Services	£189,330	Works		£4,733,252
Note: Correct as of January 2020 and due for renewal every Two years.
The Procurement Processes
· Framework Agreements
Are set up where we have a requirement for goods or services on an ad-hoc basis, but cannot commit to a certain level of spend. It is set up through a formal procurement process and suppliers are ready to be called off as and when required, under the terms of the agreement.

· The Open Procedure
The contract is advertised and all interested suppliers can obtain tender documents and submit a bid. All bids are evaluated against the set criteria.

· The Restricted Procedure
A two stage process, the contract is advertised and all interested suppliers complete a Pre-Qualification Questionnaire (PQQ). This enables officers to assess if suppliers are suitable to go forward to the tender stage. The assessment usually involves looking at:-
· Financial Information (accounts and insurance)
· Technical capacity, capability and resources
· Health & Safety
· Equal Opportunities
Those suitable are then shortlisted and invited to tender. The PQQ stage helps to eliminate unsuitable suppliers early in the process which reduces the amount of time they have to invest in the contract.

How Do I Find Out About Opportunities?
Potential suppliers should check local newspapers or trade journals for advertisements of contracts, you may also want to register your business on the www.sell2wales.co.uk website. It is a portal where you can promote your business to the public sector within Wales and receive prior knowledge of tenders. You will need to pick the appropriate Common Procurement Vocabulary ( CPV Codes) which identifies the business area within which you specialise. Once you are registered all tendering opportunities that arise within your chosen field will be followed up by an email alerting you.

What if I am Invited to Tender?
Applicants who have been shortlisted after evaluation of the PQQ will receive an “Invitation to Tender” (ITT) Pack, which will consist of all or some of the following:-
· Letter of Invitation
· Instructions to Tenderers – provides guidance for completing the documentation and where and when tenders should be submitted.
· Specification – sets out what needs to be achieved and includes policies, procedures and guidelines that need to be followed.
· Pricing Schedule – the document where you enter your prices
· Terms & Conditions – defines how we will let the contract and the rules tenderers must comply with.
· Tender Evaluation Criteria – advises how the tender submission will be evaluated and the contract awarded.
· Any Additional Supporting Information  - eg policies that tenderers are expected to follow.
The tender documents may include a Method Statement which is used to give the potential supplier the opportunity to demonstrate what methods and procedures they propose to use in undertaking the work and it also gives the council an insight into the company’s methods of operation. 
At any time during the tender process you may be invited to give a presentation or attend an interview as part of your submission or we may conduct a site visit to see first-hand how tenderers organise their work.
Tender Evaluation and Contract Award Process is as follows:
· Tenders are opened at a specified time and date after the submission deadline. 
· Tenders are evaluated against the pre-determined, published evaluation criteria. To ensure that we are getting value for money evaluation is based on two key criteria:
· Cost of providing the goods, service or works (Price)
· How the supplier proposes to perform the contract for goods, service or works (Quality)
We are looking for the best balance of quality and price, not just the lowest price, this is         referred to as “Most Economically Advantageous Tender” (MEAT).The balance will depend on the nature of the contract and the weighting of criteria is set by us at our sole discretion.
· As part of the evaluation process it may become apparent that bidders have not understood a particular aspect of the tender. This may result in a tender clarification being sought, suppliers should respond quickly to these.
· Once the evaluation process has concluded and we have decided which tenderer we intend to contract with, it will generally write to all bidders advising them whether they have been successful.
· For contracts subject to the EU Directives, the standstill process commences with this notification, allowing 10 calendar days for unsuccessful tenderers to request feedback on their bid or request further information, before we enter into the contract.
· Once the standstill period expires, and assuming no challenges have been made, the contract is awarded to the successful tenderer. If the contract is subject to the EU Directives a contract award notice is placed in the OJEU.
· Tenderers who did not request feedback on their bid during the standstill period still have the opportunity to request this information after contract award. All tenderers may request feedback on their bid even if the mandatory standsill period did not apply.
The Contract Documents
Following contract award, the council will draw up a contract which both the successful supplier and we will sign. We would ask suppliers to sign and return issued contracts to us as soon as possible.
The contract should, as a minimum include:-
· Specification/Project Brief – this sets out what will be delivered under the contract and outlines policies, procedures and guidelines that need to be followed. Performance standards will be included alongside the expected outcomes.
· Terms and Conditions  - These set out how we are letting the contract, the rules that suppliers must follow and how the relationship between us and the supplier will work during the life of the contract.
· Form of Tender – By signing this suppliers are agreeing to the councils terms and conditions of contract.
· Pricing Document/Schedule of Rates – This sets out the prices that will be paid by us for the goods, services or works delivered as part of the contract.
· Declaration of Non-collusive Tendering – By signing this declaration suppliers are agreeing to submit a bona fide tender that is competitive and has not been fixed or adjusted in association with any other person or organisation.
Orders and Invoices
Orders placed by us will have an order number with them that will be quoted to the supplier at the time of ordering. The order number should be referenced by the supplier on delivery notes and invoices. Invoices are to be sent to the address stated on the order. Once received, the invoice will be matched to the order number and delivery note. If the details match, the invoice will be authorised and payment will be made. Where invoices do not match the order details or delivery note, they will be passed to the officer who raised the order for them to address appropriately, this may delay payment being made.


Contract Management
Suppliers will be monitored to ensure they comply with the performance criteria in the contract. Regular meetings will be held with suppliers where performance and other relevant issues can be discussed to ensure the contract runs smoothly and issues can be dealt with promptly. Poor performance will be highlighted so that suppliers can address the issues and put them right. Where suppliers do not address poor performance this may result in penalties or the contract being terminated.
It is important that suppliers clearly understand the contract requirements, are capable of delivering them and that they read the terms and conditions before tendering for council contracts.
Tips on Tendering
· When you receive an invitation to tender read the documents carefully to check you are capable of delivering the contract before completing the paperwork.
· If you have questions about the documents ask the officer managing the contract and allow them enough time to respond.
· Once you know a tender return date, plan in advance, don’t leave it until the last minute. A well planned submission reduces the chance of mistakes being made and helps ensure that your bid is the best it can be.
· Answer all of the questions clearly and provide all the requested information. Use the evaluation criteria to check that you have covered all relevant points in your submission. If you cannot provide some of the requested information, check whether the tender will be accepted before you invest time and resource in completing the paperwork.
· Do not include unnecessary literature and brochures that are not requested.
· Focus on the unique selling points of your organisation and make sure that they are clearly evidenced in your tender. Don’t assume that we already know.
· Cost the tender as accurately as possible.
· Check where your completed tender needs to be returned to and ensure that you meet the deadline.
· Once the tender return date has passed try and be patient in waiting to hear if you tender has been successful, this sometimes takes a little while.
· When we announce that the tenders have been evaluated and the contract is ready to award it is important to ask for feedback on your submission, whether you are successful or not. This will help you understand what you did well and what you can improve on next time.
· Consider what added value your company may offer to us, e.g. environmental, social or community benefits.
For Further Information
If you are seeking information regarding a specific contract please use the contact details provided in the advert/contract notice and tendering details.
General information on the tendering process and procurement at Monmouthshire County Council can be obtained from:-
Email procurement@monmouthshire.gov.uk         
