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Introduction

Effective procurement is crucial to secure Best Value public services. It can also help the Council meet its wider objectives of supporting businesses, helping the regeneration of the local economy, reducing administrative costs and minimizing the Council's overall impact on the environment. The Council aims to continually improve procurement processes and work with the supply base to minimise the costs of buying for the Council and ensure that contracts provide value for money for the Council and deliver a fair deal for suppliers.
Bradford Council is a large metropolitan council responsible for, or playing a key role in the provision of, a comprehensive and wide range of public services, such as social services, education, housing, highways, planning, libraries, street cleaning and environmental protection. The Council also makes representations on behalf of the community on matters of local and national interest and administers the system of local democratic government.
Bradford Council is comparable to major businesses in terms of size and scales of its operations with a controllable spend of approximately £200 million a year.

With the official title as the City of Bradford Metropolitan District Council, it was formed in 1974 following a major national re-organisation of the local government system. It is one of 36 Metropolitan District Councils in the country, which serve the larger cities and conurbations. There are four other Metropolitan Authorities in the West Yorkshire Area - Calderdale, Kirklees, Leeds and Wakefield.
In addition to the "traditional Bradford City", the Metropolitan District includes the following main areas of population: Addingham, Baildon, Bingley, Burley, Cullingworth, Denholme, Eastburn, Haworth, Ilkley, Keighley, Menston, Oxenhope, Queensbury, Silsden, Shipley and Steeton. The total population of the District is approximately 474,000 and it covers 141 square miles. 
This guide is intended to give a brief overview of the procedures in place within Bradford Council and it should be remembered that there are many factors that can affect how a procurement process is carried out. If you should require further information or guidance then you should contact Commissioning and Procurement (C&P) at procurement@bradford.gov.uk or Tel 01274 433811.
C&P acts as the Council’s central point for procurement matters and is responsible for putting in place and managing the corporate contracts, advertising of tenders and providing advice and guidance to other departments across the Council who carry out procurement. A number of the smaller contracts are put in place and managed by the departments that use them with help from C&P during the tender process. 

How the Council Buys

Procurement across the Council is determined by the rules laid down in the Council’s constitution; these are detailed in the section Contracts Standing Orders (CSO). The purpose of the CSO is to set clear rules for the procurement of goods, services and works for the Council ensuring a system of openness, integrity and accountability.
The Council has a number of options available to it when procuring goods, services and works and must ensure that the correct procedure is followed. For the purpose of this guide a contract can cover anything from a single low value one off purchase through to a long term contract.
Where the Council has the ability to provide the requirement from its own resources or through a consortium to which it belongs then this must be considered first. Similarly the Council has a number of Corporate Contracts in place which cover the areas of high value spend which must always be used, these are normally in place for periods of 1 to 4 years and are re-tendered when they expire. Details of these are placed on the C
The Council also uses approved lists for certain Works (which are detailed in a later section of this guide) or has access to a number of contracts that are set up by other parties (such as through the Government Procurement Service – Buying Solutions), other councils or regional consortium such as the Yorkshire Purchasing Organisation (YPO). 
Where these do not provide the officer with what they require then they may go out to the market to source the need. The options currently are:
	Value of Procurement
	Procedure to use

	Up to £9,999
	Contracts at this level are normally set up directly by individual Council departments. For contracts valued at below £10,000, the appropriate officer concerned would proceed in a manner most expedient to the efficient management of the service and demonstrate value for money, inviting locally based suppliers from within the District where the supply base is available.

	£10,000 to £74,999
	Many of the contracts valued between £10,000 and £75,000 are established by individual Council departments but some may be established by C&P. Where there is a relevant Approved List of Contractors this must be used as the source of providing the names of contractors from whom quotations or tenders are sought, otherwise the appropriate officer must invite at least 4 written quotations or tenders inviting a minimum of two locally based suppliers from the Bradford District where the supply base is available.

	£75,000 to EU limit
	The Officer must carry out a tender process using either the open or restricted process, the tender would need to be advertised in an appropriate location, usually SCMS.

	Over EU limit
	The Officer must carry out a tender exercise in accordance with EU rules. The tender would be advertised on SCMS and in the Official Journal of the European Union (OJEU).


The procedure that is followed is determined by the value of the need, this must take into account the total value when aggregated over time. e.g. a department has a need for £4,000 pounds of materials, if this is a one off purchase then the first option can be used, though if this was a monthly requirement for 2 years then the third option would have to be used (24 x £4,000 = £96,000).
The Council is bound to comply with not only its own CSO but also national and European Union (EU) rules on procurement and these will override the CSO where applicable. EU rules sate that contracts that are over certain values must be advertised in the Official Journal of the European Union (OJEU) and have to follow the rules detailed in The Public Contracts Regulations 2006 (as amended), which enact the EU laws on public procurement in the UK. These values (valid from the 1st January 2012) are detailed as follows

Goods  
£173,934
Services*  
£173,934
Works 
£4,348,350
*There are a number of services (mainly involving Social Services, health, educational & recreational services) which are excluded from this requirement but will be tendered using the appropriate Council method.
Tendering
When the Council goes out to tender it will generally use one of two methods, the open procedure or the restricted procedure. (There are other options available but these are very rarely used by the Council.) 
The Council currently puts all tenders over £10,000 in value on the Supplier and Contracts Management System (SCMS) http://scms.alito.co.uk from which all the documentation associated with the tender can be downloaded.
The tender documents used are designed to allow the Council to determine that the organisation(s) that we eventually contract with have both the capability and capacity to carry out the contract at a cost that is acceptable. The Council will normally award a contract on the basis of the most economically advantageous tender, which is one which will give the best value based on both the quality factors (which will be detailed in the tender documents) of the submission as well as the cost proposed.

This is done by ensuring that organisations who wish to be considered meet minimum levels of economic, financial, technical and professional standing and ability with the exact nature of these being determined by the need being tendered for. These are usually described as the ‘selection criteria’. 
‘Award criteria’ are used to assess the merits of the technical part of the tender, such as how it will be delivered, the methodology to be employed in carrying out the contract, who will carry out the contract, what additional benefits can be brought to the contract. This information is gained from the answers given in response to questions about various aspects of the contract.
Some of the criteria are mandatory and are dealt with on a pass/fail basis; a failure to meet any of these would result in failing to progress further. Other criteria would be scored, with a mark given based on the answer given to a question multiplied by a weighting (based on its importance to the contract), the sum of these scores would then be used to rank organisations to determine who is invited to tender or who is awarded a contract depending on the stage of the process. Details of how each of the criteria is considered would be in the tender documents including a breakdown of how the weightings are applied and the scoring details.
Under the open tender, the Council will invite submissions from all interested organisations and is obliged to assess each one. Here the selection criteria and award criteria are looked at the same time.
The restricted tender is a two stage process where the Council will invite interested parties to submit a pre qualification questionnaire which will be used to assess the selection criteria; those organisations that pass this selection stage being invited to submit a tender at which point the award criteria and pricing will be assessed with any contract(s) being awarded to the organisation(s) that provide the best option.
When completing a tender please try to remember the following points
· Fully read all the instructions provided. 

· Make sure you read the specification carefully and ensure that you meet all the requirements; you must provide evidence to support your responses. 

· If you don't understand the specification or other requirements contact the named officer in the documentation for clarification. 

· Always use the pre-formatted tender documents provided, rather than your own as it helps us in our evaluation. 

· Answers should be clear - do not presume that the evaluation team know your business as the team comprises many representatives with different areas of expertise. 

· We can only evaluate the information that we are presented with, even if we know your organisation and what it can offer this can not be taken into the evaluation as we may be evaluating organisations that are new to us and we need to treat all tenderers equally to maintain a fair process. 
· Information and answers need to illustrate how they meet the scope of the specification. For example, if you are requested to provide an outline of previous experiences, these need to demonstrate how they relate to the requirements of the contract. 

· Input responses that allow evaluation. For example, do not state that you will provide information/answers later, as the evaluation team will be unable to asses the response if none is provided. 

· If your answer to any question is no or none, please state no or none rather than leaving the space blank. 

· It is the quality of the information submitted not the quantity. Always answer all the questions and submit all the additional information asked for. Do not dress the information up or try to be economical with the truth. 

· When asked to provide references, please provide relevant names of organisations that you have carried out the same type of work for. 

· When asked to provide accounts, provide the most up to date set(s) 

· Check that you have enclosed everything that was asked for and if applicable include section references 

· Please ensure that you send your tender submission in sufficient time to reach the Council before the deadline date and time 

Orders, Invoicing & Payments
The Council uses SAP for its ordering and invoicing system. All orders that are placed by the Council will be accompanied by an order number that will need to be quoted on all delivery notes and invoices.

Invoices are processed centrally by our accounts payable team and invoices should be sent to the address stated on the order and need to show the order number provided as without this they will not be processed, and will most likely be returned to you for correction, delaying payment. When the invoice is received it will be entered onto our system and matched to the order number and a receipt entered for the goods or service on the order, if details on the invoice match those of what has been received then the invoice will be cleared for payment on the next available payment run. If there is any mismatch of details causing the invoice to be blocked for payment then the officer who is responsible for the order will be notified so that they can resolve the problem.
As part of the drive to improve our efficiency the Council prefers to pay its suppliers through BACS, if you would like to receive your payment this way and do not already do so then contact our Accounts Payable team on 01274 432873 to discuss this.

Approved Lists
The Council has an Approved Lists of Contractors (ALOC) available for officers to select suppliers from. These cover a range of disciplines in the building and highways works and services sectors. A full list of categories covered by the lists can be found later in this section

In many of these areas the Construction (Design and Management) Regulations 2007 will apply which means that the Council needs to ensure that the contractor undertaking the work meets certain competences. Contractors on the ALOC will have gone through a number of checks to ensure that they meet the Councils requirements which involve

· Competency check of their ability to do the work 

· Health & Safety competency check (a contractor must hold CHAS compliant status or recognised equivalent to be active on the ALOC)

· Financial checks where required so that they can carry out work over £75,000 in value

· Checks to ensure that the necessary insurance is in place

· That they hold membership or accreditation to appropriate trade bodies (such as Gas Safe, NICEIC)

To join the ALOC a contractor will need to register on the SCMS website http://scms.alito.co.uk (a quick guide is in the SCMS Section of this guide), here they will need to complete the organisations profile, complete and submit the questionnaire along with any supporting documentation (such as membership certificates, insurance cover letters) which will then be evaluated. (This evaluation process is carried out by Leeds City Council not only on behalf of Bradford, but Wakefield and Hull councils who have common lists. Suppliers may select to work with all the councils or just certain ones.)
Once a contractor has gone through the evaluation process and shown they meet the requirements for admission they will be given approved status on the appropriate categories (which can be seen on the suppliers’ profile on SCMS). To maintain this status a contractor will need to ensure that they continue to meet the minimum requirements to be on the ALOC.
The approved lists provide the Council with a pool of pre vetted contractors, thus saving time by not having to go through a process of having to carry out all the checks required each time works are required. 
With the centralisation of the list administration, contractors will now only need to deal with a single point of contact rather than each individual council reducing the amount of paperwork required. As the lists are managed through the SCMS system contractors are able to upload documents such as updated accounts, insurance letters etc. directly so that they can be seen by the councils as part of the ongoing maintenance of the lists.
The ALOC should be used by Council officers when there is the need to carry out works which are covered by the categories listed, the method used to select a contractor will depend upon the value of the works. 
	Value of works
	Method of selection

	Up to £9,999
	The officer must invite at least 4 companies from the appropriate list to submit a quotation or tender. 

	£10,000 to £74,999
	The officer must use either of the two methods below:-

Invite at least 4 companies from the appropriate list to submit a written quotation or tender inviting a minimum of two locally based suppliers in the District where the supply base is available. A record must be kept of the reasons for accepting a quotation or tender.
OR
One of the tender processes used for the £75,000 to EU limit.

	£75,000 to EU limit
	Formal written tenders must be sought 

Where the relevant “in-house” council service is able to tender, four contractors from the ALOC list appropriate for the type and value of the work must also be invited to tender and must be chosen in the following order:

 - Two contractors from the ALOC taken in strict rotation.

 - One available contractor who has recently submitted the lowest or second lowest tender.
 - One contractor at the discretion of the appropriate officer.

OR
Otherwise at least five contractors on the list, appropriate for the type and value of the work, must be invited to tender and must be chosen in the following order:

 - Two contractors taken in strict rotation.

 - Two available contractors who have recently submitted lowest or second lowest tenders.

 - A contractor at the discretion of the appropriate officer

	Over EU Limits
	The ALOC can not be used and a suitable full EU tender process needs to be followed.


The categories of work which are currently covered by the ALOC are as follows:
	Category Code
	Category Description

	SE078
	Asbestos Assessment Surveys

	SM006
	Temporary External Lighting

	SP025
	Furniture Removal Services

	WB001
	Building and Construction Contractors

	WB003
	Civil Engineering

	WB010
	Communal TV Aerial Maintenance Contractors

	WB012
	Curtain Walling/Cladding Contractors

	WB014
	Highway Maintenance Specialist Work Contractors

	WB015
	Highways Structural Works Contractors

	WB019
	Road Construction Services

	WB022
	General Newbuild – Design and Build

	WB023
	Bridges – Painting

	WB024
	Bridgeworks – Steelworks Fabrication and Repairs

	WB028
	Bridgeworks – General

	WB029
	Laying Rolled Asphalt

	WB030
	City Centre Highway Works

	WB033
	Structural Building Works

	WB039
	Electrical Contractors

	WB041
	Flooring Contractors

	WB044
	Glazing Contractors

	WB045
	Ground Maintenance Contractors

	WB047
	Building Efficiency Insulation Contractors

	WB050
	Carpentry and Joinery Contractors

	WB052
	Lift and Escalator Contractors (inc Hydraulic Drive)

	WB053
	Masonry and Bricklaying Contractors

	WB054
	Assessment and Treatment for Legionella

	WB056
	Metal Fabrication Contractors

	WB058
	Painting and Decorating Contractors

	WB060
	Plumbing Installation Contractors

	WB063
	Door Installation & Maintenance Contractors - UPVC

	WB064
	Scaffolding Contractors

	WB065
	Shutter/Sliding Door Contractors

	WB066
	Suspended Ceilings Contractors

	WB077
	Electrical Testing Contractors

	WB081
	Groundworks Contractors

	WB082
	Heating and Ventilation Services

	WB083
	Mechanical Ventilation Contractors

	WB084
	Mechanical Air Conditioning Contractors

	WB093
	Roofing Contractors – Metal and Cladding

	WB094
	Roofing Contractors – Bituminous

	WB095
	Roofing Contractors – Built-up Felt

	WB096
	Roofing Contractors – Slating & Tiling

	WB097
	Roofing Contractors – Specialist Finishes

	WB098
	Window Installation & Maintenance Contractors – Aluminium & Steel

	WB101
	Tarmacadam Works

	WB104
	Window Installation & Maintenance Contractors - UPVC

	WB116
	Asbestos Removal and Disposal

	WB120
	Concrete Repair/Specialist Drilling/Cutting Contractors

	WB122
	Demolition/Dismantling Contractors

	WB123
	Prefabricated/System Build/Modular Building Contractors

	WB124
	Disabled Facility Contractors

	WB126
	Fencing Contractors

	WB128
	Group Repair Scheme Contractors

	WB129
	Highway Drainage System Maintenance Contractors

	WB131
	Land Reclamation Contractors

	WB132
	Landscape Contractors (Both Hard and Soft)

	WB135
	Playground Construction Contractors (inc Bowling Greens & Tennis Courts)

	WB136
	Sewer & Drain Cleaning/Desilting Contractors

	WB138
	Sewer Renovations/Lining Systems

	WB140
	Highways Concrete Repairs and Anti-Carbonation Contractors

	WB141
	Specialist Road Treatment Services, inc Skid Resistant Surfacing and Coloured Finishes

	WB143
	Sportsfield Construction Contractors

	WB147
	Superimposed Road Marking Contractors

	WB148
	Surface Dressing and Slurry Seal Contractors

	WB149
	Traffic Signal Maintenance Contractors - Electrical

	WB154
	Weed Control and Horticultural Contractors

	WB160
	Arboricultural/Forestry Services

	WB162
	Footpath/Pavement Contractors

	WB164
	Steeplejack and High Level Maintenance Contractors (inc Abseiling)

	WB166
	Relocation of Portable Buildings

	WB169
	Land Drainage Contractors

	WB171
	Surface Sealing Contractors

	WB172
	Traffic Signals Supply and Installation Contractors

	WB173
	Installation of Inductive Traffic Loops

	WB174
	Manufacture and Installation of Playground Equipment

	WB176
	CCTV (Building & Grounds) Installation and Maintenance Services

	WB178
	Door Entry Systems Maintenance Contractors

	WB179
	CCTV (Highways & Traffic) Installation and Maintenance Services

	WB182
	Locksmiths

	WB187
	Fire Alarms – Installation and Maintenance


Supplier & Contract Management System (SCMS)
Getting onto SCMS & Accessing Tenders

The Supplier and Contract Management System (SCMS) website provides a secure portal through which suppliers can register themselves as a potential supplier to Bradford Metropolitan District Council and participate in tenders.
The homepage for the site is http://scms.alito.co.uk  and will look like this. 
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Welcome to the Supplier and Contract Management System (SCMS), the new procurement
website for the Councils within the Yorkshire and the Hurnber region

This website has been introduced by the Yorkshire and the Hurnber Centre of Excellence
(YHCOE), and is designed to give you (suppliers, contractors, consuhtants, senice providers,
etc) the information you need to be able to trade more easily with the Councils in the region. (For
more information relating to the YHCOE, and access to their website, please click the logo at the
top lef of this screen).

In addtion to providing guidance and advice in all matters relating to the procurement processes
Councils currently use, it also gives you direct access to a wide variety of procurement
opportunities across the region

The site has three specific areas as shown below, which enable you to:

o self register and apply for approved list status for one or

[" Supplier Management





To enter the site you need to click here which will take you to the log on page where you can either register as a new user if this is your first visit or log on using the details that you have previously registered with.

If you experience problems using the site then there is a helpdesk available on 0113 247 4001 or via email scms@leeds.gov.uk
If you are registering to join the Councils Approved List of Contractors you should be aware that these are only used for a small range of works and services covering highways, buildings maintenance and construction.  We do not currently have lists for goods suppliers or non building services. Further information on the approved lists is in the approved lists section of this guide.
The next page you will see is below. Existing users need to enter their user name and password previously given here and the click on the login icon to gain access to their account profile pages or the tender participation pages.
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Please enter your username
and password then select the
Login buttan below.

Welcome to the SCMS Procurement System
Username

Suppliers visiting this site for the first time can click on the Register link in the left panel
to register with the portal. Once registered you will be able to access current and future
Password scherne information and award details and also download and subrmit bids electranically.
You can also keep your profile up to date, including the goods and senices your
company offers and add supporting documentation such s company brochures.

A brief resume of the main features is given below. B
B Login

o Early Tender Advice - details of forthcoming tender requirements
Forgotten password? o Advertised Tenders - open access to tenders where bids are sought from all
interested parties
o Invited Tender Access - resticted access to tenders where bids are sought from
firts on appropriate approve lists o following a pre selection process
o Under Evaluation - bids received but not yet awarded
o Awarded Contracts - contracts already awarded

New Users

Ta register your company

and create an account,

please sclect the Register Ta express your nterest in tendering opportunities you wil need to have registered your

button below company and logged in, but you can brawse for oppartunities by selecting the Buletin
Board button below.

B Register

B Bulletin Board





New users need to click here. A new screen will appear which will ask for some basic details. Complete all the boxes and then submit this. An email will be sent to the email address that has been entered which will contain a link back to the website. By clicking on the link you will activate your SCMS account and you will be taken into the website where you can add to your profile further.

Updating Your Profile

To update your profile you will need to click here. This is the screen you will first see on logging in. 
This will take you to the company profile screen which will be Here you can add to or change the information about your organisation which is on the SCMS system. The sections can then be worked through in turn and are accessed by clicking on one of the headings.
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The online help provides helpful hints and instructions along with background to the sections if you require any further assistance and can be opened up by clicking on the icon.

When you are completing the sections please try and remember these points. The general section should be completed as much as possible so that we have the necessary contact details should we need to contact you. 

The users tab allows you to add other users to your company profile, this allows others to log on and access things like tenders in the absence of the main contact.
You will need to select the councils you wish to work with or access documents from the councils tab, likewise the categories tab allows you to register the areas that you cover in your area of work. 

If you have selected a category that is covered by an ALOC then the regional questionnaire will be available to download from the questionnaires tab, the other docs tab allows you to upload any supporting documentation in connection with an application to join the ALOC, to update information already submitted or publicity documents such as brochures. 

Your organisations profile can be updated at anytime so new information can be added as it becomes available or if you wish to add or remove areas of work to your profile.
Participating In Tenders
Once registered with SCMS you will be able to access and register your interest in tenders. From the supplier home page you can access tenders by the Bulletin Board facility.
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This will take you onto the next page where you will need to enter the following into the search criteria

Keyword: 

The tender reference number or leave blank for all tenders.

Current Awarded:
Current

Display Tenders:
All


Council:

Select ‘Bradford MDC’ from the drop down or leave as ‘all’ for all councils

Matching Cats:
All

The results will then be displayed below the search criteria entry panel. There may be a number of pages depending on the search carried out and results returned. 

By clicking on the tender name (blue in colour) you will be taken to the tender profile (shown below) where you can see further details on the tender and register your interest in participating. You will only be able to download documents once you have done this. 
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Notice for BMDC/6708: Stewarding And Event Security Services Contract
& Retum to My Tenders

Notice Summary
Ref / Title BMDC/B708: Stewarding And Event Security Seices Contract (Bradford Metropolitan District
Council)

Bradford Metropolitan District Council is seeking suitably qualfied and experienced companies

for the above contract. The contract involves the provision of a range of stewarding and security

senices at outdoor events, organised by the Council?s Department of Culture, Tourism and

Sport, within the Bradford District. Planned events wil include the Bradford Mela 2008, Bingley

Music Live 2008, Chiistrmas Lights Switch On 2008 and a range of markets and other everts

during the term of the Contract. The contract will be for a term of three years with an anticipated

start date in May 2008 Companies who tender for the contract will demonstrate a proven track L
record of providing these senices at large outdoor events, requiring staff numbers which may on

occasions exceed 100. Staff shall include SIA accredited licensed security, SIA accredited

licensed guards and front of stage pit management

Bid what's this?

Wed 16 Apil 2008 &t 2008-04-16 14:00:00.0

Open - EU

Description

Stage
Deadine
Procedure

View full Natice including documentation

Refresh
My Status
You are registered for this procurement exercise. You are the main point of contact from your company for this procurement
exercise
You have ot yet responded to this procurement exercise.
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Clicking on the following icon at the bottom of the tender summary will show all the documents that can be downloaded.  


View full Notice including documentation
At the bottom of the tender profile page are a number of other options for you, it is here that you can upload completed tender documents, change contact details for email correspondence regarding the tender, raise a query on the tender or decline your interest. This page will also show details of your current status regarding the tender and how long you have to submit any documentation.
If you have any questions relating to a tender then please use the contact details given in the profile in the first instance. (you may have click on the View full Notice including documentation to see contact details) 

Once you have registered your interest in a tender then it will move to the ‘My Tenders’ section of the site and will not appear on the bulletin board when users from your organisation are logged in to SCMS.

Uploading documents onto the system is very easy, by selecting the upload option on the tender profile page you will be taken into an upload screen, here you can enter the name that you wish to give the document and a search box so that you can find the document on your computer. You will be able to see the documents that you have uploaded onto the system and change these if required.

Useful Links
Listed below are useful links to websites which can provide further information

	Commissioning & Procurement

http://www.bradford.gov.uk/bmdc/business_and_industry/contracts_procurement
The webpages of Commissioning & Procurement which contains tender & contract details, along with other information relating to procurement in the Council.

	Supplier Contract Management System (SCMS) http://scms.alito.co.uk
The Yorkshire and Humberside regional electronic tendering website. 

Suppliers experiencing difficulties can contact the helpdesk on 0113 247 4001 or email scms@leeds.gov.uk  

	Supply2 http://www.supply2.gov.uk
Website giving details of opportunities for suppliers to bid for public sector contracts.

	Official Journal of the European Union (OJEU) http://ted.europa.eu 

Website giving background on procurement within the European Union and details of opportunities available.

	Enterprise Europe Yorkshire http://www.ee-yorkshire.com
Organisation that provides support to businesses by providing a range of advice on areas such as exporting, also provides a contract opportunity search facility. 

Contact Tel: 01274 434262 or email info@ee-yorkshire.com

	Buying Solutions (Government Procurement Service) http://www.buyingsolutions.gov.uk/  
Central government website that gives background public sector best practice on procurement.
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