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A typical procurement process

Defining the procurement strategy

The public sector organisation defines their aims, decides what is needed, prepares the business
case and then decides how the procurement exercise will be carried out. They will take account of
market conditions, legislation and public sector policy.

-

Inviting tenders

The public sector organisation invites suppliers to put in an offer, or tender — often in response to an
advert in the Official Journal of the European Communities (OJEC) or a trade magazine. In some
cases supplier have to pre-qualify before being invited to tender. They do this by answering a
guestionnaire or supplying information about their financial status, previous experience, references.

=

Evaluating tenders

The public sector organisation then evaluates the tenders against set criteria relating to value for
money. This process usually involves a period to clarify the tender.

-

Awarding the contract

The organisation then awards the contract to the supplier whose bid represents value for money.

-

Managing how the contract is put in place

Everyone involved works together to put operations in place for the forthcoming contract.

-

Managing the contract

The supplier and the organisation manage the contract and the supplier’'s performance is checked and
monitored by the organisation.

-

Review and testing

The need for the contract will be reviewed regularly and after a set period of time the contract may be
advertised again.

Source: NCVO's Introductory Pack on Funding and Finance — Guide to Procurement and Contracting
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