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It is recommended that the Board agree the updated Procurement Policy with immediate
effect for all new procurement activity undertaken by ARB.

Annexes
Annex A — updated ARB Procurement Policy with attachments

ARB’s current Procurement Policy can be viewed in the Resources section of Diligent.

Author/Key Contact
Kristen Hewett, kristenh@arb.org.uk -in case of any queries, please email prior to the Board
meeting.



mailto:kristenh@arb.org.uk

1. Open Session

2. Background and Key points

Background on the Procurement Act

2.1.

2.2.

2.3.

2.4.

The Procurement Act 2023 (PA23) and associated regulations became effective on
24 February 2025. The new legislation consolidates the former Public Contracts
Regulations 2015, Utilities Contracts Regulations 2016, Concession Contracts
Regulations 2016 and the Defence and Security Public Contracts Regulations 2011.

The requirements set out under the PA23 and the underlying Procurement
Regulations 2024 apply to all ‘covered’ procurement undertaken by contracting
authorities (which include central government departments and associated bodies,
and local authorities). Although ARB is not specifically referenced, as set out in our
own Procurement Policy (and as verified with MHCLG), the applicable threshold for
goods and services is that of a sub-central government authority, £214,904.

Alongside the Procurement Act is the National Procurement Policy Statement which
sets out high level principles including delivering value for money, driving economic
growth, delivering social and economic value and building commercial capability to
deliver value for money and stronger outcomes.

Key changes brought about by the PA23 (largely applicable to above threshold

contracts) are:

e Adjustment to routes to market — new competitive flexible tender procedure
(multi-stage procedure), open procedure (single stage process), open frameworks
and direct award.


https://assets.publishing.service.gov.uk/media/67ab330e1a116437c7ed88da/E03274856_National_Procurement_Policy_Statement_Elay.pdf

e Change from MEAT (most economically advantageous tender) to MAT (most
advantageous tender).

e Enhanced contract notice requirements to aid the objective of transparency (not
all of which are mandatory for regulated below threshold contracts);

e Animplied 30-day payment term in all contracts.

2.5. The PA23 also introduced ‘regulated below-threshold contracts’. Those are goods
and service contracts above £30,000 in total value, but below the £214,904 “covered
procurement” threshold. Most ARB contracts and services will sit at this level.

2.6. One change within the PA23 and Regulations is that if a regulated below threshold
contract is advertised, it must first be advertised on the Government Find a Tender
platform (the replacement for Contracts Finder). Any tender submissions under this
procurement route cannot include any no suitability shortlisting stage before
awarding the contract. This change brings a risk that the open procedure is
prohibitive in demonstrating overall value (when accounting for staff time in running
the process and awarding the contract) for more regular procurement requirements
where there is a large volume of suppliers within the market. The Procurement
Regulations do however allow for inviting potential suppliers to submit quotations
(rather than running a formal competition between suppliers) or for making a direct
award, one of the changes we are proposing to introduce within the ARB policy.

ARB’s Procurement Policy

2.7. ARB’s Procurement Policy in its current form was developed in 2022, the current
policy is available to view in the resources section of Diligent. In undertaking this
review we have taken account of the changes brought about by the PA23 as well as
staff feedback that the previous policy was difficult to understand and follow for
general day to day procurement activities.

2.8. The amended policy and associated annexes (contained at annex A) is intended to:

e Align with the requirements and adjusted thresholds set out in the PA23;

e Simplify the information to try and make it more accessible for all staff to
understand the available and best routes to market for their procurement
activities

e Have better recording of procurement decisions and authorisations by use of
forms where needed.

2.9. Akey change is a proposed adjustment to authority levels as detailed in the table at
fig. 1. The new figures are reflective of the updated thresholds dictated by the PA23
and take account of the increased oversight now provided by the purchase order



2.10.

2.11.

2.12.

2.13.

system, which is now embedded within our financial processes. This puts more
responsibility on the Director of Service (the budget holder) in monitoring value.

As well as the suggested changes with thresholds and authority, the policy also
introduces a more formalised process of ‘Request for Quotation’ for values between
£30,000 and £214,904; allowed for under the PA23 if the opportunity is not
advertised. We have introduced this given the new legislative requirement that any
open tender process for below threshold values (below a total value of £214,904)
can only be a single stage process with no shortlisting. As highlighted in paragraph
2.7 above, this is likely to make open tender disproportionate for some
opportunities when taking account of the time and resource needed to run the
process; particularly for common goods and services where there is likely to be a
high number of bids which would each need to be reviewed, scored and feedback
provided — examples might be IT licensing or office cleaning services.

The policy has been simplified with more focus on staff being led through the
correct process and authorisations by way of approval forms; this will be expanded
on with the creation of flowcharts for each procurement route. This, together with
the purchase order system that we now have in place, will provide better
intelligence over value and better overall oversight of procurement activities.

The draft policy has been reviewed by the Senior Leadership Group and sent to
current members of the Finance, Risk and Audit Committee in advance of being
presented to the Board.

The Head of Audit, Risk and Procurement will maintain a log of approved requests
to waive policy which will be reviewed by the Senior Leadership Group. The log will
be presented to the FRAC at each meeting. This will help to inform the future

understanding and effectiveness of the policy and identify any gaps where they
might exist.

Continuing work:

2.14.

2.15.

We are verifying the information we have on all existing contracts/services with
contract owners. Ensuring all details such as service inception date, annual spend
value and when the service was last reviewed are included and are current. From
this we can develop better accountability among budget holders in terms of value
for money and be better prepared for future procurements.

As our key area of risk would relate to regulated below threshold contract value, we
have taken independent advice that our interpretation of the legislation is correct,



this advice has been factored into the draft internal Procurement Policy. It should be
noted that as with any new piece of legislation, further clarity on certain issues may
emerge once case law emerges.

2.16.We will work on additional supporting guidance in respect of drafting tender
documents, understanding and quantifying value for money and equal
treatment/non-discrimination.

2.17.An internal audit is planned in Q3 of 2025 to consider Financial Processes, this will
include elements of procurement activity. Fieldwork for this has been booked in for
September 2025.

3. Resource Implications

3.1. Reviewing and understanding the implications of the new legislation and regulations
has been time consuming. Further work is needed on staff awareness and the
building out of recording, tracking and reporting of goods and service contracts.

3.2. While the introduction of the Procurement Act might bring additional resource
requirements throughout the procurement and contract lifecycle, this is offset by its
intention drive improvement in value for money through proper procurement.

3.3. Enhanced governance around procurement practices, including ensuring relevant
contract detail notices as well as other areas of good practice should be
implemented which again, will require increased resource and increased
understanding across all who are involved in procurement activity.

3.4. As referenced above, work is ongoing to centralise all contracts within ARB to help
to ensure better planning for tender exercises, and that adequate resourcing to
support procurements can be planned effectively.

4. Risk Implications

4.1. Any non-compliance with the Procurement Act and Regulations brings risk of legal
challenge from unsuccessful bidders. This could lead to financial and reputational
damage, as well as delaying any successful procurement activity. We have sought
legal advice on key elements of the legislation which were not immediately clear to
us.



4.2. Ensuring and evidencing proper consideration to overall value in ARB’s procurement
activities will improve governance and transparency.

4.3. There is a risk of increased or longer procurement activity, although this should
settle down as the contracts register is verified and finalised.

4.4. Not having proper processes in place increases the risk of fraud across, although this
risk remains at a low level given existing authorisation levels and enhanced oversight
with the newly established purchase order system for all purchases.

5. Communication

5.1. The changes to ARB policy brought about by the Procurement Act have or will be
communicated to all staff members involved in procurement.

5.2. The finalised updated policy will be circulated to staff, and available ‘quick glance’
procurement levels and routes to market will be created and updated on the ARB
hub.

6. Equality and Diversity implications

6.1. EDI considerations have been, and will continue to be, considered within all
procurement activity. As outlined at section 2.15 above, we will also develop
supporting guidance around equal and inclusive treatment and removing
unnecessary barriers for small businesses.

7. Recommendations

7.1 1t is recommended that the Board agree the updated Procurement Policy with
immediate effect for all new procurement activity undertaken by ARB.
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1. Introduction

1.1. The purpose of this policy is to guide and direct all Architects Registration Board
(ARB) staff on the procedures and processes for procuring goods, services and works
on behalf of the organisation.

1.2. The general principles set out in this policy apply to all procurement activity,
whatever the value.

1.3. ARB procures a variety of goods, services and works from third party providers and
is committed to ensuring procurements are managed in a professional and ethical
manner, ensuring the highest standards of openness, integrity and accountability.

1.4. For good oversight, all documents related to the procurement of goods and services
under this policy should be stored in the centralised Procurement channel on Teams.
Please speak with the Head of Audit, Risk and Procurement if unsure on this.

1.5. ARB, as an Arm’s Length Body of the Ministry for Housing, Communities and Local
Government, will conform to the requirements of the UK Procurement Act 2023
(PA23), the underlying Procurement Regulations 2024.

2. Overview of Procurement routes

2.1. ltis important that staff familiarise themselves with this policy in full, but the
diagram below provides a quick reference of the available procurement routes.

2.2. When considering the level of expenditure, this must be calculated using the whole
life costs of the proposed contract for goods, services and works.

2.3. The type of process to be undertaken and the timeline will be dependent upon the
complexity of the requirements needed.

Total spend
value

Selection
method

Below £5,000

(1ow value)

Over £5,000
Under £30,000

(mid value)

Over £30,000
Under £214,904
(regulated below
threshold value)

I

I

|

No restriction on
selection method if
within budget

Minimum of two
quotes

Invitation for quote
(three quotes minimum)
Tender process
Use of framework
Direct award (in
some circumstances)

Form PP2 before
Form PP1 to be pocurement
Approval completed and Spend approval via
method RO Sz atached to PO PO system,
system attaching form PP1

Director of Service

Director of Service

CEO



https://arborguk.sharepoint.com/:f:/s/ProcurementContractManagement/EoQhjHcaIBtErTHmc4ekUKwBTiEiqmvlci-_Xr6N4skXjw?e=efCAkL

3. Purpose

3.1. This policy sets out the framework within which all procurement conducted by ARB
will be undertaken. Procurement is the purchase of goods, services or works
generally from an outside external source and can range from the day-to-day
procurement of commodities such as stationery and furniture to larger scale service
contracts, legal services and IT equipment.

3.2. The policy aims to ensure that ARB obtains the necessary goods, services and works
to the required level (including but not limited to cost) and includes all stages in the
procurement lifecycle from the identification of need, route to market with
associated process, contract award and monitoring through to re-procurement
and/or disposal.

4. Scope

4.1. This policy applies to all procurement activity undertaken by or commissioned by
ARB. It applies to all stages of the procurement process.

4.2. The Registrar and the Director of Performance and Planning are ultimately
responsible for the provision of advice and guidance and will promote and provide
training to help colleagues determine the appropriate route to market.

5. Roles and Responsibilities

5.1. When undertaking a procurement, the Registrar has overall responsibility for
ensuring the organisation meets its statutory requirements and complies where
appropriate with the PA23.

5.2. The governance structure for ensuring procurement compliance across ARB is as
follows:

Roles Responsibilities

Finance, Risk and | The Committee will assure itself that the Procurement Policy is being
Audit Committee | implemented effectively and will be responsible for ensuring that the
strategic context of the Policy is appropriate and meets the needs of the
organisation.

Chief Executive The Registrar has overall responsibility for ARB procurement compliance and
Officer/Registrar | to ensure that appropriate and robust controls and management systems are
in place and working effectively.




Roles Responsibilities

Senior Leadership | The ARB Senior Leadership Group is responsible for ensuring they are familiar

Group with the contents of this Policy and that identified persons within the
organisation have lead responsibility for ensuring the Policy is available and
adhered to.

Director of The Director of Performance & Planning is responsible for ensuring the

Performance & implementation of the Policy and for co-ordinating any corrective actions

Planning necessary to further the Policy. This includes maintaining an effective system

of internal financial control and ensuring that detailed financial procedures
and systems relating to Procurement are implemented, maintained, and
working effectively.

Departmental Departmental Budget holders will work collectively to improve adherence to
Budget Holders good procurement practices and to ensure all staff under their management
adhere and comply with the Policy. They are also responsible for ensuring all
staff are made aware of any changes to the Policy and the policy forms part
of the induction process for new staff.

Department Budget holders and/or their nominated deputies will conduct
procurement activities for their departments in accordance with the ARB
Scheme of delegation. In the absence of a Procurement Lead, departmental
budget holders will also liaise with and manage all company representatives
and ensure the evaluation and assessment of tenders is fair and equitable. In
addition, they will be responsible for the ongoing management of contracts
awarded, through regular review meetings with the successful supplier. The
purpose of these meetings being to manage supplier relationships and ensure
key performance indicators and targets are being met and documented

accordingly.

All Staff It is the responsibility of staff to comply with this policy and other associated
policies.

Supplier Supplier Representatives visiting the ARB, shall comply with the principles

Representatives and behaviours set out in the Central Government Departments, Agencies,
and Public Bodies Supplier Code of Conduct.

6. Separation of Duties and Transparency in Procurement

6.1. All ARB procurements must be conducted without favour or prejudice. Assurance
can be provided through appropriate separation of duties in the procurement
process, ensuring those engaged in the procurement process have clear roles and
responsibilities, to safeguard against impropriety.


https://www.gov.uk/government/publications/supplier-code-of-conduct/supplier-code-of-conduct-html
Kristen Hewett
Will link to new policy


6.2.

6.3.

6.4.

6.5.

ARB procures a variety of goods, services and works to support delivery of
objectives. All requirements for goods and/or services and works, below the stated
government procurement thresholds, will be managed internally by ARB or a
nominated agent. The current relevant thresholds can be seen in section 11 below
and for higher value procurements, are set out in Schedule 1 of the PA23.

As a Public Corporation of the Ministry for Housing, Communities and Local
Government (MHCLG), ARB will abide by the public sector principles set out within
the most recent Framework document and Managing Public Money.

As an Arm’s Length Body of the MHCLG, ARB must have regard to the National
Procurement Policy Statement - GOV.UK and any applicable procurement policy

published by Cabinet Office The Procurement Pathway | Procurement Pathway

ARB will also consider and adopt where appropriate the commercial lifecycle
principles set out in GovS 008 Commercial Functional Standard, which provides a
framework to help contracting authorities and wider ALBs define, procure, manage
and re-procure requirements.

. Procurement and Fraud & Bribery Act 2010

7.1.

8.1.

8.2.

8.3.

UK procurement legislation intends to promote open and transparent competition
while minimising exposure to fraud and collusion. All ARB staff and contractors are
required to comply with ARB policy and procedures to prevent fraud, bribery and
corruption and the requirements of the Bribery Act 2010.

. Best value and whole life costs

It is the responsibility of all staff to work towards securing best value for money for
ARB. Best value is defined as maintaining an appropriate balance between
technical, quality, and financial considerations.
In this context, cost means consideration to the whole life cost, while quality means
meeting a specification of requirements that are sufficient and fit for purpose.
Whole life costs consider all aspects of cost over the term of the contract, taking
account of:

e |Initial capital cost

e Operational costs (for example, consumables attached to the contract or

equipment)

e Financial costs

e Depreciation costs

e Service and preventative maintenance

e Upgrades

e Re-procurement

e Eventual disposal costs


https://www.legislation.gov.uk/ukpga/2023/54/schedule/1/enacted
https://arb.org.uk/about-arb/mhclg/framework-agreement/
https://www.gov.uk/government/publications/managing-public-money
https://www.gov.uk/government/publications/national-procurement-policy-statement
https://www.gov.uk/government/publications/national-procurement-policy-statement
https://www.procurementpathway.civilservice.gov.uk/

8.4. To help achieve best value, and particularly important in higher value contracts,

procurers should consider the below four stages in their procurement activity:

Plan: includes development of a commercial strategy to define objectives and
outcomes; managing ad planning for commercial capability, capacity and resource to
run the procurement

Define: ensure resources are allocated throughout all stages of the procurement,
define requirements and success criteria that are relevant, specific and proportionate

Procure: construct any procurement documents in a clear, logical format that
provides accessible and sufficient information; publish opportunities and relevant
notices in compliance with the transparency requirements set out in the PA23

Manage: build and maintain successful relationships / supply chain management;
work with suppliers to achieve successful outcomes, including reviewing and
managing performance

9. Declarations of Interest

9.1. Any staff involved in procurement must adhere to the highest ethical standards. This

includes:

J Ensuring honesty and integrity in all procurement activities.

. Avoiding any conflicts of interest and disclosing any potential conflicts.
J Treating all suppliers fairly and avoiding any preferential treatment.

) Maintaining confidentiality of procurement information and data.

9.2. As standard, all staff must declare and record any personal interest that might raise

9.3.

9.4.

a conflict, or be seen by others to raise a conflict, in their duties as a staff member at
ARB; this includes procurement activity. Standard declarations are made on an
annual basis for all SLG/Managers and bi-annually for all staff and declarations are
co-ordinated by the Governance Manager.

For any procurement where a conflict exists, a specific declaration form must be
completed which should detail the mitigations that are in place to manage the
conflict.

For any ‘above threshold’ procurements (those valued above £214,904), a conflicts
assessment specific to the procurement activity must be completed before
publishing the tender notice. Further details on thresholds can be found at section
11.


Kristen Hewett
Insert link to gov conflicts assessment form


10.Publication of contract opportunities

10.1. Any advertised opportunities valued at £30,000 or more (including VAT) MUST be
advertised on the Central Digital Platform ‘Find a Tender’. Access to Find a Tender
can be requested from the Head of Audit, Risk and Procurement. Any advertised

opportunities must contain the minimum information required by the Below
Threshold Tender Notice guidance published by Cabinet Office — see section 12.3
below for further details.
10.2.Any opportunities above the higher threshold of £214,904 MUST always be
advertised on the Central Digital Platform (Find a Tender service) and a full and open

tender process carried out. Access to the platform can be requested from the

Directorate Co-ordinator or the Head of Audit, Risk and Procurement.

11.Procurement thresholds

Total value of

goods/services

Method of selection

Procurement / spend
approval

Relevant policy
section

(incl. VAT)
Below £5,000

Low value procurement

No restriction on
selection method if
within budget.

Usual approval route via
PO system.

authority/mechanism
Approval obtained via PO
system.

Approval authority
Director of Service (budget
holder).

Section 12.1:
Spend level 1 - low
value procurement

Over £5,000 but
under £30,000

Mid-value procurement

Obtain minimum of two
quotes or use of
framework.

Usual approval route via
PO system.

Complete form PP1
(approval to procure), to
be uploaded as part of PO
system to demonstrate
due diligence and overall
value of spend.

Approval authority
Director of Service (budget
holder).

Section 12.2:
Spend level 2 — mid
value procurement

Over £30,000 but
under £214,904

PA23: Regulated below
threshold value

Request for Quotation
or invitation to tender
or use of framework.

Complete form PP2
(approval to start
procurement and approval
to engage).

Form PP2 to be uploaded
as part of PO process to

Section 12.3:
Spend level 3 —
regulated below
threshold value




demonstrate due diligence
and overall value of spend.

Spend authorised via PO
system.

Approval authority

All procurements and
spend over £30k must be
approved by CEO and
Registrar.

Over £214,904

PA23: Covered threshold
value (in scope of full
requirements of PA23)

Full tender process or
use of framework.

Complete form PP2
(approval to start
procurement and approval
to engage).

Form PP2 to be uploaded
as part of PO process to
demonstrate due diligence
and overall value of spend.

Spend authorised via PO
system.

Approval authority

All procurements and
spend over £214,904 must
be approved by CEO and

Registrar and by the Board.

Section 12.4:
covered
procurement — full
requirements of
PA23 apply.

Waiving of this
procedure

N/A

Complete form PP3
(request for waiver of
procurement policy)

Approval authority
Waivers for values of
under £30,000 must be
approved by the Director
of Service.

All waivers for values of
£30,000 or over must be
approved by CEO and
Registrar- see Section 15
for specific exclusions.

Section 15:
Waiving this policy




12.Procurement process by threshold

With any procurement activity, ARB has a duty to consider where there might be barriers to

Small and Medium-sized Enterprises (SMEs) taking part. This might include consideration of

simplifying tender processes, using plain language within tender documents and allowing

sufficient time for response.

All completed procurement forms should be saved to the Procurement Teams Channel and

shared with to the Head of Audit, Risk and Procurement who will maintain a record of

procurement activity.

12.1.

12.2.

Process: spend level 1 - below £5,000 (low value procurement)

There is no minimum number of quotes or designated procurement routes
applicable to this spend level if it is within budget.

Purchase authority must be obtained in the usual way, via ARB’s purchase order
system, with the relevant service quote attached and the usual sign off. See Financial
Procedures for further information.

As with all procurement activity, use of frameworks can also be considered, and
further detail on frameworks can be found at section 13 of this policy.

Process: spend level 2 - over £5k but under £30k

A mid-value procurement with enhanced requirements in terms of quotations to help

ensure value for money. Use of frameworks is also permitted and is covered under

section 13 in this policy. The Head of Audit, Risk and Procurement must be notified by

email of all planned procurements at this spend level.

The ARB lead for the procurement should complete form PP1 (annex B).

A minimum of two written quotations based on whole life costs of the contract
should be obtained.

Once a supplier has been selected, purchase authority will need to be obtained in
the usual way, via ARB’s purchase order system for usual sign off, with form PP1 and
the relevant successful quote linked.

If the successful supplier is new to ARB, new supplier checks should also be carried
out. See ARB’s financial procedures for further information.

12.3. Process: spend level 3 - Over £30k but under £214,904

Under the Procurement Act 2023, goods and services within this value range are

considered Regulated Below Threshold contracts. Requirements for this value are



covered by Part 6 of the PA23, and Requlation 24 of the Procurement Regulations 2024.
Use of frameworks is also permitted and is covered under section 13 in this policy.

If using RFQ or open tender, at least three quotations must be obtained for comparison
purposes. If for any reason it is not possible to secure three quotations, you should
request a waiver of the procurement process (see section 16 for further information).

The Head of Audit, Risk and Procurement must be notified by email of all planned
procurements at this spend level.

12.3.1. Request for quote (RFQ)

e Examples of where this route might be most suitable include:
o valueis at the lower end of the scale
o where there is a selection of available, capable suppliers that you wish to
approach directly for simple, routine goods or services

e If using RFQ, you must approach your selected suppliers directly and the opportunity
cannot be advertised.

e The ARB lead for the procurement should complete form PP2 (annex C); this provides
various details, including the relevant permission to procure. This form is mandatory
for all procurements above £30,000 and the relevant sections should be completed
throughout the process.

e Selected suppliers should be approached directly and a request for quote (RFQ)
issued; this is a more formal request to potential suppliers or service providers,
asking them to submit a quote for the supply of goods or services.

e RFQs should include a clear brief for the service/work which, as a minimum, should
consist of:

e An outline scope of the service required

e The evaluation criteria to be applied in supplier selection, such as quality
(including experience and references), price, capacity to deliver and any
other criteria relevant to the individual procurement.

e Timeline for procurement (response deadline, when contract award
decision is expected).

e The ARB contact for the procurement and how quotations should be
returned.

e Once the minimum of three quotes are received and reviewed and a preferred
supplier selected, the relevant information should be added to form PP2 and the
form should be sent for authorisation to either the budget holder or the CEO
(depending on value). See threshold table at paragraph 11 for more information.


https://www.legislation.gov.uk/ukpga/2023/54/part/6/enacted
https://www.legislation.gov.uk/uksi/2024/692/regulation/24/made

e If the successful supplier is new to ARB, new supplier checks should also be carried
out. See ARB’s financial procedures for further information.

12.3.2. Open tender (regulated below-threshold)

e Examples of where this route might be most suitable include:

o you are unsure of supplier interest, or limited suppliers that can provide the
goods or services

o more complex requirements where a greater degree of innovation might be
required, or where wider supplier engagement would be beneficial

e The ARB lead for the procurement should complete form PP2 (annex C); this provides
various details, including the relevant permission to procure. This form is mandatory
for all procurements above £30,000 and the relevant sections should be completed
throughout the process.

e |f opting to use the open tender route, the PA23 provisions for regulated below-
threshold contracts apply. This means that it must be a single stage process where
any interested party can submit a tender. This is designed to be a simple transparent
procedure which should maximise the number of suppliers that tender and be
accessible for SMEs.

e The opportunity must be advertised on the government ‘find a tender’ portal (the
Central Digital Platform) before being advertised elsewhere. Access to the platform
can be requested from the Directorate Co-ordinator or the Head of Audit, Risk and
Procurement.

e The tender notice must include the information set out under regulation 24 of the
Procurement Regulations; this includes the specification and evaluation criteria.
Tenders must adhere to the minimum timescales for publication.

e For aregulated below threshold contract, once a supplier has been selected, the
necessary spend/contract approval should be sought by adding the completed form
PP2 as an attachment to the ARB purchase order system.

e [f the successful supplier is new to ARB, new supplier checks should also be carried
out. See ARB’s financial procedures for further information.

12.3.3. For any regulated below threshold contract, however procured, a contract award
notice must be published on the Government Find a Tender service (the Central
Digital Platform). This should be done within 30 days of contract award.

12.3.4. If using the open tender route, please also refer to the regulated below-threshold
contract process flow, as issued by the Government Commercial Function.



https://www.legislation.gov.uk/uksi/2024/692/regulation/24/made
https://www.find-tender.service.gov.uk/dashboard
Kristen Hewett
Insert link


12.3.5. All completed procurement forms should be saved to the Procurement Teams
Channel and shared with to the Head of Audit, Risk and Procurement who will
maintain a record of procurement activity.

12.4.Process: spend level 4 — over £214,904 (covered procurement)

Under the Procurement Act 2023, goods and services within this value range are
considered covered procurements. Process requirements for this value are covered in full
by the PA23 and the Procurement Regulations 2024. Use of frameworks is also permitted
and is covered under section 13 in this policy.

The Head of Audit, Risk and Procurement must be notified by email of all planned
procurements at this spend level.

12.4.1. competitive tender (covered procurement)

° The ARB lead for the procurement should complete form PP2 (annex C); this
provides various details, including the relevant permission to procure. This form is
mandatory for all procurements above £214,904 and the relevant sections on that
form should be completed throughout the process.

° All tendering opportunities must be advertised, using the relevant notice, on the
government ‘Find a Tender’ platform. A list of notices likely to be most relevant to
ARB can be found at section 15 of this document. A full list of notice types is
available on the Find a Tender website: Notice types and sequences - Find a Tender.

. There are two tendering processes that can be used for covered procurements:

= Open procedure: A simple transparent procedure which should maximise
the number of suppliers that tender. This will be most suited to simple
requirements with clear specifications. It is a one stage process, and the
tender is awarded based on the bids submitted. This route does not allow
for dialogue with suppliers; the tender is awarded simply on the bids
received. For commonplace goods and services, an open tender might
generate high numbers of tender returns, which might make the process
resource heavy.

= Competitive flexible procedure: any other competitive tendering
procedure (including a simple, two stage procedure) considered
appropriate for awarding the contract. If using this option, the process
should not be made overly burdensome, complex or time-consuming as
these are potential barriers for SME participation. This option might be
best used where dialogue or negotiation with suppliers would improve
outcomes, or where you wish to stage the procurement process (for
example, you want to interview shortlisted suppliers). Because of multiple


https://www.find-tender.service.gov.uk/Home/NoticeTypes

stages, this route is likely to take longer than using the single stage open
route.
° Full government guidance on competitive tendering procedures can be found
within the Procurement Act 2023 guidance documents — define phase, and a

summary overview of process can be found at annex A of this policy.

. It is important to plan for any above threshold procurements to ensure that
adequate resources are available to support the process.

° All tender documents should include a clear specification and evaluation criteria,
and in the interest of transparency tenders should be received and opened in a
transparent manner and evaluated on the published, predefined criteria. Feedback
will need to be given to unsuccessful bidders as part of the procurement process.

° All contracts at this threshold will require Board approval and this must be factored
into the procurement timeline.

13.Use of framework

13.1.The ARB lead for the procurement should complete the relevant form (either PP1 or
PP2 depending on value — see section 11 of this policy for the thresholds).

13.2.Framework agreements can be used to purchase a range of products and services, at
any spend level, without ARB having to undertake a full procurement if ARB and/or
Public Arm’s Length Bodies are named as parties to the proposed framework
agreements.

13.3.Using a framework agreement means that the original tendering process is
undertaken by an approved third party, such as Crown Commercial Services. This
then allows for what is referred to a ‘call-off’ contract with a supplier, or a template
contract with many already agreed elements that all suppliers sign up to when they
originally bid to join the framework.

13.4.1t is possible to buy in several ways when using (or ‘calling off’) a framework. These
include direct award (where there is only one supplier on an agreement or if the
terms of a multiple supplier framework allow), or by running a mini competition.

13.5.You can view a list of the types of available framework agreements on the CCS
website; as well as information on how to buy through a Framework.

13.6.1f you wish to use CCS to run a mini competition, you can gain access to the CCS e-

procurement portal from the Head of Audit, Risk and Procurement.

14.Direct award

14.1.The ARB lead for the procurement should complete the relevant form (either PP1 or
PP2 depending on value — see section 11 of this policy for the thresholds).

14.2.Direct award should only be used in certain, documented circumstances where the
anticipated value is above £30,000; for example, single supplier availability or a fully


https://www.gov.uk/government/publications/procurement-act-2023-guidance-documents-define-phase/competitive-tendering-procedures-html
https://www.crowncommercial.gov.uk/agreements/?&status=Live&page=1
https://www.crowncommercial.gov.uk/agreements/?&status=Live&page=1
https://www.crowncommercial.gov.uk/information-for-buyers-and-suppliers/start-buying

14.3

reasoned business case in terms of urgency for the goods or services. The reasons
for the proposed direct award should be detailed in form PP2 (annex C).

.All direct awards for higher contract values (those above £30,000) should have CEO

approval unless there is a delegated authority in place (as allowed for under the
Scheme of Delegation).

15.Waiving this policy

15.1.

15.2.

15.3.

15.4.

15.5.

15.6.

15.7.

There may be special or exceptional circumstances where the waiving of this policy
might be necessary; for example, in exceptional circumstances formal quotation or
tendering procedures would not be practicable, the estimated expenditure would
not warrant formal tendering procedures, or the policy cannot be complied with
owing to lack of supplier engagement.

To seek approval to waive standard procurement policy, the procurer should
complete form PP3 (annex D) and submit it for approval.

Waiver requests for values of under £30,000 should be approved by the Director of
Service. Waivers with a value of £30,000 or above should be approved by the CEO.
If it is the CEO seeking to waive procedure or, if the CEO providing authority to waive
procedure might give rise to a potential conflict of interest, this must be approved
by the Director of Performance and Planning.

Once approved, the form should be uploaded as part of the PO approval process,
saved to the Procurement Channel in Teams, and a link sent to the Head of Audit,
Risk and Procurement.

A register of waivers will be maintained by the Head of Audit, Risk and Procurement
and will be reviewed by the Senior Leadership Group every six months.

Any waivers related to values of £30,000 or up should be reported to the Finance,
Risk and Audit Committee at one of its regular meetings.

16. Notice requirements under the PA23

16.1.

16.2.

Various notices are required under the PA23; this is in support of the aim in
transparency in procurement. Notice requirements depend on route to market as
well as contract value and are usually published on the government Find a Tender
portal (the Central Digital Platform).

Listed below are the notices likely to be most used by ARB but a full list of all notice
requirements can be found in government issued guidance: Notice types and

sequences - Find a Tender.

Tender notice: Any advertised opportunities valued at £30,000 or more (including
VAT) MUST be advertised on the Central Digital Platform. Any opportunities above
£214,904 MUST be advertised on the Central Digital Platform and a full and open
tender process carried out.


https://www.find-tender.service.gov.uk/Home/NoticeTypes
https://www.find-tender.service.gov.uk/Home/NoticeTypes

e Transparency notice: before awarding any above threshold contract (above
£214,904) by direct award.

e Contract award notice: prior to awarding any above threshold contract and can be
used voluntarily for below-threshold contracts.

e Contract details notice: for all above threshold and regulated below threshold
contracts — to be published within 30 days of contract award.

e Contract payment notice: for an above threshold contract, payments of £30,000
or more to be published quarterly.

e Contract termination notice: for all above threshold contracts and can be used
voluntarily for below-threshold contracts.

e Payments compliance notice: for all above threshold contracts — compliance with
the 30-day payments policy (see section 18 for more information on the prompt
payment policy).

17.Procurement and ARB’s Scheme of Delegation

17.1. When procuring, particularly for higher value goods and services, staff should refer
to any relevant levels of authority detailed in ARB’s Scheme of Delegation (SeD).

17.2. Under ARB’s SoD, any net expenditure which is likely to exceed the annual budget
must be notified to the Head of Finance for reporting.

17.3. Under the SoD, some services (such as internal audit, external audit and investment
broker services) require specific Board or Committee approval prior to the award of
contract. Where applicable, this approval should be factored into the procurement
timetable.

18. Payments, invoices and Prompt payment policy

18.1. Itis ARB policy that all purchases of goods and services have an official ARB
purchase order and all invoices should be recorded on ARB’s accounting system and
matched to the relevant purchase order.

18.2. For further policy requirements see the General Financial Procedures.

18.3. Through Section 88 of the Procurement Act 2023, all valid and undisputed invoices
must be paid within 30 days.

18.4. Under Section 69 of the PA 2023, as supported by Regulation 38 of the Procurement
Regulations 2024, a payments compliance notice will need to published every six
months for all above threshold contracts; reporting for regulated below threshold
contracts is voluntary. Further guidance is available on the government website.

19.Contracts Management

19.1. ARB holds a contracts register to cover all ongoing goods/services; this is managed
by the Head of Audit, Risk and Procurement. Contracts or goods procured through


https://www.legislation.gov.uk/ukpga/2023/54/section/88
https://www.legislation.gov.uk/ukpga/2023/54/section/69
https://www.gov.uk/government/publications/procurement-act-2023-guidance-documents-manage-phase/guidance-payments-compliance-notices-html
Kristen Hewett
Link to ARB’s Scheme of Delegation

Kristen Hewett
Link to ARB’s General Financial Procedures


this policy which have, or are anticipated to, reach above £30,000 (the regulated
below threshold value) should be entered onto ARB’s contracts register.
19.2. The contracts register details:

Start date

End date

Contract/service lifetime value

Suppliers contact details

Contract owner (who at ARB is responsible for managing the contract,
maintaining supplier communication and monitoring)

Termination notice period

Renewal/review option (e.g. 3-year initial term with option to extend by
two years; or commitment to review value every three years)

19.3. It is the responsibility of all involved in procuring goods and services to ensure that
details of new or extended contracts are passed to the Head of Audit, Risk and
Procurement.



Annex A — summary overview of sample tender procedure
for covered procurements above £214,907

Example A - The open procedure — above threshold

1. Publish a preliminary market engagement notice and undertake preliminary market
engagement (optional)

2. Develop procurement strategy

3. Develop tender notice and associated tender documents, including conditions of
participation and award criteria

4. Invite tenders by publishing the tender notice and associated tender documents on
the central digital platform (find a tender)

5. Allow at least the minimum time period for potential suppliers to submit tenders
6. (Tendering period) Receive tenders

7. Check exclusions, and assess tenders against section 19(3) (including any conditions
of participation)

8. Evaluate tenders against the award criteria and determine the most advantageous
tender

9. Inform suppliers of the outcome and issue assessment summaries

10. Publish the contract award notice (triggering the mandatory or voluntary standstill
where appropriate)

11. (8 working days) Following completion of standstill, enter into the contract with the
winning supplier

12. Publish the contract details notice and (if required) a copy of the contract

Example B - Simple two stage competitive flexible procedure, without negotiation or
dialogue

1. Preliminary market engagement, develop procurement strategy, prepare tender
notice and associated tender documents

2. Publish tender notice and any associated tender documents inviting requests to
participate

3. (Participation period) Receive requests to participate, assess exclusions, conditions of
participation, and any other objective criteria set to limit suppliers

4. Inform suppliers who will not be invited to tender



Annex A — summary overview of sample tender procedure
for covered procurements above £214,907

5. Invite those who have made it through the participation stage to tender by issuing
the invitation to tender

6. (Tendering period) Receive tenders

7. Evaluate tenders against the award criteria and determine the most advantageous
tender

8. Inform suppliers of the outcome and issue assessment summaries

9. Publish the contract award notice (triggering the mandatory or voluntary standstill
where appropriate)

10. (8 working days) Following completion of standstill, enter into the contract with the
winning supplier

11. Publish the contract details notice and (if required) a copy of the contract



Sk

If you are submitting a request to waive standard procurement procedure, please use form
PP3.

PP1: STANDARD PROCUREMENT — medium value procurement
For contract values over £5,000 but under £30,000

1. | Contract / service required

2. | Is this a new service?

If no, please provide name
of previous supplier

3. | Procurement / contract
lead

4. | Detail of quotes received

Please detail the company
and the quoted cost,
together with a link to the
guotes received

5. | Estimated or actual value
(over the anticipated life
of the contract/service)

6. | If an estimated value, how
was your total estimated
spend/contract value
arrived it?

SUPPLIER SELECTION

7. | Which supplier have you
selected and why?

8. | Date for contract/spend
review

THIS FORM MUST BE UPLOADED WITH THE PURCHASE ORDER APPROVAL REQUEST
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PP2: STANDARD PROCUREMENT — Regulated below threshold procurement
For contract values over £30,000

If you are submitting a request to waive standard procurement procedure, please use form PP3.

1. | Contract / service required

2. | Is this a new service?

If no, please provide name
of previous supplier

3. | Procurement / contract
lead

4. | Contract / service length

5. | Estimated full
spend/contract value
(incl. VAT)

6. | How was your total
estimated spend/contract
value arrived it?

7. | Selected route for Request for Quotation (over £30k, under £214,904)
procurement

8. | Reason for selected
procurement route

9. |Confirm that you have the
obtained the relevant
authorisation to procure -
for all values above £30k,
this approval should be No (please provide the reason below)

sought from the CEO

Yes
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If you are submitting a request to waive standard procurement procedure, please use form PP3.

SUPPLIER SELECTION

10. | Summary of
guotes received

PP2: STANDARD PROCUREMENT — Regulated below threshold procurement
For contract values over £30,000

11. | Preferred supplier and
agreed contract value/fee
levels (incl. VAT)

(attach any relevant
documents such as quotes,
tender returns)

12. | Rationale for decision
(short summary only)

13. | Authorisation to engage For auditing purposes, please use Adobe send and sign for the final
with selected supplier authorisation process. For all spend above £30k, this should be
CEO approval. For values of £214,904 and over, the contract
Signed award will require formal Board approval, as well as CEO sign off.

Date
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PP3: REQUEST FOR WAIVER OF PROCUREMENT POLICY

1. | Contract / service required

2. | Is this a new service?

If no, please provide name of
previous supplier

3. | Procurement / contract lead

5. | Estimated or actual value
(over the anticipated life of
the contract/service)

6. | If an estimated value, how
was your total estimated
spend/contract value arrived
it?

SUPPLIER SELECTION

7. | Which supplier have you
selected and why?

8. | Please provide full reasons for
why the procedure detailed
under ARB’s procurement
policy should be varied

(please note: for contract
values at the ‘covered
procurement’ level set by the
PA23 (currently £214,904),
policy will only be
exceptionally waived, so
please provide as much
information as possible).

8. | Date for contract/spend
review

THIS FORM MUST BE UPLOADED WITH THE PURCHASE ORDER APPROVAL REQUEST
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PP3: REQUEST FOR WAIVER OF PROCUREMENT POLICY
For contract values over £30,000

9. | If CEO is approving waiver:
Authorisation of CEO
Signed
Date

10. | If CEO is requesting waiver:

Authorisation of two SLG
members.

Signed

Date

THIS FORM MUST BE UPLOADED WITH THE PURCHASE ORDER APPROVAL REQUEST
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Introduction

The purpose of this policy document is to guide and direct all Architects Registration Board (“ARB”)
staff on the procedures and processes for procuring goods, services and works on behalf of the
organisation. This applies to all revenue and capital expenditure.

The Pre-procurement decision tree below identifies the route required to procure goods and services.
It is important that you read the whole policy document to ensure the appropriate selection of, and on-
boarding of suppliers is carried out with this policy guidance.

Pre-Procurement Decision Tree

¢ All ARB expenditure must be approved in accordance with the Scheme of Delegation (see table set

out in section 9.4)

o The level of expenditure which must be calculated using the whole life costs of the proposed

contract for goods, services and works.

e The type of process to be undertaken and the timeline will be dependent upon the complexity of the

requirements needed.

Under £1000 £1001-£5,000 £5,001-£25,000

N udset Holder responsility Minimem of 2 fomal | Minimum of 3 formal

1.3

1.4
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R Acvertise on UK Find 3
Use existing Framewarks Tender Portal

Internal Tender Process

o OR i : icted Tende ke Pk
od riznce [ carried out in accordance o0 Terder Procedure DB Restncted Tender | T s Innovation Partnership

No Quotation Reguired Eo
% Minimom of £ formal

to d=termine value for written quotes/emails written quotes electronic competitive

money

Use existing Frameworks Use existing Frameworks tricted Tender

ARB procures a variety of goods, services, and works from third party providers to help deliver the
organisations strategic objectives and is committed to ensuring that all suppliers are appointed following
an open and transparent procurement process.

ARB recognises procurement is central to driving quality and value for money and through its
procurement activities will seek to ensure procurements are handled in a professional and ethical
manner, ensuring the highest standards of openness, integrity, and accountability are adhered to.

ARB will conform to the requirements of the UK Public Procurement Regulations, EU Public
Procurement Directives, National Law and ARB Scheme of Delegation in addition, ARB will:

e Ensure procurement activities align to the principles of transparency, proportionality
sustainability and social value

e Trade where appropriate with small and medium enterprises (SME’s) and the third sector;
and

e Seek to work with partners that are ethical and support ARB’s commitment to equality,
diversity, and inclusion.




2.1

2.2

2.3

2.4

2.5

3.1

3.2

Purpose

This policy sets out the framework within which all procurements conducted by the Architects
Registration Board (“ARB”) will be undertaken.

This policy aims to ensure that ARB obtains the necessary goods, services, and works to the
required level at the most economically advantageous price, taking account of whole life costs.

This policy includes all stages in the procurement lifecycle from the identification of need, the route
to market and process to follow, contract award, contract monitoring through to re-procurement
and/or disposal.

The methods of procurement to be used for acquiring goods and/or services are designed to protect
both the organisation and the individual from risk.

As part of the corporate governance framework all relevant procurement legislation will be
observed, to ensure all procurements abide by the principles of transparency, fairness and
sustainability and positively encourage trade with small and medium enterprises (SMEs). ARB
through its processes will also seek to collaborate with partners that support, equality and diversity,
are ethical and abide by the relevant legislation.

Scope

This policy applies to all staff at all levels within ARB and has been produced to provide advice and

guidance on how to run a compliant procurement process for goods, services and works. The policy
also covers individuals working on behalf of ARB such as independent contractors, sub-contractors,
and representatives from other Partner organisations.

The Registrar and the Director of Resources are responsible for the provision of advice and
guidance and will promote and provide training to help colleagues determine the appropriate route
to market and to understand the different methods of procurement that will be used to procure ARB
requirements, including how each procurement process should be conducted and managed.

4. Roles and Responsibilities

4.1

4.2

4.3

4.4

When undertaking a procurement, the Registrar has overall responsibility for ensuring the
organisation meets its statutory requirements and complies where appropriate with the Public
Contract Regulations 2015 and UK procurement legislation.

All requests to procure goods, services and or works must be appropriately authorised in
accordance with the ARB Scheme of Delegation.

In the absence of an internal procurement resource, the Registrar and Director of Resources will be
responsible for ensuring procurement compliance and robust financial controls exist to manage the
organisations financial matters.

The governance structure for ensuring procurement compliance across ARB is as follows:



Roles Responsibilities

Audit and Risk
Assurance
Committee

The Committee will assure itself that the Procurement and Tendering Policy is
being implemented effectively and will be responsible for ensuring that the strategic
context of the Policy is appropriate and meets the needs of the organisation.

Chief Executive
Office/Registrar

The Registrar has overall responsibility for ARB procurement compliance and to
ensure that appropriate and robust controls and management systems are in place
and working effectively.

Senior Leadership
Group

The ARB Senior Leadership Group, is responsible for ensuring they are familiar
with the contents of this Policy and that identified persons within the organisation
have lead responsibility for ensuring the Policy is available and adhered to.

Director Resources

The Director of Resources is responsible for ensuring the implementation of the
Policy and for co-ordinating any corrective actions necessary to further the Policy.
This includes maintaining an effective system of internal financial control and
ensuring that detailed financial procedures and systems relating to Procurement
are implemented, maintained, and working effectively.

Departmental
Budget Holders

Departmental Budget holders will work collectively to improve adherence to good
procurement practices and to ensure all staff under their management adhere and
comply with the Policy. They are also responsible for ensuring all staff are made
aware of any changes to the Policy and the policy forms part of the induction
process for new staff.

Department Budget holders and/or their nominated deputies will conduct
procurement activities for their departments in accordance with the ARB Scheme of
delegation. In the absence of a Procurement Lead, departmental budget holders
will also liaise with and manage all company representatives and ensure the
evaluation and assessment of tenders is fair and equitable. In addition, they will be
responsible for the ongoing management of contracts awarded, through regular
review meetings with the successful supplier. The purpose of these meetings being
to manage supplier relationships and ensure key performance indicators and
targets are being met and documented accordingly.

All Staff

It is the responsibility of staff to comply with this policy and other associated
policies.




Roles Responsibilities

Supplier Supplier Representatives visiting the ARB, shall comply with the principles and
Representatives behaviours set out in the Central Government Departments, Agencies, and Public

Bodies Supplier Code of Conduct and ARB Supplier Representations Policy

5.1
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5.2

5.2.1.

5.2.2

5.3

53.1

53.2

5.3.3

Procurement Best Practice and Transparency

e The aim of this Policy is to raise awareness of the need for procurement compliance and to
ensure processes are proportionate to the value of contract, non-discriminatory and not overly
bureaucratic.

e Procurement is the acquisition of goods, services or works generally from an outside external
source.

e Procurement best practice should cover the lifecycle of the requirements and costs starting from
the identification of need, tendering, evaluation, award of business, contract management and
where necessary re-procurement or end of life disposal.

e Procurement can range from the day-to-day procurement of commodities such as pens, pencils,
and rulers, and furniture provision, to larger scale service contracts, legal services, and IT
equipment. Goods and services can be provided by Public Sector Providers such as Crown
Commercial Services, other existing public service Frameworks and/ or external suppliers.

o The detail and application will vary depending upon the actual procurement activity, but it is good
practice to consider all the guidance provided when planning a procurement.

Segregation/Separation of duties
All ARB procurements must be conducted without favor or prejudice. Assurance can be brought to

the procurement process through appropriate separation of duties, ensuring those engaged in the
procurement process have clear roles and responsibilities, to safeguard against impropriety.

Procurement Fraud & Bribery Act 2010

UK and EU procurement legislation intend to promote open and transparent competition while
minimizing exposure to fraud and collusion.

All ARB staff and contractors are required to comply with ARB policy and procedures to prevent
fraud, bribery, and corruption and the requirements of the Bribery Act 2010.

Transparency in Procurement and Contracting

The Government is committed to greater transparency across its operations to enable the public to
hold public bodies and politicians to account. This includes commitments relating to public
procurement.

ARB procures a variety of goods, services, and works to support the delivery of the organisation’s
strategic objectives. All requirements for goods and/or services and works below the UK/EU
thresholds, will be managed internally by ARB or their nominated agent.

ARB where appropriate, should make use of the Crown Commercial Service Frameworks or similar
to manage procurements for common goods and services, such as stationary, furniture, document
management solutions, mobiles and certain Information and Technology Solutions.


https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/779660/20190220-Supplier_Code_of_Conduct.pdf
https://www.legislation.gov.uk/ukpga/2010/23/contents

5.3.4

5.4

5.4.1.

5.4.2

54.3

5.5

5.5.1

5.6

5.6.1

5.6.2

5.6.3

5.6.4

5.6.5

5.6.6

5.7
571

5.7.2

More information about the Crown Commercial Service and the Frameworks offered can be found
on the Crown Commercial Service website. In addition, to Crown Commercial Services, other
equivalent Frameworks, such as NEPRO and Constellia should also be considered for use.

Legal Requirements to Publish - Contract Opportunities

ARB procurement and contracting opportunities valued at £25,000 or more will need to be
advertised on the Contracts Finder website where the use of existing contracts and frameworks do
not meet ARB needs.

This information will be provided in good faith and based on the best available information. It does
not commit ARB to either procure the goods/services identified, use the identified route, or maintain
the indicative timetables provided.

Above threshold contracts circa (£213,447) will be published in the Find a Tender (FTS) portal. Find
a Tender replaced the EU’s Tenders Electronic Daily from 1 January 2021 for high value contracts
in the UK.

Managing Public Money

ARB as a Public Corporation of the Department of Levelling Up, Housing and Communities
(“DLUHC”) will abide by the public sector principles set out within their Corporate Framework
document and Managing Public Money.

Effective Competition

ARB requirements for common goods, services and works, where appropriate, should be acquired
through an existing compliant framework agreement.

When procuring goods, services and works above the UK and EU thresholds. ARB will tender for
these services (where appropriate) using the Open procedure and follow the guidance set out in the
Cabinet Office Lean Sourcing Approach Briefing Pack unless there are convincing reasons why this
procedure is deemed as being unsuitable for the requirements.

ARB when procuring above threshold goods and services will (where appropriate) refer to the
Cabinet Office Lean Sourcing Approach, to help determine which procurement procedure to use.

ARB will also consider and adopt where appropriate the commercial lifecycle principles set out in
GovS 008 Commercial Functional Standard which provides a framework to help contracting
authorities, and wider arm’s length government bodies, define, procure, manage , and re-procure
their requirements.

Competition avoids any suggestion of favoritism and contributes towards achieving best value for
money. Considering the form of competition should be proportionate to the value and complexity of
the requirement.

The only exception to this is for requirements below £1,000 where the resource costs involved in
obtaining competitive quotes are likely to exceed any saving that may be secured by competition.

Best Value
It is the responsibility of all staff to work towards securing best value for money for ARB.

Best value is defined as maintaining an appropriate balance between technical, quality, and
financial considerations. In this context cost means consideration to the whole life cost, whilst
guality means meeting a specification of requirements that are sufficient and fit for purpose.


https://www.crowncommercial.gov.uk/agreements
https://nepro.org.uk/
https://www.constellia.com/
https://www.gov.uk/contracts-finder
https://www.gov.uk/find-tender
http://arb.org.uk/wp-content/uploads/2018/06/ARB-Framework-Agreement-May-2018.pdf
http://arb.org.uk/wp-content/uploads/2018/06/ARB-Framework-Agreement-May-2018.pdf
https://www.gov.uk/government/publications/managing-public-money
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F380720%2FLean_Familiarisation_-_Briefing_and_self_starter_pack_for_procurement_staff_-_July_2012.ppt&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F380720%2FLean_Familiarisation_-_Briefing_and_self_starter_pack_for_procurement_staff_-_July_2012.ppt&wdOrigin=BROWSELINK
https://www.gov.uk/government/publications/lean-sourcing-guidance-for-public-sector-buyers
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1021421/6.7640_CO_Govt_Functional_Std_GovS008_WEBv2_1_092021.pdf
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5.8.1
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5.9.2

5.9.3

5.9.4

5.9.5

5.10

5.10.1

5.10.2

5.11

5.11.1

Whole Life Costs (whole life contract value)

Whole life costs consider all aspects of cost over the term of the contract. This takes into account:

o initial capital cost,

o operational costs (i.e., consumables attached to the equipment),
o financial costs,

o depreciation cost,

o service and preventative maintenance

o upgrades,

. re-procurement; and/or

o eventual disposal costs.

All members of staff involved in the procurement process are responsible for ensuring that best
value is achieved through the procurement process and throughout the whole life cycle of the
goods, services and works.

Corporate Social Responsibility (CSR) and Procurement

Where possible, ARB will endeavor to consider social value considerations and will endeavor to
create a positive impact locally when undertaking its procurement activity.

ARB is a member of the Living Wage Foundation and we will not enter into business with any
individual or company that does not pay the Real Living Wage.

Sustainable procurement requires environmental and social impact to be considered alongside
financial factors when deciding which product or service to buy.

All procurements conducted by ARB (where appropriate) should include sustainability
considerations as part of the evaluation process. This involves looking at the product/service whole
life cycle.

ARB is committed to working with SMEs and will consider in its strategy for each procurement how it
can make sure that opportunities are accessible for SMEs and without barriers.

Declarations of Interest

All ARB staff must declare and record any personal interest that might influence, or be seen by
others to influence, their impartiality in arriving at a purchasing decision. Those who have business
or personal relationships, with a potential supplier should record this by completing a declaration of
interest form. Appendix K.

Anyone involved in a tender process, who has current or past business or personal relationships
with potential bidders for ARB contracts, must disclose their interest at the outset. At the discretion
of the Registrar, they may be excluded from the procurement process completely or restricted to a
limited role. Appendix L.

Relationship Management

All designated ARB personnel involved in the procurement process must always be honest, fair, and
impartial in their dealings with suppliers. Relationships with suppliers must be conducted on a
professional basis, regarding ethics and propriety.


https://www.livingwage.org.uk/
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5.13

5.13.1

5.13.2

5.13.3

5.13.4

5.13.5

5.14

514.1

5.14.2

Hospitality

Modest hospitality (e.g., lunch, sandwiches) may be accepted from a supplier, provided it is
infrequent, over the normal working day and that a situation is not reached where impartiality may
be influenced or perceived by others to be influenced. Invitations from suppliers or potential
providers to attend social functions must not be accepted without receiving prior written consent
from the Registrar. Hospitality offered, whether or not accepted, must be notified to the
CorporateTeam.

Freedom of Information Act 2000 (FOI) and the Data Protection Act 2018 (DPA)

ARB is classified as a ‘Public Authority’ within the meaning of the Freedom of Information Act 2000.
The Act creates a general right of access to information held by public authorities (subject to certain
exemptions.) All tenderers should be made aware at the beginning of the process that this is the
case.

Suppliers may seek to prevent ARB from disclosing information relating to their goods or services or
pricing under the exemptions in the Act for confidential or commercially prejudicial information
(sections 41 and 43 FOIA). In those cases, advice should be sought from the Data Protection
Officer.

In the course of its business, ARB processes or holds personal data about registrants, employees,
and others. Under the DPA, ARB is the Data Controller in relation to this personal data, and must
ensure that it is held and processed in accordance with the eight principles in the Act, which are that
personal data must be:

used fairly and lawfully.

used for limited, specifically stated purposes.

used in a way that is adequate, relevant, and not excessive.
accurate.

kept for no longer than is necessary.

handled according to people’s data protection rights.

kept safe and secure; and

not transferred

ARB’s responsibilities under the DPA apply equally to services we perform in house and those we
outsource to suppliers. ARB requires suppliers to have information security policies and procedures
appropriate to the nature of the ARB information the suppliers’ handle.

Procurement procedures set out the process for determining the standard of information security we
require from the supplier of a given service, and the method of determining whether bidders and
existing suppliers meet that standard. Where it is determined following the procedures that a
supplier is a Data Processor on behalf of ARB, then the supplier’s responsibilities will be
documented within the contract.

Equality, Diversity & Inclusion

ARB is committed to the Public Sector Equality Duty which requires it to have due regard to the
need to eliminate discrimination, advance equality of opportunity and foster good relations between
different people when conducting their procurement activities.

It is ARB policy that appropriate and equal opportunities be incorporated into the production of
specifications, evaluation of tenders and contract performance management. The aim is to ensure
that suppliers work to eliminate the potential for unlawful and unfair discrimination to occur in
relation to their employment practices and through the provision of goods, services and works to
ARB.
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5.15

5.15.1

5.15.2

6.1

6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

6.2

6.2.1

6.2.2

6.2.3

6.2.4

6.2.5

ARB will require its suppliers, service providers and contractors to be aligned to this objective as
outlined in ARB’s Equality Scheme.

Procurement Education and Training

Effective and relevant procurement training is a key element to improving the level of
professionalism among all staff involved in the procurement process.

ARB will commit to promoting, supporting, and encouraging relevant staff to develop an awareness
of procurement processes and relevant legislative updates as part of their development objectives.

New Suppliers, Invoice and Purchase orders

New Suppliers

If a supplier has not previously provided ARB with any goods or services, a new supplier check will
need to be conducted by the Corporate Team. You must not purchase the goods or services until
the corporate team advise you that the supplier checks have been conducted.

A copy of the supplier's Terms & Conditions along with a copy of the quote and details of the goods
or services being provided should be passed to the Corporate Team.

The Corporate Team will conduct various company checks (obtained via First Report —
www.firstreport.co.uk).

ARB is a non-VAT organisation and unable to reclaim VAT. All goods and services obtained by the
organisation will be VAT inclusive.

New suppliers maybe asked to complete the HMRC IR35 assessment tool to determine the
employment status of the supplier for tax purposes.

Invoices and Credit Notes

All hard copy invoices and credit notes must be stamped, scanned, and sent to
corporate@arb.org.uk. All invoices that are sent electronically should be sent to
corporate@arb.org.uk.

All invoices, credit notes and refunds must contain two signatures (someone to procure, and
someone to authorise) before the transaction can be completed. Any invoices, credit notes or
refunds that are passed to the Corporate Team without the required signatures will not be
processed.

The staff member or department involved in the procurement of goods of provision of services will
be asked to confirm that the goods/services have been delivered (only permanent members of staff,
with signatures held on the signature specimen list should be procuring goods or services on behalf
of ARB). The corporate team will then seek the relevant member of the Senior Leadership Group’s
authorisation before passing for payment. Further information on the handling of invoices by the
corporate team can be found in the separate procedure note here.

Where a member of the SLG has procured a service or product, the signature of a fellow SLG
member is required. If the expenditure is over £9,999.99, the additional signature MUST be the
Registrar. Any goods or services procured by the Director of Resources, irrespective of value, must
be authorised by the Registrar.

When passing for payment, the invoice should clearly state what the expenditure involves and the
budget heading to which the cost is relevant to, for example:


https://arb.org.uk/wp-content/uploads/Equality-Scheme-Website-Version-June-2019.pdf
http://www.firstreport.co.uk/
https://www.gov.uk/guidance/check-employment-status-for-tax
mailto:corporate@arb.org.uk
mailto:info@arb.org.uk
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6.4.1

6.4.2

6.4.3
6.4.4

6.4.5

6.4.6

e Title regulation cost — code to ‘Misuse of Title.’

e Solicitors for Professional Conduct Complaints — code to ‘Solicitor complainant’
Facilities maintenance contracts — code to ‘Office Maintenance’ (in this example, please also
specify the contract start and end dates).

e Ensure for purchases of £5k+ that the order number is recorded on the invoice.

If you are unsure of the relevant budget heading, please speak to your line manager.

Prompt Payment Policy

Through the PCR2015 Regulations, the government has published guidance for all public sector
buyers and non-central government bodies around prompt payments. This policy guidance should
be adhered to by ARB, where appropriate. Prompt payment policy and the publication of payment
statistics in PPN 03/16. ARB should seek to pay undisputed and valid invoices within 30 days (or
any earlier date agreed within the contract.

Purchase Orders

A purchase order form Appendix J, must be completed before any equipment, goods or services
are ordered over the value of £5,000. The official purchase order can be found on our shared drive.

Each purchase order form should have the following details:

. Date goods/services ordered

. A sequential PO number (taken from the Purchase Order log) L:\Accounts
Manager\Purchase Orders\Purchase Order Log.xIsx

. Description of the goods/services

. Quantity

. Price

The Purchase Order form should be authorised in line with ARB’s Scheme of Delegation.
Expenditure is over £9,999.99 it must be authorised by the Registrar.

Once the Purchase Order form is completed and authorised, the supplier may be contacted, and
goods/services ordered quoting the Purchase Order reference number.

Please ensure that the order number is recorded on the invoice in order to match the purchase
order and invoice together.

Commercial Contract Management

Contract management is necessary to reduce risk, prevent conflicts, legislation compliance and
ensure value for money. ARB contracts need to be effectively monitored and managed so that the
organisation receives the goods and services they pay for at the quality expected.

Contracts also need to be retendered at appropriate intervals.

ARB will ensure that a contracts data base is held centrally to ensure contract renewal deadlines
are kept. This will also enable ARB to take a forward look at their anticipated procurements over a
12-month period, and for opportunities more than £25,000 advertise these in advance on Contracts
Finder.

All ARB contracts will be recorded electronically and/or manually in the Contracts Database/
Register and monitored throughout the contract term by the departmental contract owner.


https://www.gov.uk/government/publications/procurement-policy-note-0316-publication-of-payment-performance-statistics
https://www.gov.uk/government/publications/procurement-policy-note-0316-publication-of-payment-performance-statistics
file://///FILEPRNT/Documents/Accounts%20Manager/Purchase%20Orders
file://///FILEPRNT/Documents/Accounts%20Manager/Purchase%20Orders/Purchase%20Order%20Log.xlsx
file://///FILEPRNT/Documents/Accounts%20Manager/Purchase%20Orders/Purchase%20Order%20Log.xlsx
https://www.gov.uk/contracts-finder
https://www.gov.uk/contracts-finder

7.1 Contracts Database, Tender and Quotation Registers

7.1.1 As a minimum the contract register/database should include:

e A description of the contract goods/services and what they are for
Name of the Supplier, including address and telephone numbers
The Supplier key contact
Date of award of contract
Date the contract was signed
The dates the contract expires
The term of the contract, the value; and
Who is responsible for managing the contract within ARB; and
Dates of supplier formal contract review meetings, if applicable,

7.1.2 Where appropriate, service level agreements will be detailed within the contract, to include key
performance targets and indicators to measure costs, quality, and timings.

7.1.3 Where such targets are specified, there should be an agreed framework for their monitoring; and a
route for reporting on performance to either the SLG or, if appropriate the Board or one of its
relevant committees.

7.1.4 Any contract involving the processing of personal data must be reviewed by ARBs Data Protection
Officer, to ensure compliance with the relevant legislation.

7.1.5 All Contracts must be authorised and signed by those designated within the ARB Scheme of
Delegation.

7.1.6 See Contracts data base Template — Tool Kit Table 1

7.2 Tender and Quotation Registers

7.2.1 ARB will ensure separate quotation and tender registers are set up, managed, and maintained for
all quotation and tendering activities.

7.2.2 See guotation and tendering reqgister templates

7.3 Commercial Contract Change Control

7.3.1 Contract changes shall be justified and controlled to ensure the requirements continue to meet the
organisation’s business needs and align with the organisation’s financial processes.

7.3.2 All contractual changes need to be authorised prior to implementation and recorded for Audit
purposes. The cost of change needs to be quantified and justified with reference to the
business case (where appropriate). Evidence of changes need to be retained to inform future
procurements and in case of a later dispute. All changes must represent value for money and
adhere to applicable regulations.

7.4  Government Procurement Policy Notices (PPNs)

7.4.1 The government brings together and publishes procurement policy notes, providing guidance on
best practice for the public sector and government bodies involved in procurement. Notices are sent
out on a regular basis to update and inform departments across government on changes to
regulations because of Brexit, and/or EU and UK Procurement Legislation. Procurement Policy
Notices.



https://www.gov.uk/government/collections/procurement-policy-notes
https://www.gov.uk/government/collections/procurement-policy-notes

8. Audit of Procurement Activity

The Director of Resources, has overall responsibility for ensuring that the procurement of all goods,
services and works are executed within the guidance set out in the agreed procurement policy and
associated procedures.

regular and appropriate independent audits will be carried out on procurement activity as directed
by the Director of Resources.

0. Procurement Process

All requests to procure goods, services and works must be appropriately authorised under the ARB
Scheme of Delegation as agreed by the Board.

The following information summarises the various stages of the procurement process. The detail
and application will vary depending upon the actual procurement activity, it is however good practice
to consider all the following stages when planning procurement activity.

All procurement decisions must be considered on their own merit, options evaluated, and the most
appropriate procurement route used. See Procurement Decision Tree, Appendix A.

All decisions must be consistent with the requirements of ARB’s Scheme of Delegation. This
information is for guidance and information and if there is anything staff are unsure of, they should
seek advice and guidance from the Director of Resources.

Dependent on the whole life expenditure to be involved the type of procurement process to be
undertaken will vary in both process, complexity, resource requirements, and time scales.

9.1 Commercial Lifecycle, Define, Procure, Manage and Re-Procure

9.1.1 Itis good practice, to plan for all quotations, and tenders, whether they are above or below the
PCR2015 thresholds (£213,477). Consideration should also be given to the principle of
proportionality and the resources required to achieve completion of the outcomes within the given
timescales, as these will vary according to complexities of the requirement and the value of
business to be tendered.

9.1.2 All quotations and tenders, to be undertaken, for the purpose of procuring goods, services and/or
works must initially be authorised in accordance with the ARB Scheme of Delegation and value
thresholds set out in the table below.

9.1.3 The Procurement Decision Tree in Appendix A can be used by ARB to help determine the
appropriate procurement procedure to be used. The whole life value of the procurement over the
term of the contract must be considered to enable the appropriate procedure to be selected. There
is a strong preference for the Open Procedure, and this should be the normal default choice for
unless there is a genuine need to pre—qualify potential providers.

9.1.4 In addition, to the Procurement Decision Tree, the guidance and principles set out in GovS 008
Functional Standard, and The Sourcing Playbook can be used and adopted for use by ARB to
support the planning, defining, procurement, contract management and re-procurement stages of
procurement to effectively manage the organisations requirements.



https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1021421/6.7640_CO_Govt_Functional_Std_GovS008_WEBv2_1_092021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1021421/6.7640_CO_Govt_Functional_Std_GovS008_WEBv2_1_092021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/987353/The_Sourcing_Playbook.pdf

9.15

9.2

9.2.1

9.2.2

9.3

9.3.1

9.3.2

9.4

9.4.1

GovS 008: Commercial Life Cycle Functional Standard

Re-procure

Define Procure Manage

» Shaping the business * Agreeing the route to * Mobilisation
need and choosing the market and procurement

: * Managing delivery and
delivery model procedure perfor?nr:agnce oy
AnGoatnent * Selecting form of !
* Supply market analysis contracts B aAnees o Sapler

and early engagement | Aviting offers » Contract change control
L |hons§’y sis of commercial Evaluation of offers and

o supplier selection & Contrant sk
* Set criteria for selecting , Gontract award management

suppliers

* Contract management  ® Contract transition and
plan exit

Competitive Quotations

Formal competitive quotations are required when the intended total expenditure exceeds, or is
expected to exceed £1,000 but not exceed £25,000. See table below for quotation guidance as
there are distinct levels of requirements dependent upon the value of the quotation whole life costs.
Staff should refer to the ARB standard operating procedure guidance when conducting quotations.

ARB procurement opportunities valued at £25,000 or more will be advertised on the Contracts
Finder website where the use of existing contracts and frameworks does not meet ARB needs

Competitive Tenders (below UK /EU thresholds)

Formal competitive tendering procedures are required where the intended whole life total
expenditure exceeds or is expected to exceed £25,000, but not exceed £213,477.

Tenders above the threshold and more than £213,477 MUST be advertised on UK Find a Tender
Website.

While competitive tendering is beneficial to securing value for money, it must remain proportionate
to the value of the contract and burden on ARBs resources. By way of example, the anticipated
saving from the tendering or retendering for goods or services MUST not be outweighed by the
extra staff time involved in arranging a competitive process.

ARB Competitive Quotation and Tendering Thresholds

The table below sets out good practice in relation to the tendering and purchasing of goods and
services, including the route to market. This, along with variations to existing purchase contracts,
maybe varied so long as:

1) The reason for the variation is documented and signed off by the Registrar
2) Requests by the Registrar for a variation must be signed off by two SLG members
3) Procurement processes cannot be varied where the value exceeds £213,477


https://www.gov.uk/contracts-finder
https://www.gov.uk/contracts-finder
https://www.gov.uk/find-tender
https://www.gov.uk/find-tender

4) Variations above £10,000 should be reported to the Audit and Risk Assurance Committee.

Further details on authorisation levels can be found in ARB’s Scheme of Delegation.

ARB Internal Waiver and
authorisation level variation

Method of Selection

Total Est
contract/purchase

value (VAT

authorisation

inclusive)
£0- £1000

No restriction if within budget

Manager/Head of
service

level
Registrar

£1001 - £5000

If unable to fulfil the requirements via
an existing compliant framework
agreement and/or direct award
Subject to availability, obtain a
minimum of 2 formal written
guotations — and/or email/visual
evidence to demonstrate that a like for
like comparison of the requirements +
costs has been completed.

Senior Leadership
Group (SLG)

Registrar

£5001 - £10,000

If unable to fulfil the requirements via
an existing compliant framework
agreement and/or direct award
Subject to availability, obtain 3 formal
written quotations based on whole life
costs for expenditure or income

Senior Leadership
Group (SLG)

Registrar

£10,001 - £25,000

If unable to fulfil the requirements via
an existing compliant framework
and/or direct award

Subject to availability, obtain 3 formal
written quotations based on whole life
costs for expenditure or income.

Registrar & Senior
Leadership Group

Registrar

Over £25,001 up to

£213,477

Advertise via Contracts Finder

If unable to fulfil the requirements via
an existing compliant framework
agreement and/or direct award
Subject to availability, obtain 3 formal
written tenders based on whole life
costs for expenditure or income.

Registrar & Senior
Leadership Group

Registrar

£213,477 & above

Advertise on UK Find a Tender
Website

Use existing framework agreement
and/or direct award if not.

Select appropriate PCR2015
procedure, and

Subject to availability, obtain a
minimum of 3 formal written tenders
based on whole life costs for
expenditure or income.

Board

Board

9.4.2 ARB staff should refer to the standard operating procedure guidance when conducting tendering

activity.



file://///FILEPRNT/Documents/ARB%20Documents/Policies/Scheme%20of%20Delegation/Scheme%20of%20Delegation%20-%20Jan%202021.docx
https://www.gov.uk/contracts-finder
https://www.gov.uk/find-tender
https://www.gov.uk/find-tender

9.5 Competitive Tenders above UK/EU Thresholds

9.5.1 The Public Contracts Regulations 2015 thresholds (as may be amended from time to time), vary
according to the value of the contract. As ARB is unable to recover VAT, all thresholds shall be
deemed as VAT inclusive.

9.5.2 The Architects Registration Board, is a public Non-Financial Corporation of the Department of
Levelling Up, Housing and Communities (DLUHC) and classified as a Sub Central Contracting
Authority.

9.5.3 ARB procurements above UK/EU thresholds (£213,477), will be advertised on the UK Find a Tender
website

9.5.4 The Public Contract Regulations 2015 (PCR2015) apply to all public authorities and arm’s length
bodies. These thresholds are used for the World Trade Organisation (WTO) Government
Procurement Agreement (GPA) whose requirements are incorporated into the Directives

9.5.5 UK and EU PCR2015 Thresholds @ 1 January 2022 are:

Type of Contract
Type of Authority Threshold! (inclusive of VAT) (entire contract value)

Works Supplies & Light Touch Concessions
Services Regime Services | Works and Services
Central Government bodies £5,336,937 £138,760 £663,540 £5,336,937
Sub-Central authorities
(ARB) £5,336,937 £213,447 £663,540 £5,336,927

Services & Supply
(includes supply, lease,
rental or hire purchase of
goods, design, excluding
employment contracts)

9.5.6 When a tender process is not subject to the Public Contracts Regulations because the estimated
value of a contract falls below the relevant threshold, ARB will continue to apply the principles of
non-discrimination, equal treatment, transparency, mutual recognition, and proportionality.

9.5.7 The thresholds that apply to the procurement directives are re-valued every two years.
This is to ensure they remain consistent with the thresholds used for the World Trade Organisation
(WTO) Government Procurement Agreement (GPA) whose requirements are incorporated into the
Directives. The next update is due 1% January 2022.

9.5.8 These thresholds are designed to ensure fair competition in UK and Europe. When calculating the
potential whole life value of a contract, it is important to include any optional contract extension
periods.

9.5.9 If the whole life cost is likely to exceed the EU and UK thresholds then the procurement process
MUST follow one of the PCR2015 Procurement Procedures as set out in section 10 below.

9.5.10 Due to the complex nature of the above threshold procurement procedures, ARB should engage
procurement expertise for higher cost contracts at the earliest opportunity to guide and advise on
the most appropriate procedure to be followed.

! The value of a contract MUST be measured as the aggregate amount ARB expects to pay the supplier over the lifetime of the
contract. Contracts MUST not be artificially shortened to avoid the application of the Regulations or this policy.


https://www.gov.uk/find-tender
https://www.gov.uk/find-tender

9.5.11 To support the decision-making process ARB the Commercial Life Cycle ‘Define, Procure, Manage
and Re-procure’ process should be considered GovS: 008 Government Functional Standard, by ARB to
support the planning and management of the procurement activities.

9.5.12 This functional standard is part of a suite of management standards that promotes consistent
and coherent ways of working across government departments and arm’s length bodies. The full
suite of standards, and associated guidance, can be found at GOV.UK/government/
collections/functional standards.

9.6 Framework Agreements (call -offs)

9.6.1 Framework Agreements which are fully compliant with the PCR2015 regulations can be used to
purchase a wide range of products and services without ARB having to undertake a full
procurement if ARB and/or Public Arm’s Length Bodies are named as parties to the proposed
Framework Agreement(s).

9.6.2 For example, the original tendering process is undertaken by an approved third party, such as the
Crown Commercial Service or equivalent and all subsequent parties to the framework agreement
are named in the original advertised (OJEU) call for competition.

9.6.3 Framework Agreements are ‘umbrella agreements’ that set out the terms, relating to price, quality
and quantity, under which individual contracts (call-offs) can be awarded. These terms govern the
supplier’s relationship with every organisation who has a call off contract on the framework. The
terms are fixed and generally non-negotiable.

9.6.4 In general most Framework Agreements allow public sector bodies to procure goods, services and
works at the tendered price, under a direct award arrangement, if their requirement matches the
main specification, which had been tendered for against the Framework Agreement.

9.6.5 Alternatively, ARB could undertake a mini competition to get a more precise offering from
providers on the framework if the direct award option is not available.

9.6.6 Using a Framework Agreement can save time and reduce the cost of introducing and implementing
a product or service. Support and guidance from the framework provider are also generally provided
as part of the offered tendering service.

9.6.7 ARB can be assured that the providers on a framework are both financially stable and that the
goods and/or services on offer are of acceptable quality as the suppliers have already been
approved and accessed. Any purchase made through a framework is also compliant with
procurement legislation, provided the rules to engage suppliers has been followed.

9.7 Competitive Tenders - above UK and EU Thresholds

9.7.1 The following processes are used when the estimated whole life cost is expected to exceed
thresholds set out in paragraph 9.4.3. All procurements above threshold should be managed
securely and electronically where possible via Atamis or another secure equivalent solution.

9.7.2 To decide which of the procurement procedures outlined below to follow, ARB should refer to the
Government Lean Sourcing Approach, guidance, templates and self-starter instructions. In addition,
please refer to the Procurement Decision Tree set out in Appendix A.



https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1021421/6.7640_CO_Govt_Functional_Std_GovS008_WEBv2_1_092021.pdf
https://www.gov.uk/government/collections/functional-standards
https://www.gov.uk/government/collections/functional-standards
https://www.gov.uk/government/publications/lean-sourcing-guidance-for-public-sector-buyers

9.8 Early Market Engagement

9.8.1 Government best practice strongly encourages significant levels of pre-procurement market
engagement with a diverse range of potential providers, including SMEs to warm up the market.
In addition, this will enable ARB to test its thinking and generate ideas for innovation as part of the
development of outcome-based requirements.

9.8.2 All contracting authorities can make use of the following notices on Contracts Finder to advertise
early engagement activities:

e Future Opportunity Notices (Prior Indication Notice (PIN) equivalent) and
o Early Market Engagement notices which can be used to announce engagements such as
meet the buyer events.

9.9 Output based specifications

9.9.1 The use of output-based specifications should be used as much as possible. Output (or outcome)
based specification focuses on the desired outputs of a service in business terms. Rather than a
detailed specification of how the service is to be provided. This allows potential providers scope to
propose innovative solutions.

9.10 The Standard selection Questionnaire

9.10.1 Procurement Policy Note 08/16 provides the standard selection questionnaire, statutory guidance
on how and when to use it. The Standard selection questionnaire provides the standard questions
to help ARB decide if a supplier has the capability and capacity to carry out the contract. These
guestions are designed to give the information on a potential providers financial strength and
experience of delivering the required goods and services along with other issues relevant to the
contract.

9.11 Suppliers Past Performance

9.11.1 Procurement Policy Note 04/15 sets out the government policy to ensure that potential providers
past performance is taken account of in a major complex procurement. If the value of the contract is
likely to exceed £20m you must notify and engage CCS for guidance on how past performance is
considered as part of the tender evaluation process.

10. Public Procurement Regulations

10.1 Open Procedure

10.1.1 The Open Procedure is the preferred route to market endorsed by Government. Use of the Open
Procedure will speed up the procurement process, strip out waste and reduce costs for all parties.

10.1.2 Open procedure is a one step process, with no restrictions on who can submit a tender; it is open to
all potential providers. The Standard Selection Questionnaire published by the Cabinet Office, which
tests the potential providers capacity and capability, must still be included. Criteria used are exclusion
criteria set out in the PCR, financial stability, relevant experience and other applicable to the project.

10.1.3 The Open procedure is appropriate to use if you have well defined and clear understanding of your
requirements, with a simple specification of requirements, free from complexities and you accept to
receive a large volume of bids. If not, the restricted procedure should be considered.

10.1.4 Open tender procurement checklist


https://www.gov.uk/government/publications/procurement-policy-note-816-standard-selection-questionnaire-sq-template
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/417211/PPN04-15_Supplier_Past_Performance_.pdf
https://www.gov.uk/government/publications/procurement-policy-note-816-standard-selection-questionnaire-sq-template

10.2

Restricted Procedure

10.2.1 The restricted procedure is a two-stage process and particularly useful where there are a potentially

10.2.2

10.2.3

10.2.4

10.2.5

10.2.6

10.2.7

10.2.8

10.2.9

10.3

large volume of potential suppliers in the market or there is a genuine need to pre-quality
suppliers.

The first stages suppliers who have expressed an interest complete a Selection Questionnaire (SQ)
and the top scoring organisations, as detailed in the OJEU advert, are invited to respond to an
Invitation to Tender (ITT). If selected to proceed to stage two.

This initial selection process allows for several providers to be shortlisted who have been evaluated
as meeting the necessary mandatory areas of the Standard Selection Questionnaire (SQ) which
tests their capacity and capability and financial standing.

ARB should use the mandated SQ published by Crown Commercial Service for this shortlisting
stage one process. Which includes relevant experience and other criteria applicable to the
procurement. The SQ has the capability to compliantly reduce the number of potential providers. If
ARB intends to reduce the number of potential providers progressing to stage two this MUST be
stated in the Pre-Qualification section of the Tender SQ documentation.

The second stage of the process looks at how the providers will meet the specification of
requirements set out by ARB, asked through a series of agreed questions, covering technical ability
and capability, quality, support and maintenance, environmental and social value considerations,
agreed by ARB at the pre-tender stage (the list is an example not definitive).

Potential Providers MUST submit their offers in accordance with the date and time specified by ARB
within their Invitation to Tender. Tenders received after the due time and date, but prior to the
opening of the other tenders, may be considered, only if the CEO, or his nominated deputy, agree
there are exceptional circumstances. Tenders will then be evaluated against the criteria as laid out
in the tender documentation

Once tenders have been evaluated by the designated evaluation panel, a moderation process will
take place. A Preferred Provider(s) will then be selected and awarded the contract.

A mandatory standstill period of 10 days must be applied before the preferred provider can sign the
contract. In the event of a challenge to the award of business, is launched during the 10-day
standstill period, the challenge MUST be fully resolved, before the contract can be formally awarded
to the preferred provider.

Restricted Procedure Checklist.

Competitive Procedure with Negotiation

10.3.1 This is a more flexible process, the justification for this process and its applicability is on the basis

that the services to be carried out, and the risks attached to the services, cannot be clearly defined
so, the overall pricing and/or the creation of the specification cannot be provided accurately to
permit the award of the contract using the open or restricted procedure.

10.3.2 This process allows the contracting organisation scope for negotiation and discussion with providers

after bids have been received. But not to the extent of the Competitive dialogue which allows for
final tenders may be clarified, specified and optimised as long as this doesn’t’ involve

changes to the essential aspects of the tender or the procurement, including those needs and
requirements set out in the call for competition published OJEU and FTS service.

10.3.3 The requirements for using this process are limited to where the requirement is of a complex

technical nature, projects such as IT infrastructure or machinery, where the procuring organisation
does not have the skills to create a technical specification and wants expertise on the available
options in the marketplace. This procedure should only be used in exceptional circumstances.



10.4 Competitive Dialogue

10.4.1 The 'Competitive Dialogue' process is ideal for complex and high-risk solutions where there are gaps
in the organisation’s requirements, outcomes, contract, or commercials. The idea is to use the
dialogues with suppliers to worth together to fill the gaps in the above and help suppliers to better
understand the ARB requirements. This will enable the supplier to develop their bid on a more
informed need.

10.4.2 Potential providers to enter open discussions on the contracting authority’s requirements, were
they can ask the contracting authority questions about the specification or to seek clarity about any
aspect of it, allowing potential providers to shape the service or products offered, period and value
of the service, prior to the submission of final bid.

10.4.3 The process MUST sitill include the SQ phase to test capacity and capability, so that dialogue is held
with those potential providers who have the necessary experience.

10.4.4 These dialogues can take place either through ARB convening a briefing meeting of all who have
been invited to dialogue or asking for questions to be submitted in writing.

10.4.5 Responses to questions MUST be circulated to all interested parties, unless they are commercial in
confidence, to ensure that all receive the same information.

10.4.6 The main difference between Competitive dialogue with negotiation and Competitive Dialogue is that
is that final tenders may be clarified, specified and optimised as long as this doesn’t’ involve
changes to the essential aspects of the tender or the procurement, including those needs and
requirements set out in the call for competition published OJEU and FTS service.

10.4.7 In addition, negotiation can take place with the successful tenders to confirm financial commitments
to the terms contained in the tender contract if they don materially modify essential aspects of the
tender or procurement and give rise to discrimination.

10.5 Innovation Partnership Procedure

10.5.1 A selection is made of those who respond to the advertisement for which the contracting authority
uses a negotiated approach to invite suppliers to submit ideas to develop innovative works, supplies
or services aimed at meeting a need for which there is no suitable existing ‘product’ on the market.
The contracting authority is allowed to award partnerships to more than one supplier.

10.6 Dynamic Purchasing System (DPS)

10.6.1 The Dynamic Purchasing System is a procedure available for contracts for works, services and
goods which are all commonly available in the marketplace. As a procurement tool it has some
aspects that are like electronic Framework Agreements, but where new suppliers can join at any
time. The DPS is a two-stage process and should be set up using the restricted procedure and
certain specific conditions set out in Regulation 34.

10.7 E-Auctions

10.7.1 E-auctions or reverse auctions create an environment where suppliers bid against each other for a
contract. The environment encourages competition with the result that goods are offered at their
current market rate.

10.7.2 E-auctions are not suited for many categories of spend. Where this does occur, ARB should seek
the support and guidance of organisations, such as CCS who have the necessary systems to run an
e-auction.


https://www.legislation.gov.uk/uksi/2015/102/regulation/34/made

10.8 Standstill Period

10.8.1 The standstill period is a period of 10 calendar days that must be kept between notification of
The intention award and completion of the contract or framework agreement with the preferred
provider(s).

10.8.2 During this time unsuccessful bidders can challenge the process. It is important to note that a
challenge cannot be raised purely on the fact that they were not successful but that the principles of
procurement (being open, fair & transparent) were not adhered to.

10.8.3 It is unlawful for a contracting authority to enter a contract or conclude a framework agreement
before the end of the standstill period. The minimum length of the standstill period depends on
whether the notice is sent electronically. Normally the period will end at midnight on the 10th day
after the relevant sending date provided the notice was given by fax or via electronic means (which
would include) email or a web-based system such as the e-tendering portal).

10.8.4 If post or other (nonelectronic) means are used, then the standstill period will end at midnight on
the 15th day after the relevant sending date or at midnight on the 10th day after which the last of the
tenderers/candidates to receive such a notice receives it, whichever occurs first.

11. Terms and Condition of Contract

Choosing the right terms and conditions of contract is essential to get best value. ARB has the
choice to develop its own terms and conditions, use those of suppliers, or consider one of the
Cabinet Office standard form contracts below. ARB lawyers will support ARB with selecting the most
appropriate set of conditions to be used.

The Model Services Contract was introduced by in March 2014, by the cabinet office, for all
government departments and other public sector organisations. The Model Services Contract
should be used for complex IT and high-risk Business Process Outsourcing contracts with a through
life contract value of £20 million or more.

The Short Form Terms and Conditions were issued in April 2014 for low value (below £10k)
procurement of goods and services

The Mid-Tier Conditions of Contract are designed for use with complex IT service contracts below
£20m.

Guidance on selecting the appropriate terms and conditions can be found in the Cabinet Office,
Model Contract Guidance Document. Further guidance and support when choosing the right terms
and conditions can also be obtained from the Model Services Contract Policy Team,
modelservicescontract@cabinetoffice.gov.uk.

Public Sector Frameworks can also be used to procure a range of common products and services,
from simple to complex requirements and from low to high volume products. These Frameworks
comprise a description of the requirements, a list of suppliers and pre-agreed standard legal terms,
saving time and effort as fewer terms need to be negotiated and agreed at the order stage.

11.1 Public Procurement Procedure Timescales — for above threshold tenders

11.1.1 The contract award procedures under the PCR2015 come with a range of minimum timescales and
potential reductions to those timescales. Periods given below are the minimum timescales permitted
by the legislation.

11.1.2 Consideration should always be given to the complexity of the procurement and reasonable time
must be given to allow suppliers reasonable time to compile their responses.


https://www.gov.uk/government/publications/procurement-policy-note-0414-model-services-contract
https://www.gov.uk/government/publications/procurement-policy-note-0614-short-form-terms-and-conditions
https://www.gov.uk/government/collections/the-mid-tier-contract
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/900525/MSC-Guidance-2020.pdf
mailto:modelservicescontract@cabinetoffice.gov.uk

11.1.3 Public Procurement Procedure Timescales — see Appendix M

11.2 Waiving of the Procurement Scheme of Delegation
11.2.1 Formal quotation or tendering procedures need not be applied or required where:

e The estimated expenditure is not reasonably expected to exceed £5000 (whole life of contract).

¢ Where the new requirement is covered by an existing contract.

¢ In exceptional circumstances where the Registrar/Board decides that formal quotation or
tendering procedures would not be practicable, or the estimated expenditure would not warrant
formal tendering procedures, and the circumstances are detailed and a record kept.

11.2.2 The waiving of competitive tendering procedures should not be used to avoid competition or for
administrative convenience or to award further work to a consultant originally appointed through a
competitive procedure.

11.2.3 Where it is decided that competitive tendering is not applicable and should be waived, the fact of
the waiver and the reasons should be documented and recorded in a suitable ARB record and
reported to the relevant Audit and Risk Committee at each meeting.

12. Tender Evaluation

Tenders should be evaluated against pre-determined criteria and published within the tender.

The evaluation criteria will be different for each contract and should reflect the requirements
needed. Guidance has been provided below which provides a general guide to quality and cost
ratios and under which circumstances they should be used. A scoring rationale has also been
provided.

Tenders should be scored against the criteria identified as part of the process. The scoring process
should be moderated and fully documented. An evaluation template is shown below as guidance.

Evaluations can be undertaken by individuals or groups. Groups should consist of a minimum of 2
members. Panel members must have no real or apparent conflicts of interest relating to the tenders
being evaluated. Each member of the group will independently evaluate the bid or parts of the bid
assigned to them. Each member must fully record their rationale for their evaluation score using the
methodology provided at 11.2.

Evaluation may also include presentations or interviews. Reference site visits can also be included if
they are relevant to the requirements advertised.

Example: Different Commodity and Cost ratios and for different commodity conditions

Commodity Suggested Price/Quality
Type Ratio
Routine Low Value/ High Volume 90:10 to 80:20
Many sources of supply
Many existing alternatives

Description

Leverage High spend area 60:40 to 50:50
Many sources of supply
Commercial involvement can influence
price

Strategic Strategic to Operations 70:30 to 60:40
Few Sources of Supply




Large spend area
Specification may be complex

Bottleneck Few sources of supply and alternatives 40:60 to 10:90
Complex specifications
If supply fails, impact on organisations could be significant

12.1 Scoring Methodology for Price

12.1.1 All tenders should be scored by the procurement lead and validated via moderation by the Finance
lead. They are done so on a comparative basis, with the lowest compliant tender receiving 100% of
the available marks e.g., 40% if price is weighted at 40%. All other tenders will then be compared
against the lowest tender using the formula:

(A/B) x price weighting (e.g., 40%)
A = price of lowest compliant tender

B = price of the tender being scored

12.1.2 If a tender appears to be abnormally low then ARB may ask the tenderer to explain its pricing
structure or costs. ARB may choose to reject the tender if not satisfied with the explanation.

12.2 Scoring Methodology for Technical and Quality evaluation considerations

Score | Acceptability Example Scoring Methodology for Technical and Quality Criteria

In the opinion of the evaluator the response is of a quality and level of detail
that provides extreme confidence that the Potential Provider’s proposals will
meet all the response requirements against the question, demonstrating an
excellent and thorough understanding of the issues and what is being asked
for. Proposals clearly set out how and what will be delivered.

In the opinion of the evaluator the response is of a quality and level of detail
that provides a high degree of confidence that the Potential Provider’s

4 Very Good | proposals will meet all the response requirements against the question,
demonstrating a very good understanding of the issues and what is being
asked for. Proposals set out how and what will be delivered.

In the opinion of the evaluator the response is of a quality and level of detall
that provides a good level of confidence that the Potential Provider’s
proposals will meet all the response requirements against the question,
demonstrating a good understanding of the issues and what is being asked
for. Proposals set out how and what will be delivered with only minor
0Mmissions.

In the opinion of the evaluator the response is of a quality and level of detall
that provides some confidence that the Potential Provider’s proposals will
meet all the response requirements against the question, demonstrating a
2 Reasonable | reasonable understanding of the issues but in some areas demonstrating a
misunderstanding. Proposals generally provide sufficient information but, in
some areas, have a low level of detail and/or provide more of a “model
answer” than a bespoke response to the relevant response requirements.

Excellent

3 Good

1 Poor




Score Acceptability Example Scoring Methodology for Technical and Quality Criteria

In the opinion of the evaluator the response is of a quality and level of detall
that provides insufficient confidence in the ability of the Potential Provider to
meet the response requirements against the question, demonstrating some
misunderstanding in the submission, and failing to meet the response
requirements against the question in many ways and/or materially in one or
more ways. Proposals provide a generally low level of information and/or
detail.

In the opinion of the evaluator the response fails to provide any confidence
0 Very poor | that the response requirements against the question will be met,
demonstrating a failure to understand the requirements.

12.2.1 Evaluator would use the above criteria to score technical and quality considerations within the
offers. The statements would be used to apportion a score separately to each consideration.

12.3 Moderation

12.3.1 Following Group evaluation of tenderers a moderation meeting will be convened with the evaluators
and overseen by a member of the SLG. The Group will discuss and agree the final scores for each
of the bids received. The SLG member will facilitate a discussion between the evaluation group
regarding the marks awarded for each answer given and review his/her justification. A consensus
mark will then be agreed and recorded and attributed to the relevant question. If a consensus mark
cannot be reached and there is a difference of no more than 1 mark in the original marking between
any of the evaluators, the SLG member will average the marks to provide a final mark.

Example:
Evaluators A, B and C have given a mark of 4
Evaluator D has given a mark of 3

The final mark will be calculated as follows: 4+4+4+3 = 15/4 = 3.75
12.4 Post Tender Clarifications

12.4.1 As a rule post tender clarifications in the open and restricted procedures are not permitted. However,
both the Competitive Dialogue Procedure and Competitive Dialogue with negotiation allow for
clarifications to made as long as doesn’'t’ involve changes to the essential aspects of the tender or
the procurement, including those needs and requirements set out in the call for competition
published OJEU and FTS service. All post tender clarifications must be fully documented.

12.5 Debriefing Tenderers

12.5.1 It is good practice, and in above threshold tendres a legal requirement that unsuccessful tenderers
are offered a debrief to explain why their bid was unsuccessful. The objective of debriefing
unsuccessful tenderers is to assist supplies to improve their bid.

12.5.2 All debrief communications must be carefully planned and carried out by the Registrar or
procurement lead. All information supplied must be able to be fully justified in the event of a formal
compliant and/or a formal legal action taking place.



12.6

12.6.1

13.

13.1

13.1.1

13.1.2

13.2

13.2.1

13.2.2

13.2.3

13.3

13.3.1

Contract Award

All contract awards for ARB must follow and comply with the Scheme of Delegation. In the event of
challenge, from an unsuccessful tenderer a contract award can be legally suspended until the
challenge has been resolved. In the event of a challenge ARB should consult their lawyers.

Receipt and Safe Custody of Quotations and Tenders

All invitations to tender shall state the date and time as being the latest time for the receipt of
tenders.

All invitations to tender shall be submitted electronically using the ARB e-tendering system; or
alternatively as instructed by ARB.

Every tender for goods and services shall embody standard form conditions, as are applicable

Director of Resources will designate and agree a list of employees able to access tenders and
release them once the Sealed Date and Time has passed.

All full record of tenders requested and received will be maintained by ARB and made available
where necessary.

Incomplete tenders i.e., those from which information necessary for the adjudication of the tender is
missing, and amended tenders i.e., those amended by the tenderer upon his own initiative either
orally or in writing after the due time for receipt, but prior to the opening of the tenders, should be
dealt with in the same way as late tender (Section 13.2.)

Admissibility

If for some reason the designated employees are of the opinion that the quotations and tenders
received are not strictly competitive (for example, because their numbers are insufficient, or any are
amended, incomplete) no contract shall be awarded without the approval of the Registrar.

Where only one quotation and/or tender, is sought and/or received, the Director of Resources shall
as far as practical, ensure that the price to be paid is fair and reasonable and will ensure value for
money for ARB.

Late Quotations and Tenders

Quotations and Tenders received after the due time and date, but prior to opening of other
guotations and tenders, may be considered only if the Registrar decides there are exceptional
circumstances i.e., dispatched in good time but delayed through no fault of the supplier.

At the discretion of the Registrar only in exceptional circumstances will a quotation and/or tender be
considered which is received after the opening of the other quotations and tenders and the process
of evaluation and adjudication has not started.

While the admissibility of late, incomplete, or amended tenders are under consideration, all
guotation and tender documents shall be kept strictly confidential by the Director of Resources.

Acceptance of Quotations and Formal Tenders

Any discussions with a supplier which are deemed necessary to clarify technical aspects of the
guotation and/or tender before the award of a contract will not disqualify the tender.



13.3.2

13.3.3

13.34

13.35

14.

14.1

14.2

14.3

14.4

15.

15.1

15.2

15.3
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15.5

15.6

The lowest tender, or Most Economically Advantageous Tender (MEAT) shall be accepted unless
there are good and sufficient reasons to the contrary.

Such reasons shall be documented in the quotation and tender register and where necessary set
out in the tender ratification report for the Board.

No quotation and/or tender shall be accepted which will commit expenditure more than that which
has been allocated by ARB and which is not in accordance with these instructions except with the
authorisation of the Registrar.

All tenders, quotations, correspondence and associated paperwork should be treated as confidential
and be retained electronically in accordance with the ARB records retention policy which states that:

e Successful tenders/quotes to be kept for duration of contract.
¢ Unsuccessful tenders/quotes to be kept for one year from the contract award date and should be
retained for inspection in line with ARBs documents retention policy.

Regulation 84

Under the regulations of the Public Contracts Regulations 2015, there is an obligation to create a
report on every over threshold public contract and framework agreement entered, and to send a
copy of this report to the Cabinet Office if requested to do so.

It is recommended that a Regulation 84(1) report is completed for all above threshold tenders and
where an award of contract is made via a framework agreement, if there is more than one supplier
on that framework agreement.

A Regulation 84 report can also be called upon by an unsuccessful supplier if they believe due
process has not been followed in accordance with PCR2015. A report should be completed for all
above threshold procurements.

Regulation 84 checkilist
Challenging a Procurement Award Decision

A supplier has the right to challenge an award decision if they are unhappy with this. They can bring
a claim in the hight court, usually the Technology and Construction Court (TCC).

Proceedings can be started within 30 days of knowing the grounds for starting the proceedings had
arisen.

Usually, the first time a supplier becomes aware they wish to challenge will be upon receipt of a
notification they have been unsuccessful. They will check the unsuccessful letter for the name of the
winning bidder. The characteristics of the winning bid and relative advantages of the winning bid
compared to theirs and if there is sufficient detail to enable them to make an informed decision
about the merits of a decision to challenge.

If the standstill letter is defective then ARB takes the risk in proceeding to award a contract which
might amount to an unlawful direct award giving rise to a remedy of ineffectiveness.

Most issues can be sorted without the need for legal proceedings, and ARB may consider extending
the standstill period to manage this.

If not, and legal proceedings are commenced, ARB should seek urgent legal advice and assistance.


https://www.gov.uk/courts-tribunals/technology-and-construction-court

16. Records Retention

16.1 All guotation and tendering paperwork and correspondence should be retained electronically or in
folders of evidence, in accordance with the ARB records retention policy.



Appendix A — Pre-Procurement Decision Tree

£1001 - £5,000

Minimeam

written qui

¢ All ARB expenditure must be approved in accordance with the Scheme of Delegation (see table set out in section 9.4)
The level of expenditure which must be calculated using the whole life costs of the proposed contract for goods, services and works.
e The type of process to be undertaken and the timeline will be dependent upon the complexity of the requirements needed.




Appendix B — Pre-Procurement Procedure Route Planner

In the absence of an existing
agreement or Framework and/or
following a market engagement

process a new regulated procurment
above threshold is required

Government procurment should
normally use the

Open Procuredure

EXCEPT WHERE ‘

OPEN PROCEDURE FOLLOWING LEAN
S0OPS

There is a genuine need for pre-
qualification and for there is a large
market place with the potential for a

high number of bidders

The regquirment is likely to be
recurring for commonly used off the
shelf products, services and works
which are generally available on the
Market

Your design includes innovative
solutions; which cannot be met
without adpatation and prior
negotation is needed due to the
complexity of the requirement; or
the legal and financila makeup

The requirement is for Social Health,
Education and certain other services
listed in Schedule 3 of the
Regulations

The requirement is so noval and
innovative that no current market
offerin exists

Restricted Procedure

Dynamic Purchasing System (DPS)
Folloiwng a Restricted Procedure as
amended by Regulation 34

Competetive Procedure with
MNegotiation
where the minimum regquirements
can be specified but negotations
with bidders are needed to improve
the initial tenders

Competitive Dialogue

for complex procurements where
multiple solutions must be dicussed
with bidders before a formal
tendering process can commence

Light touch Procedure as set out in
Regulation 74 to 77

Innovation Partnership Procedure

e Selecting the choice of procurement procedure will be dependent upon the procurement category, complexity of the requirements and
associate whole life cost. Each procedure has a different timeline, the availability of the appropriate resources to complete the procedure
to aareed time scales should also needs to be considered as part of the pre-procurement market discussions.




Appendix C — Basic Procurement Timetable

BASIC PROCUREMENT TIMETABLE

Date

Activity

Dispatch of the tender/ Find A Tender Contract Notice

Clarification period starts

Clarification period closes (“Tender Clarifications Deadline)

Deadline for the publication of responses to Tender

Deadline to acknowledge intention to submit a Tender

Deadline for submission of Tenders (“Tender Submission Deadline2)

Evaluation period

Presentation dates (if required)

Intention to award notices issued to successful and unsuccessful Potential Suppliers.

10 day Standstill Period ends at 23:59 on this day (in accordance with Regulation 87)

Prospective commencement date for Contract




Appendix D — Contacts Register Template

03 Tender Register
Template.xls



Appendix E — Quotation and Tender Register Templates

[ [
3 o I
03 Tender Register Tender Opening 01. Quotation 02 Quotation
Template.xls Form Document.doc Register Template.xlOpening Form Doct



Appendix F — Cabinet Office Lean Sourcing Approach

e cabinet office lean sourcing guidance



https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F380720%2FLean_Familiarisation_-_Briefing_and_self_starter_pack_for_procurement_staff_-_July_2012.ppt&wdOrigin=BROWSELINK

Appendix G — Generic Quotation and Tender Templates

- - -

Template-Invitaton- Tender for Mgd  Award letter.docx Template-Letter-to-
To-Tender.doc  BaaS Final-Red.pdf unsuccessful-biddel



Appendix H - Regulation 84 Template
Regulation 84:

https://www.legislation.gov.uk/uksi/2015/102/regulation/84/made

Regulation 84: Standard Check List Form for reporting Documentation Requirements

Regulation Data Required? | Included?
84(1)(a) Name and address of contracting authority Yes [ ]
84(1)(a) Subject-matter and value of the contract Yes (]
84(1)(b) Names of candidates/tenderers passing any selection If relevant L]
(SQ/PQQ) stage and the reasons for their selection
84(1)(b) Names of candidates deselected following any selection If relevant ]
(SQ/PQQ) stage and the reasons for their deselection
84(1)(b) Names of bidders selected (following a “reduction of numbers” If relevant L]
under Regulation 66), to continue to take part in a competitive
with negotiation or competitive dialogue process, and the
reasons for their selection
84(1)(b) Names of bidders deselected (following a “reduction of If relevant ]
numbers” under Regulation 66) from a competitive with
negotiation or competitive dialogue process, and the reasons
for their deselection
84(1)(c) Reasons for rejection of any tender found to be abnormally low | If relevant ]
84(1)(d) Name(s) of successful bidder(s) Yes []
84(1)(d) Reasons why successful bid(s) was/were selected Yes []
84(1)(d) Share of the contract/framework agreement that the successful | If relevant ]
bidder intends to sub-contract
84(1)(d) Names of the main sub-contractors If relevant []
84(1)(e) Justification for use of competition with negotiation process or If relevant ]
competitive dialogue process (see Regulation 26)
84(1)(F) Justification for use of negotiated procedure without a notice If relevant ]
(see Regulation 32)
84(1)(g) Reasons why the contracting authority decided not to award If relevant ]
the contract/framework agreement
84(1)(h) Reasons why non-electronic means was used for submission If relevant ]
of tenders
84(1)(i) Details of conflicts of interest detected and measures taken to If relevant ]
nullify these
76(4)(b)(iii) In a Light Touch regime process, where the contracting If relevant ]
authority has chosen to depart from the process as originally
stated in the procurement documents (in accordance with the
conditions permitting this at Regulation 76(4)), this decision
and the reasons behind it must be documented in compliance
with Regulations 84(7) and (8)



https://www.legislation.gov.uk/uksi/2015/102/regulation/84/made

Appendix | — Guide to using Crown Commercial Service Frameworks
e Crown Commercial Solutions digital brochure and full list of all our commercial agreements:

https://www.crowncommercial.gov.uk/digital brochure/request/30384/commercial-agreements-
autumn-2021-digital-brochure

e Guide to: Buying through Crown Commercial Services:

https://www.crowncommercial.gov.uk/buy-and-supply/how-to-buy/

e Crown Commercial Solutions Customer Service Helpdesk

https://www.legislation.gov.uk/uksi/2015/102/requlation/84/made



https://www.crowncommercial.gov.uk/digital_brochure/request/30384/commercial-agreements-autumn-2021-digital-brochure
https://www.crowncommercial.gov.uk/digital_brochure/request/30384/commercial-agreements-autumn-2021-digital-brochure
https://www.crowncommercial.gov.uk/buy-and-supply/how-to-buy/
https://www.legislation.gov.uk/uksi/2015/102/regulation/84/made

Appendix J - ARB Purchase Order Template

b

Architects Registration Board Date: 05 November 2012
8 Weymouth Street P.O. # [100]
London
Wiw 5BU
02075805861
Supplier: [Name]
[Address]
[Addresss]
[Post Code]
Qty Item /Description Unit Price (net) Line Total
Subtotal
VAT #VALUE!
Total #VALUE!

Procurer Authorisor



Appendix K — Declaration of Interest - Staff

Declaration for the
Register of Interests



Appendix L — Declaration of Interest — Non-Staff

-

ARB Declaration
and Conflicts Forms



Appendix M — Public Procurement 2015 Tender Timescales

PIN published
no more than
12 months
and no less
than 35 days
from despatch
of contract
notice

Option for
Member States
relating to sub-
central
contracting
authorities

Requirement
is urgent
and longer
time limit is
impractical
as aresult

Tenders
submitted
electronically

Choice of

Standard

procedure HINESEES

and stage

Open (Regulation 27) A single stage process that allows all suppliers to offer submissions to the tender.
This is appropriate when there are a small number of suppliers in the market.

Period
Despatch of . reduced to | Period reduced
ﬁgﬂggﬁé 35 days 5-day reduction to 15 days
receipt of 15 days
resnonses
Standstill 10 days

Restricted (Reqgulation 28) A two-stage process that allows the pre-qualification of suppliers based on
their financial standing and technical and professional capability. This is appropriate when many
suppliers exist within a market

Despatch of .
contract Period
notice to 30 days reduced to
receipt of 15 days
responses
May agree time-
limit with tenderers Period
ITT to receipt —in absence of reduced to |Period reduced
. 30 days agreement 5-day reduction
of bids y mini?num period y to 10 days
10 days
is 10 days
Standstill 10 days

Competitive with Negotiation (Regulation 29) A two stage process (similar to Restricted) that allows the
contracting authority to negotiate with suppliers to improve the tenders submitted. This is appropriate for

services or supplies that require adaptation or design inputs.
Despatch of :
contract Period
notice to 30 days reduced
expressions tol15 days
of interest
May agree time-limit Period
ITN to with tenderers —in reduced to Period
receipt of 30 days absence of 5-day reduction reduced to
initial tenders agreement minimum 10 davs 10 days
period is 10 days y
Standstill 10 days



http://www.legislation.gov.uk/uksi/2015/102/regulation/27/made
http://www.legislation.gov.uk/uksi/2015/102/regulation/28/made
https://www.legislation.gov.uk/uksi/2015/102/regulation/29/made

. PIN published
Option for Requirement no more than
Member States  Ttenders is urgent 12 months
Standard relating to sub-

Choice of
procedure
and stage

‘ and longer and no less
timescales central M time limitis than 35 days
contracting electronically jmpractical from despatch
authorities as aresult  of contract
notice

Competitive Dialogue (Requlation 30) A multi-stage process allowing dialogue with limited potential
suppliers to develop suitable solutions where the delivery of the requirement isn’t pre-determined.
Suitable for high risk and complex projects where suppliers have a major role in defining the solution.
Despatch of
contract 30 days
notice to
expressions
of interest

Standstill 10 days

Despatch of
contract
notice to 30 days

expressions
of interast

Standstill 10 days

Dynamic Purchasing System (Requlation 33) An entirely electronic secondary-tendering process
which allows for new entrants at any time. A DPS is most suitable when a contracting authority is
trying to create and maintain a list of approved suppliers for commonly used goods, works and services.

Despatch of contract /A minimum period of 30
notice to days between sending
expressions of the contract notice for
interest 30 days publication and receipt
of requests to
participate.
Followed by a minimum
period of 10 days
ITT between sending
10 days invitations to tender and

receipt of tenders.

Standstill 10 days



http://www.legislation.gov.uk/uksi/2015/102/regulation/30/made
http://www.legislation.gov.uk/uksi/2015/102/regulation/31/made
http://www.legislation.gov.uk/uksi/2015/102/regulation/34/made

Tool Kit 1. Example Contracts Database/Register

3

Contracts Database
Draft v0.1.xIs



Tool Kit 2. Supplier Representatives Policy

Government Code of Conduct

]

suppliers-and-supp
lier-representative-c


https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/779660/20190220-Supplier_Code_of_Conduct.pdf

Tool Kit 3. Procurement Standing Operating Procedures

Procurement
Procedures.xlsx



Tool Kit 4. DLUHC Procurement, Contracting & T&C Templates

o
03. OJEU
Templates.zip
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