GCU Process for quotations 
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	Prepare a brief which should reflect your requirements. As a minimum, you should identify the key requirements, outputs, consider how the responses will be objectively evaluated and include estimated timescales for the requirement. You should also consider how you are going to manage the contract in terms of Quality, Service, Cost and Delivery at this point.

	Quotation brief.doc
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	Identify suppliers who have the experience and expertise to meet your requirements for the products or services. You should seek quotations from a minimum of 3 suppliers.  In order to receive three quotes back from suppliers you may wish to approach four or five suppliers in case not all respond.  You should not restrict your selection only to existing suppliers. This will help suppliers who have not previously bid for public sector work gain access to opportunities and gain experience working for the wider Public Sector.  

If only one supplier can undertake the work required you should seek approval for a Single Source Justification Form from Procurement.

	Sole Source Justification Form
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	Prepare quotation documents using the template below as a guide. Your completed quotation brief should be attached.  It is important to ensure that you include your evaluation criteria - including weightings - in the brief.  Please use the University Terms and Conditions where appropriate or if you are unsure please contact the Procurement Unit.  Any other information that may affect a supplier's quote should also be included in the Invitation to Quote document.  You may seek quotes in writing or by e-mail; alternatively you could contact the Procurement Unit to use the Quick Quote facility on the Public Contracts Scotland website.  Suppliers may ask questions about the Invitation to Quote document and as a result you may wish to issue further information or clarification not contained within the original document.  If you have issued any clarifications, you should communicate all questions, answers and clarifications in writing to all suppliers.  Care should be taken to remove all commercially sensitive information in this process e.g. names of suppliers etc.  The time limit for quotation responses should reflect the complexity of the requirement, but should be sufficient for the supplier to make a considered response.  You should keep to your original timescales identified in your brief document however, in exceptional circumstances you may choose to consider extending the deadline for receipt of quotations.  Remember to communicate this to all suppliers if you do so.

	ITQ
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	Receive and evaluate responses.  Quotation responses may be received in hard copy, by e-mail or you could contact the Procurement Unit to use the Quick Quote facility on the PCS website.  You should formally record the quotation responses received using the Record of Quotations Received form.  If less than three quotation responses were returned, reasons should be sought from the suppliers who did not submit their quote and this information should be retained on file.  If only one response is received contact the Procurement Unit to ask how to proceed.  

If you receive a quote which shows an abnormally low price out of context, without disclosing the details of the other quotes, this should be queried with the supplier to identify the reasons for this.  If this is due to a mistake by the supplier, you should consult with the Procurement Unit for further advice.  

If quotation responses are received with alternative Terms and Conditions of contract to the University ones included in the Invitation to Quote, the supplier must be informed in writing that the Terms and Conditions of Contract as originally identified will apply to the requirement.  If the supplier continues to challenge the Terms and Conditions, you should seek advice from the Procurement Unit.

You should use the evaluation form and guidance to determine which response best meets your requirements.  If you need to seek clarification of any or all quotation responses, this should be done in writing and a specific timeframe for response should be given. You should take care to treat all suppliers on an equal basis in this process.  
In exceptional circumstances, you may consider interviewing/inviting presentations from suppliers in order to assist in the evaluation of quotation responses.  This requirement should be identified upfront in the process, should you decide to score the presentation as part of the evaluation process this should be stated in the Invitation to Quote.  If you decide to request supplier interviews/presentations, you should provide details of the time, place and format of any interview or presentation to the suppliers. Care should be taken to ensure equal treatment of suppliers in this process.  All suppliers should be provided with an equal opportunity for interview, presentation or site visits unless the initial evaluation undertaken shows that the supplier could not meet the core requirements.  Records of the interviews/presentations should be kept for audit purposes.

	Record of Quotations Received form
Evaluation Form and Guidance
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	Notify the suppliers of the outcome
Identify the successful supplier from the Receive and Evaluate Responses process and seek approval to award the contract in line with the University’s governance arrangements.  The chosen supplier should be notified of their success in writing using the Contract Award Letter as appropriate.  This must be signed by a person with the delegated authority to procure and commit the University to the contract.  The letter may be adapted as required.

At the same time as the above, unsuccessful suppliers should be notified using the Unsuccessful Quotation Letter.  A supplier is entitled to ask for the reasons why their quotation was unsuccessful.  It is essential that all feedback is documented for audit purposes and based on the objective criteria used to evaluate the quotation.  Debriefing provides the suppliers with constructive feedback to help improve their performance in future competition.  It can also provide an opportunity for suppliers to suggest improvements to our procurement processes.  Once these letters have been issued to the successful supoplier, the quotation becomes live and can now be referred to as the contract.    

	Contract Award Letter
Unsuccessful Quotation Letter
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	Retention of Documentation 

All documentation relating to this quotation process must be retained to ensure a full audit trail, and in line with the University’s governance arrangements.
The “internal attachment” facility in PECOS should be utilised to upload the relevant quotes obtained for each purchase.
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	Contract Management

The supplier’s performance should be managed throughout the lifetime of the contract and you should ensure that the goods/services are delivered in line with the performance or service level expectations i.e. Quality/Service/Cost/Delivery identified in the original quotation.

You should manage the contract to ensure that any changes to the original quotation are minimised.  

Variations to the brief or extensions to the period of the original quotation may result in a situation where a new procurement process becomes necessary. Variations/Extensions are an exception and should be kept to a minimum. They should only take place where the changes that you make would not materially alter the original contract. Where a significant change to the contract scope, value or duration is proposed you must contact the Procurement Unit.  You may wish to conduct a review of the contract on its completion or a 'lessons learned' process to identify what went right and what could be improved for future quotation processes. It is worthwhile involving the supplier in this review; however it must be recognised that any such information could be subject to a freedom of information request. Care should therefore be taken to ensure any information held is entirely objective in its nature.


