
Renfrewshire Council‘s Procurement

Process

Corporate Procurement Unit

Department of Finance & IT Services

Renfrewshire Council

Contact Information

The Corporate Procurement Unit

Responsible for purchasing goods and 

services for all council departments with the 

exception of those mentioned below: 

email: purchasing@renfrewshire.gov.uk

phone: 0141 842 5081 

fax: 0141 848 1658 

write to: Corporate Procurement Unit, 2nd 

Floor, Renfrewshire House, Council HQ, 

Cotton Street, Paisley, PA1 1JB

Building Services

Repairs service for maintenance and repair of 

council housing stock and public buildings. 

email:

bsprocurement.hps@renfrewshire.gov.uk

phone: 0141 887 3512 

fax: 0141 887 4073

Investment and Technical Services

Responsible for technical matters relating to 

design and management of new build projects 

and refurbishment programmes. email:

architects.hps@renfrewshire.gov.uk

phone: 0141 842 5658 

fax: 0141 842 5328

Planning and Transport Services 

Planning and Transport Services has three 

service divisions: 

Planning division - responsible for the 

preparation of plans guiding future 

development and investment across 

Renfrewshire

Roads division –responsible for the 

preparation & implementation of strategies for 

the integrated development of roads and 

public transport

Economic Development division - supports the 

local economy through a range of activities eg 

new investment, business development, 

tourism and social economy initiatives. email: 

procurement.pt@renfrewshire.gov.uk

phone: 0141 842 5734 

fax: 0141 842 5040
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The Council’s Procurement Process must 

conform to  the following Legislation:

•  The European Procurement Directives 

• The Public Contracts (Scotland)Regulations  

2006  (at  www.scotland.gov.uk) under 

Procurement)

•The Council’s Standing Orders for Contracts  

(on  the Council’s website under Council 

Procedures)

Tender & Quote Process

The financial thresholds applied to quotes and 

tenders & the procurement processes followed by 

the Council are summarised by the flow charts on 

the reverse of this leaflet.

•Open Procedure – the opportunity is 

advertised by publishing a notice and an 

invitation to tender  (ITT) is offered to all firms 

responding to the notice.  

•Restricted Procedure- this 2-stage process 

involves publishing a notice, with all firms 

expressing an interest in tendering issued with 

a pre-qualification questionnaire (PQQ).  The 

PQQ assesses the financial and technical 

capability & the capacity of firms to tender . 

Shortlisted firms are then invited to tender.  

Quotes and tenders will usually be evaluated 

based on the most economically advantageous 

tender (MEAT) which takes into account quality & 

service in addition to price.  The full evaluation 

criteria and weightings are typically published in 

either the contract notice and/or the quote/tender 

documentation.

The contract award will be  communicated to all 

unsuccessful contractors.  Tenders in excess of 

£139,893 will require prior Board approval before 

any contract can be awarded.  Tenders in excess 

of the EU threshold will be subject to a 

mandatory standstill period of 10 days prior to the 

contract being awarded.  

Electronic Tendering

The Council has adopted the Scottish 

Government  endorsed electronic tendering 

package with many of the Council’s quotes and 

tenders now being issued  and returned through 

this web based system.

There are many advantages to electronic 

tendering including the elimination of costs 

associated with printing and couriers and creates 

more time to spend on tender preparation. The 

system is entirely free to use and will give you the 

opportunity to become comfortable with a 

technology which is likely to become widespread in 

the future.  Firms can trial this software free of 

charge by e-mailing the Scottish Government at 

eprocurement@scotland.gsi.gov.uk

E-auctions

The electronic  tendering package also has the 

facility to conduct electronic reverse auctions (e-

auctions).  E-auctions are sometimes used in the 

final stages of procurement where all "non-price" 

factors (e.g. quality evaluation and terms and 

conditions) have already been agreed to ensure 

the best price is obtained.

TIPS FOR POTENTIAL SUCCESS

•Register with supply2gov.co.uk , and 

http://ted.europa ,eu and review regularly for 

suitable opportunities.

•Apply for inclusion in the Planning & Transport 

Approved Restricted List for low value 

opportunities.

•Register on the new advertising portal for public 

sector opportunities called “Public Contracts 

Scotland” when its launched by the Scottish 

Government at the end of 2008.

•Express Interest as early as possible.

•Fully read any instructions relating to electronic     

tendering.

•Be compliant & provide all the information 

requested, in the format requested

•Answer all the questions accurately.

•If you don’t understand any element , ask for 

clarification.

•Offer innovative solutions & alternative proposals 

where you believe they offer best value.

•Tell us about the added value elements that you 

can bring to the contract.

•Fully read over your response for any errors or 

omissions prior to submission.

•Submit your tender at least 24hours in advance 

of the closing date in case of technical/courier 

issues.

If in doubt contact Corporate Procurement Unit 

for advice and guidance.

This leaflet aims to provide useful information 

for organisations wishing to tender for 

Renfrewshire Council’s goods, works & 

services  requirements.

Further information can be found on 

Renfrewshire Council’s  website at

www.renfrewshire.gov.uk under Business> 

Selling to Renfrewshire

Renfrewshire  
Council Guide to
TENDERING
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Supplies & Services: <£10K

Works:  Not Applicable

Supplies & Services: >£10K <£40K

Works:  <£500K
Supplies & Services: >£40K <£139,893

Works:  >£500K <£3,497,313
Contracts in excess of EU Threshold 

Contract or

framework 

already in 

place?

Purchase 

from 

contract  / 

run mini 

Competition. 

Search Supply2.gov.uk and market 

for the minimum quota of three firms.

Evaluate quotes against price & any 

other criteria set by the Council and

identify most economically

advantageous quote .

Raise official purchase order for

approval.

Yes

No

Contract or

framework 

already in 

place?

Contract or

framework 

already in 

place?

Contract or

framework 

already in 

place?

Yes
Yes Yes

No

Publish notice on supply2.gov.uk OR

, where justified,  refer to approved 

suppliers list (ARL).  The last success-

ful tendering company plus 3 other

rolling names will be selected.

Evaluate quotes and identify most 

economically advantageous quote 

meeting full specification against the 

criteria detailed in the public notice & 

the specification.

No

Publish notice on supply2.gov.uk

(ITT or Expression of Interest).

Issue tender document or pre-qual 

questionnaire (restricted procedure) 

via e-tendering system where possible,

to all firms expressing an interest.

Evaluate pre qual questionnaires & 

issue tender documents to short-

listed firms meeting the Criteria 

detailed in the PQQ. 

Evaluate tenders, run e-auction if 

applicable & identify most 

economically advantageous tender 

meeting full specification.

Publish award notice on 

Supply2.gov.uk and prepare & submit 

report to Info Bulletin.

No

Use OGC Decision Tool to measure

suitability for e-auction.

Seek prior board approval to award 

Contract, implement Mandatory  10 day

Standstill Period and then award 

Contract.

Issue tender document or pre-qual 

questionnaire (restricted procedure)

via e-tendering system where possible,

to all firms expressing an interest.

Publish notice in Official Journal of the 

European Union PIN, ITT or Expression 

of Interest.

Evaluate tenders, run e-auction if 

applicable & identify most 

economically advantageous tender

meeting full specification.

Purchase 

from 

contract  / 

run mini 

Competition. 

Purchase 

from 

contract  / 

run mini 

Competition. 

Purchase 

from 

contract  / 

run mini 

Competition. 

Issue quote document 

via e-tendering system where 

possible,  to identified firms.

Accept most economically 

advantageous quote meeting

full specification.

Accept Most Economically 

Advantageous Tender (Prior Board

approval required before award of 

Works Contracts > £139,893).

Raise official purchase order.

Publish award notice on OJEU.

At least one new firm, preferably 

not known to the Council and where 

they can be reasonably identified,  

should be invited to quote.

Issue quote document  through 

e-tendering system where possible,

to identified firms.

Evaluate pre qual questionnaires & 

issue tender documents to short-

listed firms meeting minimum 

criteria.

Raise official purchase order for

approval.

Accept most economically 

advantageous quote (Prior Board 

approval required before award of works 

Contracts >£139.893).

At least one new firm, preferably not 

known to the Council and where they 

can be reasonably identified,  should 

be invited to quote.

Where less than four firms are identified,

search Supply2.gov.uk & market.

Use OGC Decision Tool to measure 

suitability for e-auction


