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The Council’s Procurement Strategy has been reviewed and revised and Executive are asked to approve this prior to formal submission to Corporate Resources Overview & Scrutiny Committee on 13th May

Recommendations:

The Executive are recommended to accept the Procurement Strategy and submit it for formal scrutiny to the Corporate Resources Overview & Scrutiny Committee on 13th May.

Contact Officer:
Alan Wood
Ext:
 7430

1. BACKGROUND INFORMATION AND OPTIONS

The Council’s Procurement Strategy, first produced in April 2004 has been reviewed and updated in line with further advice – particularly the publication of the National Procurement Strategy by the Office of the Deputy Prime Minister, and consultation.

2. CONSULTATION

2.1 Consultation to Date.

The views of the Corporate Resources Overview & Scrutiny Committee were sought at a workshop session earlier in 2004 and comments incorporated into the Strategy have been made where appropriate.

2.2 Consultation proposed.

Each future procurement, particularly following a Best Value Review, will address and undertake the appropriate consultation.

3. RECOMMENDATIONS

The Executive are recommended to accept the Procurement Strategy and submit it for formal scrutiny to the Corporate Resources Overview & Scrutiny Committee on 13th May.

4. REASONS FOR RECOMMENDATIONS

To bring the Council’s Procurement Strategy in line with latest guidance and best practice.

5. IMPLICATIONS

· Staffing/Resources – each future procurement will address these issues

· Financial – all future procurements will be in accordance with the Council’s Financial Regulations and Contract Procedure rules.

· Legal – 

· Corporate – this report has been produced by the Corporate Procurement Group and includes previous overview and scrutiny comments

· Risk Management – these issues will be addressed in each future procurement

· Equality Issues – these issues will be addressed in each future procurement

· Environmental – these issues will be addressed in each future procurement

· Crime and Disorder – these issues will be addressed in each future procurement

· Impact on Customers – The strategy includes references to developing relationships with stakeholders and suppliers
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INTRODUCTION AND BACKGROUND

“Procurement is the process of acquiring goods, works and services, covering both acquisition from third parties and from in-house providers”

The Council is committed to developing an approach to procurement that will ensure that procurement decisions are made to obtain the best product at a cost-effective price to provide maximum benefit for the citizens of Carlisle. 

Purpose and aims of the strategy are:-

· To ensure that procurement planning reflects the Council’s core values and Corporate Aims and Objectives and is congruent with the Key Strategic Objectives and the National Procurement Strategy.

· To secure commitment to effective procurement from Members and Officers at all levels throughout the organisation, and to support and publish guidance.

· To provide a corporate focus to procurement and guidance to assist co-ordination of activities, optimise resource allocation and avoid duplication.

· To map the way forward on reviewing and continuously improving the procurement function.

· To facilitate procurement programming and encourage long-term planning and commitment to procurement.

· To adopt a robust Council-wide approach to procurement and risks

· To promote the benefits of strategic procurement.

· To identify potential partners and forge relationships and an understanding of the Council’s procurement strategy.

· To reduce processing costs.

· To manage and monitor high value/risk procurement of significant and strategic importance.

· To produce a procurement project plan and to develop specific, measurable, achieve, realistic targets and milestones.

This strategy statement sets out the Council’s strategic approach to procurement and the broad framework within which procurement is carried out.

This strategy has been further informed by:-

1. Recommendations made following the comprehensive Performance Assessment

2. The publication of the National Procurement Strategy by the Office of the Deputy Prime Minister.

3. 12 month review as part of the original strategy

4. Members Workshop via the Corporate Resources Overview and Scrutiny Committee.

5. Audit Commission Annual letter 2002/2003 (dated December 2003)

Review of Strategy

This strategy will need to be reviewed regularly particularly in light of the Gershon Report, which is about to be published. It will be reviewed comprehensively by the Corporate Procurement Group no later than 30th April 2005.  

Definitions

In the context of this strategy the following terms are used:

Purchasing – low value, low risk, high turnover procurements (e.g. stationery; IT consumables)

Commissioning – high value; high risk; high strategic or complex procurements (e.g large contracts)

NPS – National Procurement Strategy, 2003

SME’s Small and Medium (sized) enterprises 

This strategy comprises

Section One 
– 
Current Position

Section Two 
– 
Vision for the Future

Section Three – 
Principles and Priorities

Section Four 
– 
Implementation Plan 

Appendix A 
- 
Terms of reference of the Corporate Working Group

Appendix B 
-
Key Themes

Appendix C 
– 
Procurement checklists
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SECTION ONE: CURRENT POSITION

1.0 Progress to Date
1.1 The Council has had a draft Procurement Strategy in place for around 12 months and as part of the review process and update, achievements during that period should be acknowledged.  These include:-

1.2 Favourable comments of Council’s Procurement Strategy and Procedures as part of the Comprehensive performance assessment 

1.3 Introduction (ongoing) of the Radius Financial purchasing system

1.4 Review and revision to the Council’s Contract Procedure Rules

1.5 Rationalisation of supplier base (ongoing)

1.6 Partnership Working-Procedures and Guidance produced

1.7 Member workshop on procurement facilitated 

1.8 Scoping exercise of Council’s procurement activities commenced

2.0 Scope of Procurement Activity
2.1 The Council’s  revised estimated expenditure for 2003/2004 was £ 72,393,065 (1)

2.2 Non-payroll expenditure was in the region of £43,585,355 being spent in the following areas :- (1)

Activity
£ Total

Premises Related

Energy

Transport

Supplies & Services

Agency & Contracted Services

Insurance

Building Repairs

Rent & Rates

Capital Financing Cost

Transfer Payments

Training

Miscellaneous
2,150,890

    283,950

1,737,230

8,443,445

4,101,150

    614,030

    600,700

    684,710

2,406,550

22,288,460

     263,090

       11,150

2.3 The value and number of transactions for the Council as a whole were:- (2)

Value of Payment
No of Transaction
Average Value

0        : 1,000

1,000   : 2,000

2,000   : 5,000

5,000   : 10,000

10,000 : 30,000

30,000 : 60,000

> 60,0000


46,427

1,858

1,718

549

322

71

83

--------

51,028.


144.63

1,402.14

3,106.55

6,771.40

16,486.30

40,999

240,553.96.

2.4 From this it can be seen that there is a high level of low value, low risk transactions. Rationalisation of the number of suppliers and the introduction of Radius Financial Purchasing System will seek to address this.  

2.5 The Council has previously undertaken an extensive tendering exercise both to rationalise suppliers for certain items and to produce savings and better value.

Tenders were sought in 2001/2002 for office stationery; paper, envelopes and I.T Consumables following a comprehensive procurement process.  This exercise produced one-off savings of £50,000 for the financial year 2002 - 2003. 

2.6 The Council’s planned and potential procurement activity, in addition to the base, routine workload may include such initiatives as: -


2.7
Currently 4.2% of all purchasing transactions is carried out electronically. 

2.8
Further analysis is being / and will be undertaken to identify areas where action may ensure further corporate benefits.

2.9.1 The Council currently procures its services in-house.  Over recent years several activities have been provided by other organisations such as CHA CLL Partnerships.

3 Current Procurement Resources
3.1    Expenditure on Purchasing is delegated to the Heads of Business Units who each authorise, monitor and have budgetary responsibility.  The Radius Implementation Package and the Working Group support the process and procedures.

3.2   The corporate Procurement Group reviewed and revised its membership and Terms of Reference in January 2004 and a copy is attached at Appendix A.

3.3    Procurement of larger projects (defined here as Commissioning) is lead by a Project Champion usually a Head of Business Unit supported on an ad-hoc basis by central units, such as legal, financial, HR and procurement.  Largely the determining factor for the level such support, is the level of risks, both financial and reputational, and the technical/specific complexity of that particular procurement.  A Guidance note on Project Management was approved by CMT in February 2003 (attached as Appendix D).

3.4   A review of the level of current procurement skills and expertise and future Procurement resource requirements, together with identifiable skills gaps, will be undertaken and any recommendations will be brought forward.  It is envisaged that a centre of expertise will be developed within the Council as part of this process.

4 Members and Consultation
4.1    Portfolio Holders are regularly updated by the relevant Head of Business Units, on both purchasing and commissioning activities.  Further more specific reporting to the Executive is also carried out for more strategic, high-risk and large value procurements.  

4.2   The Executive Portfolio Holder for Policy, Performance and Finance actively supports procurement issues and attends the Corporate Working Group (as 3.2 above)

4.3     A workshop involving members of the Corporate Resources Overview & Scrutiny Committee has taken place in February 2004, which produced useful feedback.  The same Committee are involved in procurement matters as appropriate.

4.4  
Joint Management Team are updated generally and specifically on contemporary procurement issues.

 (1) Source = General Fund Revenue Summary Revised Budget 2003/2004.

 (2) Source = Creditor system Numeric stratification Report.
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SECTION TWO : VISION FOR THE FUTURE

1.0 The Wider Context
1.1 The National Procurement Strategy (NPS) sets out five key areas, which represent the vision for Local Government Procurement.  These are:-

· Cultural shift

· Providing leadership and building capacity

· Partnering and collaboration

· Doing business electronically

· Stimulating markets and achieving community benefits

1.2 The NPS sets out a series of key themes which it requires Council’s to have addressed and actioned by target dates.  These are appended at Appendix B.

1.3 The NPS has also produced a series of checklists by which Authority’s can plan and map their procurement development and these are attached on Appendix C.

1.4
E-procurement

The Council is committed to the use of e-procurement for the purpose of achieving economy, efficiency and effectiveness in procurement.  It will further examine the benefits that may follow such as:-

· Reduction in transaction costs

· Reduction in prices and other costs

· More efficient management of supplier base

1.5   Local Economy and Supplies


The Council will actively support and encourage local businesses to compete for work to become best value suppliers. The Procurement process will ensure that the best value for money is obtained whether supplied or sourced locally or outwith the area.  The Council will seek to identify and where practicable remove any economic or commercial barriers (e.g. I.T compatibility, access to Broadband) that may restrict local competitors and where appropriate address such matters. 

2 Carlisle’s Vision
2.1 Within the wider context of Procurement in the larger community Carlisle itself will pursue its own Procurement Vision and this will be informed by the following key criteria:-

· Addressing the five themes contained in the NPS (1.1 above).

· Introduction of a Tender Evaluation Policy ensuring full consideration of Council’s priorities and best value principles

· Producing regular reports identifying savings and/or improvements in value for money across the Council’s procurement activities

· Producing measurable targets and achievements

· Fully engaging in Collaborative Working arrangements

· Identify future resources needs 

· Develop, produce and publish procurement support manuals and procedure, to facilitate and inform all procurements

· To investigate and implement framework arrangements if shown to be beneficial

· To produce a “How to do Business with Carlisle City Council” guide and a 3 year procurement prospectus

2.2 Other areas of future activities are identified in section 4 – Implementation Plan.

SECTION THREE : PRINCIPLES AND PRIORITIES

Procurement Generally

1.0 The Council is committed to the continued high quality provision of those services currently provided in-house.  The Council will continually seek to improve such services so that they are best placed to meet the challenges of the Best Value Review process.  Services already subject to direct competition will be continually reviewed and monitored.

2.0 The Council in all its procurement activities will seek to be fair, open and transparent and ensure probity and good sound principles of governance, and will comply with all EU and Government Directives/Regulations/Legislation.

3.0 All procurements will be managed and monitored (by the responsible Officer) ensuring that other management functions such as Risk Management Project Management and Performance Management are fully integrated and co-ordinated.

4.0 The preparation of a sound business case, tight specifications where possible and well thought-out tender evaluation criteria will form the basis of procurement activity.  The Council will seek to ensure that good sound and challenge-resistant procurement (and when applicable tendering) procedures will be adopted and adhered to and full records kept and maintained for all procurement activities.

Tender Evaluation

5.0 The Evaluation of Tenders based on price and quality matters (and where relevant, alternative proposals) will be critical in enabling the Authority to achieve the best value for money from any tendering exercise and ensuring awards are based on the most economically advantageous tender.  Evaluation exercises will take full account of all relevant and critical factors relating to a particular procurement; such factors may include some of the following Corporate Strategic Objectives:- (giving greater emphasis to some as the context requires)

· Inclusion of SME’s

· Environmental and Sustainability issues

· Developing the Local Economy

· Promotion of e-procurement

5.1 All significant procurement exercises relating to commissioning or budgets bids will have to be supported by a sound, fully approved business case.  As part of the process and when seeking to draw down previously approved budgets, Heads of Business Units will need to demonstrate (prior to approval to proceed) to the respective Executive Director that the following have been addressed:-

1) A comprehensive brief/specification and project plan has been developed and robust monitoring procedures established

2) Resources issues have been addressed

3) Tender evaluation has been fully developed

4) A risk assessment has been completed

6.0 A Tender Evaluation Policy will be developed, consulted on and published to rationalise this area of procurement activity across the council, taking account of latest guidance and advice.

7.0 Construction-Related Procurement


All Construction and Engineering procurement, including capital projects, renovation, refurbishment, facility management and maintenance works and all architectural and engineering consultancy services (such as architecture, quantity surveying, building surveying, facility management, structural, municipal and civil engineering), will be commissioned through the Commercial and Technical Services Business Unit in accordance with the Contracts Procedure Rules and good practice and precedent.

8.0 Sustainability


The environmental impact of procurement decisions will be assessed as part of the Option Appraisal decision (when part of a Best Value Review) and/or the Tender Evaluation procedures for all procurements.  The Council is aware of its responsibility to act as a role model for the local area by taking into account the potential for sustainable procurement and development whenever it makes a choice on the procurement route or eventual provider of works, supplies or services.

Life Costing

9.0 The Council will develop evaluation models to take into account whole-life costs and quality issues for appropriate procurements.

10.0 Tendering/TUPE
10.1 In any tendering exercise involving in-house service providers, the Council will fully support such involvement and ensure the process and evaluation, is based on fair, equitable even-handed and transparent procedures and protocols.

10.2 If, as the result of any tendering or procurement process where alternative service provision may be considered, the Council will ensure that it protects the legitimate interests of staff during any potential transfers by making full and best use of all statutory (including TUPE) and non-statutory arrangements for the protection of Terms and Conditions of Employment and Pension Rights. 

10.3 The Council will comply with the recommended Code of Practice for dealing with workplace matters issued by the Office the Deputy Prime Minister.
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SECTION FOUR: IMPLEMENTATION PLAN

Area of Review/Action
Lead Officer
Target Date

Procurement Function and Resources
Review of Procurement function and structures within the Council

· Analyse existing procurement skills

· Identify future procurement workload (3 years) and identify resources needed

· Identify skills gaps, build capacity, identify training

· Target resources where most effective

· Develop Corporate Procurement function


Head of Strategic and Performance /Executive Director


Tender Evaluation
Review and develop Tender Evaluation (TE) Policy

· Develop price/quality matrices

· Address, as part of TE:-

· sustainability

· equality and personnel issues

· regeneration issues

· life costing
Procurement Officer for Corporate items / HBU’s / Members for individual procurement




Procedures and Guidance
Review procedures, guidance and reporting mechanisms

Review and update “Standard Procurement” documentation and Guidance, Publish on Public Folders:-

· Commissioning Manual

· Purchasing Manual

· Construction - related procurement and procedures

· Develop data-base; rationalise and monitor suppliers

· Rationalise and standardise purchasing and procurement processes / develop Procurement library

· Introduce formal scrutiny and monitoring procedures

Review Council Constitution and Contract Procedure Rules and monitor effectiveness

Develop and produce an e–procurement policy to comply with Government targets and implement action plan

Ensure compliance with and use of revised EU Procurement rules and procedures

Produce and promote “How to do Business” guidance, 3 year prospectus and promotion of SME’s.


Procurement Officer; Strategy and Performance; Finance; Legal; MSES

Procurement Officer/CPG CTS - Support Services Manager

Procurement Officer/CPG CTS – Support Services Manager

Head of CTS/Procurement Officer

Procurement Office and CTS – Support Services Manager

Executive Director / CPG

Head of Finance

Head of Customer and Information Services/Head of Finance

Executive Director

In association with Economic Development
Autumn 2003

Undertaken Autumn 2003

Members
Review and consolidate Members role in Procurement and identify training needs





Partnerships, collaborative Working; local inclusion and SME’s
Review and develop procedures and protocols for Partnership working

· Procedures and guidance

· Monitoring and reporting arrangements
· Engage in Centres of Excellence when established 
Develop collaborative procurement arrangements; consortia; sharing knowledge and benefits

Head of Finance

Head of Finance
Undertaken in

Summer 2003

Undertaken in

Summer 2003

NOTE: The following do not form part of this Procurement Strategy but are referred to herein:-  Best Value Risk Management and Project Management.

Following the Council’s first draft (April 2003, itself a response to the LGA/ODPM/Byatt recommendation this Implementation Plan has been refined to reflect the revised Procurement Strategy.

Key to abbreviations:-

TE = Tender Evaluation

SME’s = Small and Medium (sized) enterprises

CPG – Corporate Procurement Group

Appendix A

Corporate Procurement Group – Terms of Reference

1.0   
Membership


1.1 
Core Membership


Councillor Edward Frith (Executive Portfolio Holder)


Jason Gooding (Executive Director)

Alan Wood (Procurement & Project Co-ordination Officer) 

Head of Commercial & Technical Services or nominee 

Head of Finance (or nominee)


1.2 
Other Membership

Other members will attend the group according to work in progress.

2.0
To deliver the procurement strategy and develop and manage associated action plans.

3.0
To report progress on the procurement strategy to CMT through the chair (Executive Director) as appropriate.

4.0
To develop, amend and monitor the procurement strategy, for approval, as appropriate.

5.0
To identify new opportunities in relation to procurement and 
develop these where appropriate. 

  6.0

To report procurement performance, performance indicators and measurable outcomes quarterly to the Corporate Resources Overview and Scrutiny Committee.

7.0
Monitor the Authority’s contracts in order to plan procurement activity and introduce a consistent approach across the Authority.

8.0
Respond to Audit and other Agencies’ best practice recommendations.

Appendix B

Providing Leadership and building capacity

Key Theme 1: Providing leadership and building capacity

The strategic objective is that there should be a commitment from the top of each Council (leader, chief executive, procurement champion) to procurement excellence by managing it strategically and resourcing it adequately.

By 2004

· Every Council should adopt a corporate procurement strategy, based on a Best Value or other review. The strategy should be owned by Members and Senior Managers and its implementation monitored regularly.

By 2005

· Every single tier and county council should carry out  health check on progress against this National Strategy and the associated guidance as part of their corporate procurement strategy

· Every council should be involved with a regional centre for excellence in procurement and project management.

By 2006

· Every district council should have carried out a health check on progress against this National Strategy and the guidance endorsed as part of their corporate strategy.

APPENDIX B2

Partnering and Collaboration

Key Theme: Partnering and Collaboration

The strategic objective of partnering is the delivery of better services to citizens through the creation of sustainable partnerships between councils and suppliers in the public, private, social enterprise and voluntary sectors for the delivery of services and the carrying out of major projects, including construction.

The strategic objective of collaboration is to obtain better value by bringing councils and other public bodies together at local, regional and national levels to combine their buying power and create shared services.

By 2004

Every Council’s corporate procurement strategy should set out the Council’s approach to partnering in service delivery and in construction projects

Every Council’s corporate procurement strategy should set out the council’s approach to collaboration (including purchasing consortia, joint procurement and commissioning and shared services), and how it intends to use the new trading powers

Every Best Value or strategic review of a service should include a robust and challenging appraisal of the different service delivery models available

By 2005

The average time taken from OJEU notice to contract award in a project of more than one year’s duration should be reduced by 10%* on the 2003 base.

Smaller district councils without dedicated procurement resources of their own, should be collaborating with others, through the regional centres of excellence, to create shared services for procurement and project management

Councils should identify opportunities for collaboration with neighbouring councils for shared commissioning and/or delivery services

By 2006

The average time taken from OJEU notice to contract award in a project of more than one years duration should be reduced by 25 per cent on the 2003 base.

APPENDIX B3

Doing Business Electronically

Key Theme: Doing Business Electronically

The strategic objectives are:

To achieve efficiencies in the procure-to-pay cycle including reduction in cycle time and reduction in transaction costs. This will free resources that can then be redirected into front line public services

To use e-Marketplaces to assist councils to assess framework agreements and contracts

By 2005

Every council should have implemented an appropriate e-Procurement solution as part of its e-Government programme

For low value purchases, every Council should be making appropriate use of a procurement card, the Government Procurement Card (GPC) or a suitable electronic alternative

By 2006

Every Council should be using an appropriate e-Marketplace

Progress will be monitored by means of BVPI 157 which includes e-Procurement as one of the transaction types that should be carried out electronically by 2005

Take up of National e-Procurement Project deliverables will be measured through the Implementing Electronic Government process.

APPENDIX B4
Stimulating markets and achieving community benefits

Key Theme: Stimulating markets and achieving community benefits

The strategic objectives are that councils should:

Engage actively with suppliers

Use procurement to help deliver corporate objectives including the economic, social and environmental objectives set out in the community plan

From 2003

Where relevant, all councils shall consult staff during procurement projects and build employment considerations into procurement processes and contracts, including compliance with the Local Government Act 2003, Circular 03/2003 and the associated code of practice.

By 2004

Every council should publish a ‘Selling to the Council’ guide on its corporate website together with details of bidding opportunities and contact details for each contract

All corporate procurement strategies should address:

· the relationship of procurement to the community plan, workforce issues, diversity and equality and sustainability;

· how the council will encourage a diverse and competitive supply market, including small firms, social enterprises, ethnic minority businesses and voluntary and community sector suppliers

Every council should build sustainability into its procurement strategy, processes and contracts

Every Council should conclude a compact with the local voluntary and community sector

Procurement processes for partnerships should include:

· Issuing an information memorandum to prospective bidders setting out the background to the project, the councils objectives and an outline of the procurement process and timetable, with roles and responsibilities made clear

· Inviting bidders to demonstrate their track record in achieving value for money through effective use of their supply chain, including the use of small firms; this should continue to be examined as part of contract management

By 2005

Every Council should include in invitations to tender/negotiate for partnerships a requirement on bidders to submit optional priced proposals for the delivery of specified community benefits which are relevant to the contract and add value to the community plan

Every council should have signed up to the national concordat for SMEs.

Appendix C

Procurement Checklist Policy Context

Checkpoints

· What further information do you need to review and improve procurement in your Council?

· Who will lead a review of procurement in your council?

· Which other councils can you partner with to help improve procurement regionally?

· What target for % efficiency savings will you adopt for your council's procurement?

(National Procurement Strategy for Local Government - October 2003)

Appendix C2

LEADERSHIP AND BUILDING CAPACITY

Checkpoints

· Have procurement champions been identified on the executive and the corporate management team?

· Does the council have a corporate procurement storage that is clearly aligned with the council's strategic objectives?

· It is policy and practice to award contracts on best value for money, rather than the lowest price option?

· Is there effective executive and scrutiny member involvement in procurement?

· Is there a centre of expertise in procurement and project management?

· Have members and officers been trained in relevant procurement skills?

· Is there a strategy to prevent fraud and corruption and maintain ethical standards?

· Does the council publish a forward procurement plan, selling to the Council Guide available on a website?

· Does the Council have a corporate contracts register?

· Has clear, user-friendly procurement guidance been disseminated to staff?

· Has the Council developed guidance on procurement project management?

· Is the council committed to planning and resourcing procurement projects effectively?

Appendix C3

PARTNERING AND COLLABORATION 
Checkpoints

· How does the council's corporate procurement strategy encourage and identify opportunities for partnering, collaboration and, where applicable, trading?

· Does the council proactively seek out partnering and collaboration opportunities to improve service delivery and projects?

· Does the council have the capacity, skills and knowledge (both for members and officers) to develop and implement an effective partnering and collaboration strategy within the framework of the procurement strategy?

· Are you satisfied you have effective partnership monitoring arrangements in place?

· Are you satisfied that your existing partnership and collaborative procurement arrangements are contributing to your wider community plans?

· How does your corporate procurement strategy reflect the opportunities for identifying other councils may deliver services for you or with you under the trading powers?

· Is the preparation of business cases part of the council's culture?

· Are there barriers preventing effective partnering, collaboration or trading?

· Do you let council-wide contracts and framework agreements to make the most of your buying power?

· Are your contracts and framework agreements open to all councils and public sector partners that might want to use them?

· Have you considered how best to integrate Gateway Reviews into your corporate procurement strategy?

Appendix C4

DOING BUSINESS ELECTRONICALLY

Checkpoints

· Does the council have e-Procurement within the corporate strategy?

· Has the council reviewed and redesigned all the current procure-to-pay processes?

· Which elements of the e-Procurement are required by the council? Select only those modules which offer the best value for money.

· How will the council integrate e-Procurement with financial, HR or other IT systems? 

· Will the council's current IT architecture support its users procuring goods and services across the internet? 

· Will the council develop the solution in-house or source it externally?

· Has the council learnt from the experience of other councils, especially those of similar size?

· Does the council have a supplier adoption strategy and does it intent to support the local business community?

· Does the council have the resource and skills to decide the best deign of e-Procurement solution for its needs?

· Does the council have the resource and skills to decide the best design of e-procurement solution for its needs?

· Does the council have the resource and skills to deliver e-Procurement projects successfully?

Appendix C5

STIMULATING MARKETS AND ACHIEVING COMMUNITY BENEFITS

Checkpoints

· How do suppliers view the council?

· How does the council market itself to suppliers?

· Has the council published a "Selling to the Council" guide on its website?

· What steps has the council taken to encourage small firms, ethnic minority businesses, social enterprises and voluntary and community sector suppliers to bid for council contracts?

· Has the council entered into a voluntary sector compact?

· Does the council have a sustainable design or sustainable procurement strategy?

· Is the council complying with the 2003 Act and circular 03/2003 on staff consultation and employment issues in procurement?

· Does the council award contracts on the basis of whole life costs and benefits?

· What steps does the council take to use its buying power to improve design and quality?

· How is the council complying with the amended Race Relations Act 1976, Race Relations (Amendment) Act 2000 and CRE procurement guidance?

· How do diversity and equalities issues feature in procurement?

· How does the council achieve it community plan objectives through procurement?

Appendix D

PROJECT MANAGEMENT  :  A QUICK GUIDE

This guidance note is intended to identify the key elements, which must be addressed to ensure a successful outcome to any project or initiative.  These represent sound principles that should be applied irrespective of the size or complexity of such projects.

Always keep records [paper or electronic] of any actions or decisions taken when delivering projects to demonstrate Best Practice and establish a sound audit trail.  This guidance is not intended to be exhaustive and further advice should be sought from the Procurement and Project Co-ordination Officer.  The key areas to address are:-

Project Champion

A Project Champion must be identified who will act as the Lead Officer and take overall responsibility for the delivery of the project and ensure all the following elements are carried out.  The Project Champion will, because of the empowerment needed be at least at Head of Business Unit level and will further ensure that there are robust reporting mechanisms in place to keep the Portfolio Holder and Executive closely involved and informed on progress and identify any variations to the programme or budget immediately.  Ensure that all communications, both internally and externally and maintained (advice can be sought from the Communication Unit).

Project Team

The size and complexity of each project will determine the composition of the Project Team.  Generally such a team will comprise the Project Champion and other Officers from the Sponsoring Unit who will be involved in the project, and representatives from Legal, Financial, Human Resources and the Procurement and Project Co-ordination Officer and, when appropriate, a dedicated Project Manager.  All the necessary skills required to carry out the project must be analysed and any skill gaps identified.  Often there will be a need to use other in-house resources [e.g. Commercial and Technical Services for Building Projects] and external consultants and it is imperative that the roles and responsibilities of all those involved are agreed, defined and recorded.
Brief

A clear and comprehensive brief must be established by the Project Champion after all necessary consultation and adopted at the outset, and this must be recorded and distributed to all those involved.  The brief must include a clear and recorded set of objectives for the project including the required outcomes, which should be measurable.  Deviations from this brief or work not identified will lead to wasted resources or additional costs and it is vital that sufficient thought and consultation is allowed for when drawing up the brief.  Advice should be sought from the Procurement & Project Co-ordination Officer on the contract configuration applicable to the project.

Project Plan and Programme

The Project Champion must establish a complete project programme identifying what has to be done by whom and by when.  Consider and allow for all the possible stages that may have to be gone through such as consultation, advertising, selection, tendering and evaluation periods, the actual time to carry out the project.  Allow sufficient time to carry out this process and involve other team members, create a series of milestones and monitor performance against the plan on a regular basis.

Resources

Identify at the outset what resources will be needed to complete the project, this may well involve  bidding in the budget process or seeking other funding elsewhere.  The identification of resources should be based on soundly established and evidenced information to prevent any funding shortfall part way through a project.  Allow for all resources likely to be needed, both internal and external together with any project specific requirements that have to be complied with [e.g. in support of lottery bids].  Ensure that contingencies (where appropriate) are adequate and regularly reported.

Measurable Outputs

All projects need to have measurable outputs against which performance can be monitored, in the case of physical works this can be judged against time, quality and cost.  For other projects the expected outcomes set out at the outset should also be monitored, advice on how to do this should be sought from Strategic & Performance Services.

Risk Management

For all projects a Risk Assessment must be carried out and a Risk Management procedure set in place.  Use can be made of the risk register template, which has been used by Heads of Business Units for an initial assessment.  The Council's formal Risk Management procedures are currently being developed following a Best Value Review.  Ensure that all contracts and warranties are signed prior to commencement if this cannot be achieved a Risk Assessment should be carried out and identify how and when it will be.
Scrutiny

All significant projects and initiatives should be subject to an Overview and Scrutiny process.  Best Value reviews are automatically sent to the appropriate Overview and Scrutiny Committee, as is the Council’s Capital Programme.  For other projects or initiatives advice should be sought from the Overview and Scrutiny Support Unit.

Other Matters

At all stages of any project or initiative the Council Constitution, particularly the Contract Procedure Rules, must be complied with.  Further guidance is contained in the Council's Procurement Strategy and the Commissioning and Purchasing Manuals that support it.

Single Supply arrangement for Photocopying Equipment.


Single Supply arrangement for Office Furniture.


Rationalisation of Protective Clothing and Uniforms.


3 year agreement for Summer and Spring Bedding Plants.


Review of leasing arrangements for Vehicle, Plant and Equipment.


Rationalisation of Agency and Contract Suppliers.  
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