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Disclaimer:

Licence and disclaimer

This document has been prepared by Energy Systems Catapult Limited (“ESC”) working on behalf
of Department for Energy Security and Net Zero (“DESNZ”) and Government Property Function
(“GPF”).

The document and its contents have been prepared in good faith, based upon the information
available to ESC at the time of writing and are made available “as is” without any representations,
conditions, warranties or other terms of any kind. The ESC and the authors, together with DESNZ,
GPF, their employees, directors, servants or agents exclude to the maximum extent permissible by
law all representations, warranties, conditions or other terms whatsoever (whether express or
implied) regarding the use of this document or its content including any warranties of title,
merchantability, accuracy, completeness, non-infringement or that the document or its contents
are of satisfactory or any particular quality or fit for any particular purpose.

Any person accessing this document and using it, or any of its contents, is solely responsible for
determining the appropriateness of any reliance put on it and assumes all risks in doing so.

All content of this document is copyright © 2023 Energy Systems Catapult Limited. The information
in this document is the property of the ESC. You may copy, publish, distribute or otherwise transmit
the information PROVIDED THAT you acknowledge that the information contains copyright
information of the ESC and include the following acknowledgement “Information taken from
Running a procurement event checklist created by the Energy Systems Catapult Limited.”
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1. Summary

Procurement is the route by which you will purchase the goods,
works and services you need to implement your decarbonisation
strategy. Without being able to procure effectively, the outcomes
defined in your strategy are unlikely to be delivered.

Procurement can be a complex and overwhelming process, especially for those
who are new to it. However, procurement is a crucial component of any
organisation, as it involves the process of acquiring goods, works, or services

from an external source.

Remember that procurement is not just about buying goods or services, but also
about building relationships with suppliers and ensuring that the goods or
services you receive meet your requirements and standards. This guide is
designed to help you to navigate this process - a checklist approach has been
developed to help you consider, plan and then accomplish the majority of

activities required to run a successful tender.

Please refer to supporting guidance in Theme 3- Procurement that provides

more detail and a full explanation of the steps discussed in this guide.
The checklist has been broken down into 4 key stages:

e Pre-—tender
e Tendering
e Evaluation

e Handover

We welcome your feedback on these resources, please email ESC at

PSDecarbGuidance@es.catapult.org.uk

Please note that there may be specific, additional activity that your in house
Procurement team may wish you to include and undertake as part of the

process.
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https://es.catapult.org.uk/tools-and-labs/public-sector-decarbonisation-guidance-procurement/#Public-Sector-Decarbonisation-Guidance-Procurement
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2. Checklist

The following checklist has been developed for you to start to consider the steps

and activities required to successfully complete a procurement event. Whilst not
exhaustive, it offers a good starting point for any procurement activity - use it to

ensure you have covered all the essential areas.

Additional context and further information can be found at the following

locations:

Resource What does it provide you with?

Procurement process See our procurement process guide which starts to

guide explain about the different tender procedures and
how to run them

CCS Frameworks You can download this guide which lists all of the
CCS frameworks and DPS agreements you may
wish to consider using.

Net Zero go Contains information on procurement routes
relevant to Local Authorities
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https://es.catapult.org.uk/tools-and-labs/public-sector-decarbonisation-guidance-procurement/#Understanding-procurement-event-processes
https://es.catapult.org.uk/tools-and-labs/public-sector-decarbonisation-guidance-procurement/#Understanding-procurement-event-processes
https://www.crowncommercial.gov.uk/digital_brochure/request/36383/interactive-guide-helping-you-reach-carbon-net-zero
https://es.catapult.org.uk/tools-and-labs/our-place-net-zero-toolkit/net-zero-go/

Consider the following:

Stage:

Checklist criteria

Supporting considerations

Decision: Action to take forward
Include / Not

required /

Gap

Pre-tender | Resources available. Within organisation or obtain
consultancy support?
Pre-tender | In house Procurement Lead or support role?
team available and Resource available?
engaged. User group / regular
touchpoints in place and
agreed?
Pre-tender | In house Procurement Process / contract routes
process in place that available?
can be followed. Delegations of authority and
approval in place and agreed?
Policies and guidelines in place?
Pre-tender | In house Legal team Support role — resource
engaged available?
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Pre-tender

Approach to engaging
stakeholders.

Internally: identified, and
engaged appropriately with,
your key stakeholders
Externally: considering existing
suppliers and potential new
organisations

selected and fit for

purpose.

Pre-tender | Expected timeline Steps identified, positioned and
considered and agreed
included in overall Resources in place for duration
plans? of activity
Pre-tender | Scope clarified and All the technical (and other)
confirmed. requirements identified
Do you have a defined
specification for the desired
outcome or a design idea?
Pre-tender | Procurement route Open Tender or Restricted with

Negotiations Tender?

Any additional % charge levy
that needs to be accounted for
financially?
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Pre- Advertising approach All procurement documents, Under
tender confirmed. Public Contracts Regulations 2015
competitions must be advertised
publicly through:
e for free direct download
e from the internet
e from the time they are sent to
participants in the process, and
e with unrestricted access
Pre-tender | Risks captured and fed e Captured and added to
into governance? specification
e Processin place to
communicate and additional
risks identified during event
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Checklist criteria Supporting considerations Decision: Action to take forward
Include / Not

required /

Gap

Tendering | Documentation. e Technical specification content
e Expected outputs and outcomes

e Terms and conditions

Tendering | Timeline for Tender. * Release date

e Submission deadline

Tendering | Tender response e Detail level for responses

format. e Service level agreement for
queries (e.g. 24 hours) and
answering queries and
questions

e Format for costs and

deliverables
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Checklist criteria

Supporting considerations

Decision: Action to take forward
Include / Not

required /

Gap

Evaluation | Tender evaluation

process agreed.

Who is going to do it?

How long will it take?

How are you going to assess a
bidder's response?

Evaluation | Value analysis

required?

Do you need to validate and
cross reference prices to ensure
fit for purpose / increase levels

of confidence internally?

Evaluation | Negotiation.

Sufficient time after the award
of a contract to enable your
legal team to assist with any
contract negotiations

10-day standstill in place
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Checklist criteria

Supporting considerations

Decision: Action to take forward
Include / Not

required /

Gap

Handover

Review approve and

sign off tender

Contract award

Communications to all

respondents RE outcome

Handover

Hand over contract to

team managing activity

Formal handover and
completion of the procurement
event

If required, reminder / prompts
in place at end of contract

Handover

Post procurement

event audit required?

Can help identify areas of
weakness to strengthen the
process and procedures for
future events (useful if
numerous procurement events
required to fulfil overall

decarbonisation strategy
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