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Spend plenty of time planning
◆ Consider at the outset the full extent of what needs to be done, by whom, 

and by when. Who needs to be involved? Are they being consulted?

◆ Seek advice from others (departments, local authorities etc.). It’s always harder
if you start with a blank piece of paper.

◆ Establish a complete procedure timetable with consultation periods, approval
dates, invitation, receipt and evaluation of tenders, interviews, contract award etc.

◆ Ensure adequate time is allowed for the whole process. 

◆ If you think that the project might be right for a partnering or
framework agreement, build this in at the start.

Establish roles and responsibilities
◆ Establish the roles and responsibilities of all involved. For example, who is 

to decide/approve the short list? Who will be responsible for the quality and 
price evaluations? 

◆ Get everyone to contribute to the planning process, including internal Lawyers 
and Auditors. Be clear what approvals are required from elected Members and their
role in the whole process.

Ensure transparency of proceedings
◆ Be seen to be fair to all potential tenderers and that the process is 

conducted without favouritism.

◆ Engage widely with stakeholders and existing contractors in advance of 
formal proceedings.

◆ Get all internal players to contribute to the critical success factors and 
key evaluation criteria, and record these!

◆ Allow sufficient time for tenderers to ‘put their case’ during evaluation, 
at interviews, presentations etc.

Observe legalities
◆ Ensure compliance with EC Procurement Directives, domestic legislation, Contract

Standing Orders etc., particularly in respect of advertisements, invitations, and
receipt/opening of tenders, evaluation procedure and approvals.

◆ Seek legal advice and involvement in the process at the outset. You are initiating
events that will result in a contract with an outside firm! You want it to be right.

Accommodate innovation 
and secure Best Value

◆ Do not ‘handcuff’ tenderers. Do not be too prescriptive in how you want the
work to be delivered. Describe the ‘outcomes’ you require.

◆ Try to find ways in which specialist suppliers and contractors can contribute their
expertise; allow tenderers to innovate and offer you their best solutions. 

◆ Make sure you secure Best Value by considering quality, design, and Whole Life
costs, and not just lowest tender price.

Ten Top Tips for a Successful Procurement Process
A Local Government Task Force Guide

Prepare sound and complete 
tender documents

◆ Specify clearly what you want and describe in detail how tenderers are to 
price their submissions.

◆ Give sufficient thought to various pricing mechanisms such as lump-sum or
schedules of rates, and how good these will be at accommodating changes.

◆ Remember, the more information you provide, particularly on the desired
outcomes, the greater your chances of success.

Consider monitoring and payment 
arrangements at the outset
◆ Be clear as to how payments to the successful tender are to be calculated

once they have been awarded the contract, and make payments on time.

◆ Establish the monitoring procedures that are required to satisfy the Council
that the service is being delivered in accordance with that specified.

◆ Consider ‘default’ procedures, performance incentives and profit sharing. 

◆ Incorporate these processes within the tender documents, as they will provide 
the basis of the subsequent contract document.

Ensure procedures provide for 
probity and accountability

◆ Ensure that the whole process is adequately documented and recorded 
to demonstrate the decision-making processes to others.

◆ Ensure all key documents are signed, dated etc. and retained to ensure that 
those responsible for making decisions can be held accountable.

◆ Communicate all decisions to the whole team.

Think before you act
◆ Review your plans before commencing. Do not ‘rush’ things – unless it is a 

real emergency. Inadequate time in the planning stage will lead to problems.

◆ Think what can go wrong? What if delays occur? What contingencies do you
have? (e.g. slack in the timetable)? What if a key person leaves or goes off sick?

◆ Is the price/quality model practical robust and will it deliver Best Value? 
Ensure you test it thoroughly.

Learn from the Process
◆ Learn, experiment, and don’t fear mistakes. Ask yourself and the rest of the

team, how would you do it better next time? How can we repeat what went
well, and not what went badly?

◆ Develop your skills. Above all else – ENJOY IT!


