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1. Why is what it buys important to the Council? 
 
The Council spends approximately £130m per year on procuring goods and services in 
delivering its services, and it is the Council’s responsibility to use this money in the best 
possible way to achieve its objectives for the Borough.  
 
As an indication of the breadth of the Council’s requirements it will range from 
construction and development projects, and repairs & maintenance, to equipment, fuel, 
food & drink, transport, consultancy, domiciliary care, and residential homes. The 
Council’s suppliers range in size from multinational companies to sole traders, 
encompassing small and medium sized enterprises, social enterprises, and voluntary 
groups. 
 
The development of the Borough as a sustainable thriving area lies at the heart of what 
the Council is trying to achieve. This requires a sustainable and vigorous local economy 
with small businesses that can deliver innovative services, and provide local prosperity. 
The Council wishes to drive sustainable procurement that stimulates markets and the 
local economy to provide quality goods and services at affordable prices. The more 
money that is spent locally as the “Knowsley £”, the greater the positive impact this will 
have on the local economy especially for small and medium sized businesses and 
social enterprises. 
  
Therefore, you as a supplier have a key role to play in achieving this outcome and the 
Council welcomes bids from both new and existing suppliers. By offering your services 
to the Council you have the opportunity to increase your turnover and profitability and to 
be part of developing the local economy, which will be beneficial to both you and the 
Borough. If you commit to achieving value for money and quality, and a local supply 
chain then the local community and its economy will benefit.  
 
This guidance will provide you with the information and support you need to assist you 
in maximising your prospects of securing business by: 
 

 showing how to identify opportunities from the range of goods and services 
required by the Council; 

 explaining the procedures that the Council has to follow in inviting suppliers to 
bid for contracts; 

 outlining how to tender for Council contracts; and, 

 where you can get help and support. 
 
 
2. Why do business with the Council?  
 
All procurement is done through fair and transparent competitive processes to ensure 
the most economically advantageous deal. Generally decisions are made not just on the 
basis of lowest cost but the most advantageous terms taking account of quality, 
reliability, and whole life costs.  
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All suppliers are treated equally and assessed on the merits of their tender by 
evaluating it against stated criteria. Although tendering documentation will vary in detail, 
the Council endeavours to provide clear documentation, avoid over specifying a 
requirement, and write specifications, where possible, in terms of outputs and 
outcomes, and not inputs. Importantly, the Council ensures that procurement 
requirements are proportionate and do not create unnecessary barriers to small or 
medium enterprises, social enterprises, and voluntary groups doing business with the 
Council. 
 
Goods and services will be procured by competition unless there are compelling 
reasons to the contrary. Competition promotes the economic, efficient and effective use 
of public monies, and contributes to the competitiveness of suppliers. Although there 
may be benefits in fostering a continuous relationship with a supplier, any situation that 
precludes the operation of fair competition will be avoided.  
 
The Council requires that public and member accountability is met at all times and 
conducts its operations in accordance with the highest professional and ethical 
standards.  
 
Routinely, the Council works with other public bodies, particularly within the Liverpool 
City region, to procure goods and services collaboratively as a way of getting better 
value for money. This gives suppliers the opportunity to provide goods and services to a 
range of organisations under a single tender. Supplying the Council may provide 
relevant experience to then enable you to go on to work for other public sector 
organisations, providing a foothold into new markets. 
 

 
3. How can I find out about your requirements? 
 
The council advertises requirements on an electronic tendering web site known as The 
Chest. Not only does it provide information about current tenders but also contracts that 
have been awarded, along with guidance information and contact details in case help is 
needed. You can register free of charge on The Chest and receive alerts regarding 
contract opportunities appropriate to your area of business. Rarely will advertisements 
be placed in trade journals and newspapers. Any difficulties in registering should be 
raised with The Chest or the Council’s procurement team. 
 
This system is utilised by all the councils in the North West region and therefore gives 
you access to a significant amount of potential work. In addition, any tenders over the 
EU procurement value thresholds are advertised not only on The Chest but also in the 
Official Journal of the European Union’s (OJEU) website. 
 
Opportunities on The Chest are automatically fed into Contracts Finder, the 
Government’s website designed to enable suppliers to find all public sector 

http://www.contractsfinder.businesslink.gov.uk/


How to sell to the Council – a guide for suppliers 

 - 4 - 

opportunities over £10,000. You can find out more about Contracts Finder on the 
Business Link website. 
 

The procedures attached to larger opportunities falling under EU regulations can seem 
daunting, but do not assume, because a contract is advertised in the OJEU that the 
contract is too big for your company. As the Council advertises its contracts according 
to the total value over the lifetime of the contract, this means that a three year contract 
worth only about £58,000 per year will trigger the EU regulations.  

Remember that these obligations apply not only to the United Kingdom but to all 
member states of the EU, so they must also advertise their opportunities and allow our 
local businesses to complete.  

The Council is also a founding member of YPO a purchasing consortium that supplies 
local authority and school customers across the whole of the UK. You can keep up-to-
date with their contract opportunities by visiting their electronic tendering web page 
where full details of each contract can be found. 

All of the links to the websites described above can be found on the tender opportunities 
page on the Council’s internet site.  

 

4. What processes do you use to award work? 
 
All purchases of goods, services, and works are conducted in accordance with the EU 
Procurement Directive/Public Contracts Regulations, and the Council’s own Contract 
Procedure Rules and Financial Procedure Rules.  

The value of a contract, i.e. the total value during the life of the contract not the annual 
spend level, determines the procurement approach that will be followed. The current 
threshold levels are as follows:  

 

Estimated Contract Value Approach 

Up to £2,000  minimum of 2 written quotes  

£2,001 to £20,000  minimum of 3 written quotes 

£20,001 to £50,000  invitation to quote 

£50,001 to £ EU threshold  invitation to tender 

More than £ EU threshold 
invitation to tender via OJEU 
advert and rules 

EU Thresholds (as at 1/1/2012 – revised every two years) 

Supplies & Services £173,934 Works £ £4,348,350 

http://www.businesslink.gov.uk/bdotg/action/layer?topicId=1086319262
http://www.knowsley.gov.uk/business/selling-to-the-council/tender-opportunities.aspx
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The Council uses several types of tender process, namely open, restricted, and 
competitive dialogue.  
 
1. Under an open tender procedure all suppliers who respond to an advertisement 

are supplied with tender documentation and all bids are evaluated against the set 
criteria.  

 
2. The restricted procedure can best be described as a two-stage approach in 

which the Council invites interested suppliers to undergo a pre-qualification 
questionnaire (PQQ) assessment. Those suitable are then short listed and 
invited to tender. The restricted route may be used where a high volume of 
potential tenderers is anticipated and it would be wasteful for all parties 
concerned if everyone tendered.  

 
3. Occasionally, the Council will use the competitive dialogue process for 

complex projects and market testing. The competitive dialogue procedure 
involves placing a contract notice and selecting those to be involved in the 
dialogue via a PQQ. The dialogue may embrace defining the means of achieving 
broad objectives, producing innovative solutions, and identifying one or more 
solutions that meet the Council’s requirements. Competitive bids are then sought 
from those remaining in the dialogue using the most economically advantageous 
award criterion.  

 
The Council will sometimes use an electronic auction (e-auction) that works on a 
similar principle as traditional auctions in that bidders are aware of how competitive their 
bid is and can adjust their prices accordingly. They are run online for a specific period of 
time on a given date. Prices start high and are then reduced through the bidding 
process.  
 
Usually an e-auction takes place as part of a restricted procedure with suppliers 
completing a PQQ and those that meet the criteria are invited to tender. The tender 
documents will describe how the procurement and e-auction stage will be undertaken. 
Generally, suppliers will need to submit the required quality information, in addition to 
participating in the e-auction with the quality aspect of the tender evaluated before the 
e-auction. Thus when suppliers enter their prices in the e-auction the position of the bid 
submitted reflects both quality and price. 
 
 
5. How do I tender? 
 
If you express an interest in an advertised contract on The Chest then you may be 
required to go through a PQQ assessment process, to verify your suitability, experience, 
and expertise. The PQQ will give instructions on how to complete it and details of how 
the assessment will be scored. A check list is provided so you can confirm that you 
have completed all the required sections and submitted any documentation. Typically, 
the PQQ covers the following areas:  
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 basic information about your firm; 

 technical matters, track record, and references; 

 financial viability;  

 equality and diversity; 

 health and safety; 

 insurance;  

 sustainability and environment; 

 Freedom of Information; 

 business probity; and, 

 any conflicts of interest.   
 
If you are short listed following the PQQ assessment stage then you will be offered an 
invitation to tender (ITT).  

If you are short listed or it is an open tender then via The Chest you will be able to 
submit a completed tender. 
 
When you download the tender please read the tender documents to make sure you are 
capable of delivering the service requirements before proceeding and then follow the 
instructions carefully on how to complete the submission. For further guidance refer to 
the evaluation criteria within the tender documents to make sure you have covered all 
relevant elements in your tender submission, especially any pass/fail criteria. 
 
Generally, your tender submission will comprise the following: 
 

 proposed methodology and pricing schedule; 

 completed form of tender; 

 VAT registration; 

 Freedom of Information statement; and, 

 certificate of bona fide tendering. 
 
You can raise questions about the tender and see the answers through the Q & A 
section of The Chest but allow sufficient time for officers to respond. Occasionally, 
procurement officers may communicate additional information via The Chest. 
 
For some tenders a supplier information session may be held for potential bidders to 
understand the Council’s requirements and to ask questions about them and the tender 
process. 
 
The completed tender submission must be uploaded to The Chest by the deadline time 
and date specified in the documents. Note that you can amend the tender submission at 
any stage up to the deadline so start completing the documentation well in advance. 
 
Do ensure that you provide all the details requested and that your tender is properly 
signed on behalf of the business. Other tips to note are: 
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 make sure any requested documents/attachments are indeed submitted and 

cross‐referenced to the question in the tender pack; 

 do not submit information, literature, or brochures that are not requested; 

 be clear in your pricing information and check your arithmetic; and, 

 finally, proof read and check that all questions are answered.  
 
The tenders are opened on line via The Chest, at a pre-agreed time and date following 
the submission deadline. Tenders are evaluated against the pre-determined criteria and 
the basis for evaluating quality and price will depend on the requirements of the 
contract. You will always be advised of the evaluation criteria in the tender 
documentation. 
 
As part of the tender process, you may be invited to give a presentation or attend an 
interview. The questions asked will be asked of all suppliers to ensure transparency and 
objectivity.  

Decisions are not immediate as often the evaluation can be complex and take time and 
decision has to be taken through the appropriate governance process. Also, it may be 
necessary to seek clarification from you or other bidders about their submissions. 
 
Sometimes tender submissions will be disqualified and removed from any further 
consideration. Common reasons for disqualification include: 

 tender submitted after the closing date;  

 documents not signed; and,  

 key evidence or documentation not submitted. 
 

When the tenders have been evaluated and the contract is ready to award, you will 
receive a notification of the intention to award and whether your submission has been 
successful or not. This will detail the award criteria, your scores against the evaluation 
criteria, and the name and scores of the successful tenderer. If your submission has not 
been successful, you will receive a written debrief which outlines your scores, strengths, 
and weaknesses of your bid relative to other bidders. 
 
For contracts subject to the EU Directive, there is a 10 day mandatory standstill period 
between issuing written notification to tenderers of an award decision and the Council 
entering into contract with the successful tenderer. This provides an opportunity for 
unsuccessful tenderers to challenge the contract award decision.  
 
You will be notified in writing if where you are unsuccessful with your tender submission. 
This will contain a debrief providing you with information on how your tender compared 
with the other bids enabling you to identify opportunities to improve any future tenders. 
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6. What happens when I get a contract?  
 
Following a contract award, the Council will draft a contract document for both the 
successful supplier and the Council to sign. The contract award information is then 
published on The Chest’s contract register and where necessary on the Official Journal 
of the European Union’s (OJEU) website. 
 
The agreed and signed contract will, as a minimum, include: 
 

 terms and conditions setting out the relationship between the Council and 
yourself during the life of the contract; 

 a specification of what will be delivered under the contract and the outcomes, 
performance measures policies, procedures, and guidelines to follow; and, 

 the prices that will be paid for the goods, works, or services delivered as part of 
the contract. 

 
Contracts will be monitored to ensure that they provide goods, services, and works to 
the quality and performance standards agreed. The contract you have may include 
conditions relating to your contribution to this process by providing reports, permitting 
access to sites, and attending review meetings.  
 
The Council wants to work to improve continually the way in which it provides services 
and considers that suppliers have a valuable contribution to make towards this aim.  
 
The regular contract monitoring meetings allow price, performance, and other 
relevant matters to be discussed, ensuring the contract runs smoothly. Any issues can 
be dealt with promptly and corrective action put in place. Where suppliers do not 
address poor performance this may result in penalties or the contract being terminated. 
 
Any complaints should be discussed and resolved through these meetings or with the 
officers managing the contract. Should you as a supplier have a complaint about unfair 
treatment or discrimination that can not be resolved through these normal channels of 
communication you should use the corporate complaints procedure on the Council’s 
internet site.  
 
There is a whistleblowing process where you or your staff can draw the Council’s 
attention to any malpractice, fraud, or breaches of legislation. Details of the confidential 
reporting procedure can be found on the Council’s internet site.  
 
The Council pays all invoices promptly within 30 days of receiving an undisputed 
invoice unless other payment terms have been agreed in the contract. To avoid a 
disputed invoice you should ensure that all necessary details, including order numbers, 
are on invoices. The Council makes payment by BACS direct into your company’s bank 
account. 
 
 

http://www.knowsley.gov.uk/your-council/comments-and-compliments.aspx
http://www.knowsley.gov.uk/your-council/plans,-policies-and-procedures/whistleblowing.aspx
http://www.knowsley.gov.uk/your-council/plans,-policies-and-procedures/whistleblowing.aspx
http://www.knowsley.gov.uk/your-council/plans,-policies-and-procedures/whistleblowing.aspx
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7. Can I get any help? 

In order to avoid any conflicts of interest, officers involved in procurement are able only 
to advise suppliers on the processes involved and cannot discuss the details of a 
supplier’s potential bid submission.  

Knowsley Council’s Business Liaison and Investment Team offer a free Tender Alert 
Service to Knowsley companies alerting them to public sector tender opportunities. This 
is not an automated service, in that the Business Liaison and Investment Team search 
a range of tender alert websites and email businesses direct with any opportunities that 
match their criteria.  
 
In addition to the tender alert service they have a wide range of support available 
including grants and property searches. Please contact the team for further information 
on how they can help your business. 
 
Locally, the Council works in partnership with the Knowsley Chamber of Commerce, 
Knowsley Community & Voluntary Services,  and the Unit for Social Enterprise, the 
latter provides support in growing social enterprises within the Borough and you are 
encouraged to use their services.  

Knowsley Chamber runs regular seminars and workshops that are designed to explore 
all aspects of the procurement process, and improve your understanding.  Typically they 
cover: 

 terminology and rules; 

 good tender techniques; 

 making a structured presentation; 

 what makes a winning tender; 

 how to put theory into practice; 

 where to add value to your bids; and, 

 where you can gain or lose marks. 

If you are interested in attending the workshops and seminars please email 
info@knowsleychamber.org.uk to receive more information. 

In addition, practical business advice is available online from Business Link North West 
and guidance on tender is found under the sales & marketing link.  

All of the links to the websites described above can be found on the selling to the 
Council page on the Council’s internet site.  

 
 
 

  

http://www.knowsley.gov.uk/knowsley-business/doing-business/our-businesses/tender-alerts-service.aspx
http://www.knowsley.gov.uk/knowsley-business/doing-business/our-businesses/tender-alerts-service.aspx
http://www.knowsley.gov.uk/knowsley-business/doing-business/our-businesses/tender-alerts-service.aspx
mailto:business@knowsley.gov.uk
http://www.knowsleychamber.org.uk/
http://www.knowsleycvs.org.uk/
http://www.google.co.uk/url?q=http://sites.google.com/site/useknowsley/&sa=U&ei=caTyT92qGInB0QXln5WwCQ&ved=0CBMQFjAA&usg=AFQjCNEvVMq9Yje35pnzOhsgjsxBRcH_Sg
mailto:info@knowsleychamber.org.uk
http://www.businesslink.gov.uk/northwest
http://www.knowsley.gov.uk/business/selling-to-the-council.aspx
http://www.knowsley.gov.uk/business/selling-to-the-council.aspx
http://www.knowsley.gov.uk/business/selling-to-the-council.aspx

