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1. Introduction
1.1. Liverpool School of Tropical Medicine (LSTM), founded in 1898, was the first institution in the world dedicated to research and teaching in the field of tropical medicine. As a registered charity, we work across the world, often in very difficult circumstances, to fulfil our mission of reducing the burden of sickness and mortality in disease endemic countries. We do that through the delivery of effective interventions which improve human health and are relevant to the poorest communities.

1.2. Our work in combating diseases such as TB, HIV/AIDS, malaria, dengue and lymphatic filariasis is supported by a research order book of well over £210 million. Our worldwide reputation and the calibre of our research outputs has secured funding to lead over 10 international consortia and product development partnerships aimed at reducing or eliminating the impact of diseases upon the world's poorest people. 

1.3. Our state-of-the-art facilities continue to develop new drugs, vaccines and pesticides which put us at the forefront of infectious disease research. As a teaching institution, we attract more than 600 students from 68 countries, from PhD research and Masters Programmes to a range of professional courses, and work in partnership with health ministries, universities and research institutions worldwide to train the next generation of doctors, scientists, researchers and health professionals.

1.4. The provision of technical assistance is a major component of LSTM's mission of promoting the improved health of the poor and disadvantaged peoples. LSTM consultancy improves health systems in developing countries whilst helping to inform our teaching and research agendas. We also provide pre- and post-travel clinical services through our subsidiary Well Travelled Clinics Ltd, with centres in Liverpool and Chester.

2. Project Overview
2.1. Liverpool School of Tropical Medicine (LSTM) is seeking to appoint a company to provide an eprocurement system to include eTendering, Ordering and eMarketplace, and eInvoicing.  This will support LSTM in delivering process efficiencies, ensuring compliance with the Public Contracts Regulations 2015, ensuring robust control measures are in place and driving the best value for LSTM.

2.2. The purpose of this Early Engagement Notice is to consult with suppliers to better understand the market, and to determine LSTM’s requirements prior to tender. A draft timetable has been created for this project as below.

Table 1: Timetable
	Activity
	Timeframe

	Supplier Engagement Process
	May - early June

	Tender Period
	mid June – July

	Award Contract
	August

	Design and Testing
	August – September

	Implementation
	October – December



2.3. We plan to offer a 3 year contract and may look to award to more than one provider depending on what is offered.  We anticipate this contract will be divided into lots.

3. Supplier Engagement
3.1. LSTM  is keen to encourage interest in this contract and will be holding supplier engagement sessions on the afternoon of 5th,  all day on 8th June and the afternoon of the 9th June 2017 to provide interested parties with an overview of our requirements and an opportunity to attend an individual session with the team for further discussion.

3.2. This Early Engagement Notice is issued for the purpose of conducting a soft market testing exercise and does not constitute any commitment by Liverpool School of Tropical Medicine.  Interested parties will not be prejudiced by any response or failure to respond.  Responding to this notice does not guarantee any Invitation to Tender or a call for competition to procure any service, supplies or works for Liverpool School of Tropical Medicine and we are not bound to accept any proposals offered.  Liverpool School of Tropical Medicine is not liable for any costs, fees or expenses incurred by participating in the soft market testing exercise.

3.3. A number of companies will be invited to attend the briefing day and individual sessions, but please note that spaces are limited. The briefing will last around 15 minutes and there will be an opportunity to ask questions. 

3.4. Following this we will be conducting 20-30 minute appointments for you to meet with the team to discuss how your product would work to improve the procurement process at LSTM. The team will consist of members of the Procurement team, IT and a cross selection of end users from LSTM.

3.5. Please note that your time will be limited to 20-30 minutes, and as such we suggest that generic product presentations are avoided and that you tailor your time to best illustrate the features of your products and your thoughts as to what you think would benefit LSTM the most. In order to assist you with this, the current purchasing process has been outlined in section 3 of this document.

3.6. [bookmark: _GoBack]Interested organisations can express an interest in the project and support it by returning a letter of introduction giving an overview of your experience and expertise in the market to Lynn Abernethy at Lynn.Abernethy@lstmed.ac.uk.

3.7. Appointment slots will be confirmed in writing 1 week prior to the engagement days. We anticipate booking around 7 appointments per day, with ½ day focusing on etendering, ½ day on einvoicing, and 1 day focusing on the order process.

3.8. Please email Lynn Abernethy at lynn.abernethy@lstmed.ac.uk if you would like to attend this event, making it clear which area/s you are looking to discuss. 

4. Current Purchasing Arrangements

4.1. Summary
The purchasing process is undertaken by a mix of staff throughout the school and the Procurement team using CODA dream supported by online processes through FlowForma for supporting information. Invoices are scanned and processed through CODA.
LSTM are looking to streamline the process and take advantage of eprocurement efficiencies saving time for our end users and simplifying the procurement process throughout LSTM. LSTM is growing quickly and requires a more robust system to source and pay for goods. 

Table 2: Summary of LSTM Transactions
	
	Purchase Invoice Spend
	No of Purchase Invoices
	No of Purchase Orders

	2015-16
	£15.7m
	12,202
	10,592

	2016-17 (to April 17)
	£12.3m
	9,224
	8,740



4.2. LSTM Structure
LSTM operates in multiple countries throughout the world. We wish to explore the potential for the same system to be used by our subsidiary companies, some of which are based overseas. Please see Appendix A for the LSTM company structure.

4.3. Systems
CODA Dream v3.4.
Online Workflow requests made through FlowForma outside of the CODA process.
Information is also linked to PowerBI for reporting purposes

4.4. Ordering
Devolved purchasing structure with staff members throughout LSTM placing orders for goods and services and receipting items when delivered. Controlled centrally by procurement team who print distribute 40% of orders, with the remaining 60% placed directly by the end user either online or by telephone. Orders sent by the procurement team are created using Crystal Reports and emailed out using Visual Cut.
A central database of products is stored within CODA but this is time consuming to keep up to date so prices on orders are often incorrect. End users are required to obtain quotes (for spend over £5k), look for alternatives, check stock levels and availability with suppliers directly. 
End Users can place orders up to the value of £5k, any orders over this must be accompanied by a Procurement Authorisation Form (using Flow Forma outside of CODA). These forms are approved by the Director of Finance or his nominated substitute. Requests over £20k are approved by the Director of Strategic Operations.
Procurement Cards are also available to end users. There are 254 cardholders.
Central Procurement Team – 3.5 staff members; Head of Procurement, Procurement Assistant x 2.5.
250 members of staff have access to place orders through CODA.
There are 2,526 suppliers on the Purchase Ledger. 
Around 30% of orders are for Lab Consumables.
4.5. Invoicing
Some invoices are sent from suppliers to end users in the first instance, they are then sent to Finance to be processed. Invoices can be processed without a Purchase Order, these are only processed upon completion of a Non Order Invoice form (using Flow Forma outside of CODA) for values up to £5k. Invoices over £5k require a Procurement authorisation Form (as above). 
There are 2 FTEs in the Finance team who enter the invoices onto CODA. Invoices are then scanned and attached to the CODA transaction. 
4.6. Tenders and Contracts
Tender exercises are currently undertaken by the Procurement Team on an ad hoc basis using the Delta eSourcing Portal. Between 10-15 exercises are conducted per annum. 
A central record of procurement contracts is held off line. 
LSTM uses a large number of shared contracts accessed through consortia including the North West Universities Purchasing Consortia and the Crown Commercial Service.
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