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	1.
	A step-by-step tool (or ‘wizard’) to allow staff to easily follow our procurement process

	1.1
	[bookmark: _GoBack]It must be easy for employees to find what they need to know about procurement. 

	1.2
	The tool should lead employees through the complete process, from the point they decide they need to procure something through to the signing of a contract.

	1.3
	The system must be tailored to match Southway’s Procurement Policy and Procedures and Financial Regulations. The supplier should develop/adapt the tool to follow our rules and processes. They should liaise with us to understand our requirements and ensure we are happy with the outcome.

	1.4
	The supplier should ensure that any legal requirements (especially regarding above EU Threshold procurements) are incorporated, and should be able to provide advice on this.

	1.5
	The tool should lead employees through what they need to consider and do, providing hints and tips and linking to relevant sections of the Policy or guidance at specific points in the process.

	1.6
	The tool must control the process (and make it simpler for the employee to follow) by only showing relevant information and allowing appropriate actions based on the information entered (e.g. if someone estimates the contract value to be below £25k, they will not see information about OJEU procurement routes and will not be able to follow them).

	1.7
	At the points where approval is required, the tool must automate the process of seeking and recording that approval. It would be useful if the system could send an email to the selected approver, so they don’t need to go into the system to find out they have been asked to do something.

	1.8
	Based on our Financial Regulations, the system should be able to identify who can take each decision and only allow people with the appropriate authority to give approval.

	1.9
	Our existing forms and templates should be incorporated into the system, so information can be entered directly into the system rather than into separate documents.

	1.10
	The tool should contain or link to relevant standard documents, such as our standard template contracts.

	1.11
	The system must record the process that was followed and provide an auditable trail, so we can demonstrate compliance.



	2.
	A database of current and potential suppliers

	2.1
	The database should contain current suppliers and suppliers that we may wish to invite to quote/tender in the future.

	2.2
	The database needs to record a variety of information, such as:
· Company name and type
· Contact details of multiple contacts
· Insurance cover – cover levels, renewal dates and uploaded copies of certificates
· Agreement to criteria such as compliance with our Anti-Bribery Policy
· The type/scale of business they may be interested in providing, from standard lists of options

	2.3
	We will require different information from different types of supplier (e.g. building contractors will have to provide information about Health and Safety that we do not require from other suppliers). The database needs to be flexible enough to cope with this.

	2.4
	The system should automate the process of requesting and recording information from suppliers. They must be able to complete an online form to directly input information into the system, and upload documents such as copies of insurance certificates. 

	2.5
	New suppliers will need to complete all of the required information and existing suppliers should be able to check and update relevant parts. 

	2.6
	The system must be able to highlight where information is about to become or has become out-of-date, in particular insurance cover.

	2.7
	We would like to be able to upload an existing spreadsheet of supplier information to the new system in a quick and easy way.



	3.
	A public facing portal for the publishing of opportunities and submission of tenders/quotes

	3.1
	The step-by-step tool should link to a public facing portal that allows information to be shared with potential tenderers, and allows suppliers to easily submit queries and quotes/tenders. As with the internal tool, it must provide control to ensure Southway’s Policy is complied with, as well as relevant legal requirements.

	3.2
	The system must enable us to follow all of the potential OJEU procurement routes.

	3.3
	The system must enable us to seek quotes (for lower value/risk contracts) as well as tenders.

	3.4
	The system must give employees the option to send invitations to tender/quote directly to specified suppliers, or to advertise the opportunity openly, or both. 

	3.5
	The system should push supplier queries through to the nominated employee to respond to. It would be useful if the system could send an email to the employee, so they don’t need to go into the system to find out there is a query.

	3.6
	The system must ensure that query responses are recorded and are issued to all potential bidders (via email to invited bidders and/or published with the advert).

	3.7
	Occasionally a third party will be tasked with managing a procurement exercise on Southway’s behalf. The system must be able to facilitate this. In particular it should be possible for queries to be directed to an external email address.

	3.8
	The system should automate the process of posting relevant notices to the OJEU and Contracts Finder.

	3.9
	The image presented to suppliers should be professional and should reflect Southway’s brand and values. Ideally the portal will be accessible via Southway’s website and branded with Southway’s logo.

	3.10
	The process that suppliers have to follow to submit a tender/quote should be straightforward and should provide useful guidance and prompts to ensure suppliers submit everything correctly.

	3.11
	The system must lock down tender returns until a formal tender opening event takes place and must record who opens tenders and when.

	3.12
	All steps in the process must be recorded and there must be an auditable trail, so we can demonstrate compliance.

	3.13
	At the end of the process the system should be able to simplify the production of a contract, by bringing together the tender information into a useable format.



	4.
	Reporting Mechanisms

	4.1
	The system must enable us to view and extract reports on the procurement activity that has been completed and is currently underway. It should act as Southway’s ‘Procurement Register’, which we can report to the Audit and Risk Committee.

Please outline how we would be able to view information in the system or pull information out of the system in order to report on the volume and type of procurement, and confirm compliance with legal requirements and with our Policy.

	4.2
	‘Super users’ or administrators need to be able to see at any point in time which procurement exercises are underway and where they are up to.



	5.
	Staff training and guidance

	5.1
	We will need to train employees on how to use the system, when it is launched and later when new employees start or as refreshers. The supplier must provide materials to be used for this purpose and for employees to refer to as required. This might be an instruction manual, simple guides or an e-learning tool for example.

	5.2
	At least two staff members will need to receive training to act as ‘super users’ of the system. Ideally this would be done in person at Southway’s office.

	5.3
	All staff need to be given training on procurement rules in general, as well as specific training on how to use the e-procurement system. It would be useful if the supplier could work with the Governance Officer to shape the training materials and content, and potentially to deliver training.
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