[image: image1.jpg]s

Y
SoPuC
Advanced Procurement
for Universities & Colleges




GUIDANCE FOR COMPLETION OF OJEU CONTRACT AWARD NOTICE

N.B.   This guidance is written based on a completion of a Contract Award Notice on the Public Contracts Scotland Portal.  Due to this, the guidance should be read from the left hand column first, as this is the order that you will “click through” on the Portal.  Please note the “Contract Notice numbering” may not be consecutive, this is due to the way the Portal is mapped to the OJEU Contract Notice template.
	Title attributed to Section on Public Contracts Scotland
	Contract Notice Numbering
	Guidance

	Create Notice
	Preliminary Information for Public Contracts Scotland
	Type in the informal working title of the notice (suppliers will not see this), and select OJEU notice

	Notice Type
	
	Self explanatory.

	Nature of the Contract
	
	Self explanatory.

	Procedure Type
	IV.1
	Self explanatory.

	Name and Address of Contracting Authority
	I.1
	Self explanatory – replicate from Contract Notice text.

	Type of Contracting Authority and Main Activities
	I.2
	Replicate from the Contract Notice text.

	Purchasing on behalf of others
	
	Self explanatory – replicate from the contract notice text.

	Contract Title
	II.1.1
	Self explanatory – replicate from Contract Notice. 

 

	Type of Contract
	II.1.2
	Self explanatory – replicate from Contract Notice. Whichever option you have selected in the ‘nature of the contract’ in the preliminary stages, you will now have to choose which type of Services/Works/Supplies contract this is – for example “purchase”.

	Agreement to Publish
	
	Publication of the Notice for Part B services is optional.

	Delivery Location
	
	Replicate from Contract Notice.  Press the ‘Select’ button to select the country “GB – United Kingdom” and press ‘Select’ again.  Now choose ‘UKM – Scotland’ from the drop down menu and press ‘Save’.

	Delivery Location (local)
	
	Replicate from Contract Notice.  Highlight the appropriate location and press “select”.  If necessary, add more delivery locations by pressing “add”, otherwise press “next”.

	Conclusion of framework agreement
	II.1.3
	If a Contract has been awarded leave this field blank.

	Short Contract Description
	II.1.4
	Replicate from Contract Notice.

	CPV Coding
	II.1.5
	Replicate from Contract Notice.
NB: CPV codes changed from September 2008.

Click on “add” and then type in all or part of the appropriate CPV code and then click “find”.  This will bring up a list of CPV codes – to select one, click on the blue number appropriate to the code that you need, and then click “close”.  Repeat the process to add any additional CPV codes relevant to the contract.

	Commodity Categories
	
	In addition to the CPV coding entered in the previous screen, choose one or more relevant commodity categories from the list, pressing ‘select’ and then ‘add’ after each one.  Click ‘next’ once you have finished choosing all relevant categories.

	Covered by GPA
	II.1.6
	Replicate from Contract Notice.

	Total final value of contract(s)
	II.2.1
	Insert the Contract total value or estimated total value for Framework Agreements (or contracts) including any optional extension period(s) or the highest and lowest offers received.  The former is the normal option to follow.  NB: ensure the figures inserted marry with the total inserted in Section V.   

	Award Criteria used to evaluate submission
	IV.2.1

IV2.2
	Self explanatory.  NB: ensure the award criteria and weightings stated correspond with the Contract Notice/ITT and any inserted in the Standstill Letter.  Indicate if an electronic auction has been used.

	Previous Publications – Public Contract Award
	IV.3.2
	Self explanatory – replicate from Contract Notice, and add OJEU Contract Notice reference number.  Ensure you follow the format provided, to marry up this Contract Award Notice with the initial Contract Notice.

	Date of Contract Award
	V.1
	Self explanatory.

	Successful Bidder List – Public Award
	V
	Press the ‘Add’ button to enter the details of the successful suppliers.  This needs to be done for every supplier successful in being awarded a place on the framework.

	Name and Address of Contracting Authority
	V.2

V.3

V.4

V.5
	Contract No: - This is the last 6 digits of the OJEU Reference Number (obtained from Contract Notice).
Title: - This is the official title for the Contract Award Notice – replicate from Section II.1.1).
Offers Received: - Insert the number of tenders received rather than PQQ submissions.

Value of the Contract: - Initial estimate should correspond with Contract Notice, if this is an appropriate comparison.  

Sub Contracted - If it is clear from the bid submission that a sub-contractor will be engaged, the "yes" box should be ticked and the fields below completed.

Details of Successful Bidder – Complete fields as required.

	EU Financed Project
	VI.1
	Self explanatory.  Replicate VI.1 from Contract Notice.

	Additional Information
	VI.2
	Insert any additional information pertinent to the award of this contract.

	Appeals Procedure
	VI.3

VI.3.1

VI.3.2  VI.3.3
	Leave blank the fields called ‘Body responsible for appeal procedures’ and ‘Body responsible for mediation procedures’ as the UK has no body responsible for appeals or mediation procedures.

For supplies and Part A services insert the following text in the “Lodging of appeals” free text box:

“APUC Ltd has incorporated a minimum 10 calendar day Standstill Period following electronic notification (minimum of 15 calendar days for any other means of communication) to unsuccessful applicants of the award decision.
An economic operator that suffers, or risks suffering, loss or damage attributable to a breach of duty under the Public Contracts (Scotland) Regulations 2006 (SSI 2006/1) (as amended) may bring proceedings in the Sheriff Court or the Court of Session”.

For Part B services delete the standstill period wording. If a standstill was used for Part B state explicitly that this was done on a voluntary basis.
Leave blank the field called ‘Service from which information about the lodging of appeals may be obtained’ as the text above highlights all the appeals information necessary to the supplier.



	Contract Duration, Extensions etc.
	
	Please indicate the start and duration of the contract. If there is an option to extend the contract enter the maximum length of the extensions. The payment window should stipulate the number of months after the official contract end date during which you would usually expect to have made all payments relating to the contract to the relevant supplier(s). 

For the field called “Reserved Contracts”, replicate from Section III.2.4 of the Contract Notice.  For a detailed explanation of reserved contracts, please refer to Section 6.5 of the Sector Procurement Manual.  

	Additional Options
	
	Attach any additional documentation useful for suppliers pertinent to the award of this contract.
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