RESTRICTED - COMMERCIAL


AWARD RECOMMENDATION REPORT FOLLOWING COMPETITIVE DIALOGUE OR NEGOTITATED TENDER
Note to Procurement Officer: the purpose of this report is to ensure all the pertinent decisions leading to the award recommendation are recorded both for provision of the audit trail and to enable the Head of Procurement (or equivalent) to approve the recommendation as part of their governance and accountability arrangements, ensuring demonstration of separation of duties.  It is recommended the report includes detail on the procurement process followed, the evaluation undertaken, and outcomes which led to the recommendation to award the [Contract/Framework Agreement] to a particular tenderer(s).  It also provides for a section to record any savings made, identifies risks and issues to be managed as part of the contract management process, and any key CSR issues.  
Note that the information contained in this document may enter the public domain (under Freedom of Information or otherwise). Care should be taken to avoid recording unnecessary information which may provide ammunition to a challenger or affect supplier relations.

Text in italics to be inserted/delete where appropriate

Delete box prior to issue

CONTRACT/FRAMEWORK AGREEMENT AWARD RECOMMENDATION REPORT FOR:  [insert]
REFERENCE: [insert]
PURPOSE

This report summarises the process undertaken during the procurement exercise, and recommends that the Contract/Framework Agreement is awarded to [insert successful tenderer(s)] at a total/estimated cost of £XX. 
Insert any other pertinent information.
 The Contract/Framework Agreement encompasses the period [insert] to [insert] [with a XX year(s) option to extend].  [A Lead-In Period of [insert period] months between [insert date] and [insert date] has been allocated to enable the Contractor to adequately prepare for the Commencement Date.]
BRIEF SUMMARY OF REQUIREMENTS

· overview of requirement

· objectives and desired outputs

· other core deliverables
· access to the Contract/Framework Agreement by some/all universities and colleges and affiliated bodies 
· involvement of a User Group/membership of the Tender Evaluation Board
· other pertinent information from the Profile & Commodity Strategy
PQQ STAGE (complete if PQQ stage was undertaken)
Criteria applied: use of the Scottish Public Sector PQQ [and specific additions – list] 
Number PQQS requested:
Number of PQQS received:
Number short listed to enter Dialogue/ Negotiation Stage:

Name of short listed applicants:
PQQ EVALUATION RESULTS (complete if PQQ stage was undertaken)
Summarise results here (including results of any specific checks e.g. references, audited account analysis etc) or attach spreadsheet showing the results of the PQQ evaluation and ranking 
COMPETITIVE DIALOGUE/ NEGOTIATION STAGE
[Procurement Officer to detail the various stage of Dialogue/ Negotiation including number of stages and the names and number of Solutions/Bidders involved at each stage]

TECHNCIAL EVALUATION RESULTS
Summarise results here or attach spreadsheet showing the results of Final Tender/Negotiation evaluation and ranking
Summarise the results of any specific checks e.g. references, Companies House, audited account analysis etc 
FINANCIAL EVALUATION RESULTS
Add table here showing results of financial analysis or attach spreadsheet.  Compare with benchmarking undertaken and state results
AWARD RECOMMENDATION

Based on the results of the PQR, the User Group/Tender Evaluation Board recommend the award of the [Contract/Framework Agreement] to [insert] having demonstrated that they have submitted the [MEAT/lowest price tender].
Detail risks/issues to be managed:
Detail Corporate Social Responsibility issues, benefits, and any cost savings resulting from the procurement exercise:  

Detail VFM savings (cost avoidance, reduction, PTN etc): £ ex VAT.  
Signed:   ………………………………………………
Title:      Procurement Officer, [Institution]
[Add in any User Group signatures if relevant/applicable]
Date:     ………………………………………………
________________________________________________________________
Award Recommendation Report agreed by:

Signed:   …………………………………………………
Title:      Head of Procurement (or equivalent) and/or Budget Holder, [Institution]
Date:     …………………………………………………
Note to Procurement Officer: 
Once the award report has been authorised, notify your eProcurement team of the lead–in period or period of time allotted to allow them to carry out eProcurement testing and confirm availability of contracted content at level 2 in PECOS. 
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