RESTRICTED - COMMERCIAL


POST TENDER NEGOTIATION TEMPLATE

Delete this box prior to issue

INVITATION TO TENDER FOR: [insert]

REFERENCE: [insert]

POST TENDER NEGOTIATION (PTN) STRATEGY & RECORD

PTN STRATEGY

N.B. PTN must be conducted in accordance with EU Procurement Regulations and Scottish Public Sector Toolkit guidance: (http://www.scotland.gov.uk/Publications/2006/11/16102303/clarificationandptn#a4)

Key principles:

· a considered and soundly based prospect of improving VFM

· possible to justify the resource costs

· approved by the Head of Procurement (or equivalent) prior to undertaking

· conducted by trained and experience Procurement Officers

· fully documented to provide a clear and full audit trail

	PTN Strategy

	Justification for conducting PTN (Procurement Officer to complete):

	

	Aim of the negotiation (Procurement Officer to complete):

	

	Approval to conduct PTN:

	The PTN Strategy detailed above has been approved by:

...………………………………………… Head of Procurement, [Institution]
……………………………………………Date




	Record of PTN: 

	Date & time PTN undertaken: 

Location: 

Attendees – Tenderer:  

Attendees – [Institution] Procurement Officer/User Group: 

Detail the precise record of exchanges and outcome – written and verbal:



	PTN Record completed by:

…………………………………………………… Procurement Officer, [Institution]
…………………………………………………… Date




N.B. the Tender Evaluation Form must be updated to include the results of conducting PTN to record any revisions to the tenderer’s total score and ranking.
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