
USER GROUP CODE OF CONDUCT & CONFLICT OF INTEREST DECLARATION
This document is to be completed by each member of the User Group and returned to the Procurement Officer for retaining as part of the procurement’s audit trail
FOR THE PROCUREMENT OF: [insert]
[CONTRACT/FRAMEWORK AGREEMENT] REFERENCE: [insert]
The Procurement Officer for [Institution] together with User Group members are jointly responsible for ensuring that the tendering process, in addition to all communications, meetings, discussions etc. are properly conducted in an equitable and transparent manner and that all documentation and decisions are recorded for provision of a robust audit trail. All communications undertaken as part of the tendering process will be channelled through the nominated Procurement Officer within [Institution] who is responsible for leading the procurement.  All parties are advised that this MUST be the only channel used.
If you are involved in the procurement in any capacity, you must sign the code of conduct below and return this to [name of Procurement Officer].
CODE OF CONDUCT 
IT IS IMPERATIVE THAT:

1. any direct approach by any tenderer in relation to the procurement is IMMEDIATELY advised to the Procurement Officer. It is recognised that some members of the User Group involved with the procurement may have contact with or have to work with existing contractors who are also tenderers. This may also occur with tenderers who were successful/unsuccessful at any pre qualification stage, at conferences or other events.  In these circumstances, User Group members must not enter into any discussions regarding the procurement and must refer any such approaches immediately to the Procurement Officer.
2. a User Group member does not communicate in any form to any tenderer or to anyone outside of the User Group with regards to the procurement, unless authorised to do so by the Procurement Officer (save to the extent required by law).
CONFLICT OF INTEREST

Further to the code of conduct above, anyone involved in the procurement must also declare any potential conflict of interest. Please read the guidance below and sign the declaration at the foot of page 3.. 
IT IS IMPERATIVE THAT;
1) any User Group member who has a conflict, or potential conflict, of interest with the procurement must immediately declare this to the Procurement Officer. This should be documented by the Procurement Officer and may result in exclusion of the member from the User Group and the procurement process. Any relevant changes in circumstances must be reported immediately to the Procurement Officer. 
2) User Group members must declare an interest if;
a) he or she has at any time worked for or intends to work for,and has received payment for that work from, a tenderer or potential tenderer.
b) if he or she has any current personal interest in a tenderer, even if it does not relate specifically to the commodity under review. This may include a User Group member or a member of his/her immediate family having shares in any tenderer likely to bid, having a controlling interest in a potential tenderer as a shareholder, director or senior manager or having any personal relationships with potential tenderers senior employees or managers.
c) the department that a User Group member works in has at any time worked, or intends to work, with a tenderer or potential tenderer on the commodity under review, for example in jointly developing a product or service,  even if the member themselves did not take part or receive personal payment for the work done. 
d) the department that a User Group member works in, or the member himself/herself, is currently receiving, or intends to receive, payment from a tenderer or potential tenderer. This is regardless of whether the payment relates directly to the commodity under review or not.
3) a User Group member must declare an interest if he or she becomes aware that a commodity supplied by a company in which he or she has a current personal interest, or from which the member is receiving, or intends to receive payment, may be being considered by the User Group as an alternative to the commodity under review.
4) in the event that a internal function or department of an Institution is putting itself forward as a tenderer as part of a procurement, for example a university department offering consultancy or print services, no employee of that  institution can be part of the User Group, or must give up any membership that they already hold with immediate effect.
To:
(Insert name of Institution;)
I recognise the importance of the code of conduct in ensuring the proper conduct of the procurement, and I agree to abide by its terms. I confirm that taking part in this User Group not does represent a conflict of interest.  If I am in any doubt as to whether or not an action or situation is likely, or becomes likely, to constitute a conflict of interest, I will immediately consult the nominated Procurement Officer.

Signature
_______________________________________________

Name
_______________________________________________

Job Title

Institution/Organisation

Date

_______________________________________________

PAGE  
	1
	


© APUC LIMITED 2009- See terms of permitted use on the Sector Procurement Manual’s Home page

