
Development of the role and its relationships

UCFOG

UPCOG

Purchasing 
Solutions

Progress collaborative projects, identify 
areas of potential collaboration, develop 
collaborative role and procedures for 
procurement and Contracts officers group

Advise and comment to UPCOG on the 
development of the collaborative process

Assist UPCOG develop the collaborative 
process through : Research, coordination, 
evaluation, legal, commercial and 
administrative advice and support.

CHIU 
Secretariate 
assistance



Reporting to UCFOG

Project  Team
&

Chairpersons

UPCOG

Purchasing 
Solutions

Report  quarterly on the progress of 
collaborative projects,  current challenges, 
identify areas of potential collaboration, 
report on development of role and 
procedures for the group

Project Team involves rotating roles.
Communicate between CHIU, UCFOG 
and UPCOG  and/or Chairpersons as 
required.

Assist / coordinate UPCOG  with the 
preparation of  monthly / quarterly reports 

Monthly  & 
Quarterly 
Project

Updates by
Lead Buyer

Agree Work 
Plan
&

Priorities

UCFOG
Review, comment, agree and priorities 
recommendations based  on quarterly 
UPCOG report



Executive Overview of the User Group Process



The Collaborative Process

Research and identify 
collaborative projects

Identify appropriate 
collaborative process

Bench mark pricing 
and sharing 
information

Group tender process with 
individual university selection 
and contract award

Group tender 
process, selection 
and contract award

Type 1 Type 2 Type 3



Managing the Collaborative Process

1. PHASE 1 : Initiating the Project Team & Identifying Collaborative Projects

2. PHASE 2 : Developing a Project Plan & Communicating to Key Users

3. PHASE 3 : Determining the Need for EU Competition

4. PHASE 4 : The Tendering Process

5. PHASE 5 : Call for Competition & Issuing Tender Documents

6. PHASE 6 : The Tender Evaluation Process

7. PHASE 7 : Awarding the Contract



WHO
Procurement

PHASE 1 : Initiating the Project Team & Identifying Collaborative 
Projects

Identify possible Projects Initiate / Nominate Project Team

Project  Team
Consult / Inform Key Users as Required

Identify spend and spend growthBench mark pricing cost analysis from other 
universities including UK and other sectors

Select Projects

Identify commonality across the 
universitiesIdentify  potential  suppliers

Supplier meetings to establish feasability and 
targets

Project  Team

Identify other cost saving 
opportunities

Make recommendations on type of collabrative process, targets, 
identify potential cost savings from joint  tendering, process 

changes, new technology opportunities, single market opportunities, 
e-commerce, new materials, practice in other markets  

Project  Team

Project  TeamAgreement to Proceed



WHO
PHASE 2 : Developing a Project Plan & Communicating

Agreement to Proceed ProcurementConfirm Project Team

Project TeamDraft Project Plan

Communicate with key 
users within individual 

universities request input 
on opportunity and 

potential project target 
and timing

Project  TeamIdentify key users and/or

Chairpersons (if required)
Update recommendations based 

on communication

Project  TeamFormal Agreement to Proceed

Update project plan Project Team

Commence Tender 
Process

Project  Team



PHASE 3 : Determining the Need for EU Competition
WHO

Commence 
Tender Process

ESTIMATE CONTRACT ‘VALUE’

-overall cost

- value over the FULL term if greater than 12 
months

Project  
Team

MINIMUM THRESHOLDS

1. Supplies: >  € 236,000  

2. Services: > €236,000

Project  
Team

Use National 
Procedures

Over EU 
Threshold ?

NO

YES

Project  
TeamCommence  EU 

Tender Process



PHASE 4: The Tendering Process
WHO

Commence  EU 
Tender Process

Establish relevant directive that applies:
Supply  Contracts 93/36/EEC
Service Contracts 92/50/EEC
Works Contracts 93/37/EEC

Utilities 93/38/EEC

Project  Team

Project  Team

Determine  Tender  Type 
Open/Restricted/*Negotiated (not common)

Project  Team

Publish  Individual Prior Information Notice 
(PIN), in OJEU if planning  horizon is 

sufficient, in specified format depending on 
contract type Project Team

RESTRICTED TENDERING OPEN TENDERING

* Options of restricted and negotiated procedures are available if required (Accelerated Restricted and Accelerated  Negotiated). Given that 
for collaborative tendering the open or restricted procedures will be used  primarily,  the process outlined will focus on these.



PHASE 4: The Tendering Process (continued)
WHO

RESTRICTED TENDERING OPEN TENDERING

Define Minimum Selection 
Criteria for Contract Notice

•Description of requirement

•Financial economic standing

•Technical Requirements

Develop Detailed Specifications, 
Minimum Selection Criteria and Contract 

Award Criteria.

Begin discussing ‘weighting criteria’ 
with users  to include in tender document

Project  Team

Finalise Tender Document & Contract Project  Team

Publish Notices in OJEC, in specified  
format depending on contract  type

Project  Team

Advertise in National /Local press for 
Open Tendering or as per National 

Procedures
Project Team

Call for Competition
Finalise Tender Document 

and Contract
Project Team



PHASE 5: Call for Competition & Issuing Tender Documents
WHO

Allow Appropriate Time Limits for Supplier Proposals/ Requests 
to Participate Project Team

OPEN TENDERING

• 52 days (minimum)  for 
ALL interested suppliers if no 
PIN was published to respond

•If PIN published, 36 days 
(minimum) for responses

RESTRICTED TENDERING

• 37 days (minimum)  for 
requests to participate 

• after this time,develop a short-
list based on selection criteria as 
specified in the contract notice

NOTE: PIN NOTICE
Reductions to time limits 
only if FULL information 
published at least 52 days 
and not more than 12 
months before dispatch of 
notice

Issue Tender Document to suppliers as per the dates 
published in the contract notice. 
Finalise weighting criteria with key users.

Call for 
Competition

Project Team

Project Team

Respond to suppliers 
queries and questions 
ensuring ALL 
suppliers are issued 
with any additional 
relevant information 
during the tender 
process

Member of 
Project TeamMaintain a register of tenders issued and returned

Receive supplier tender  responses by  date specified

• Open Tendering: 52 days (36 days if PIN published)

• Restricted Tendering: 40 days (26 days if PIN published) 
Member (s) of 
Project Team

Open tenders 
on date 

specified



PHASE 6: The Tender Evaluation Process
WHO

Open tenders on 
date specified 

Circulate admissable tenders 
to evaluation team including 

evaluation instructions

Project  Team

Project  TeamInitial supplier evaluation 
process

Evaluate scores including 
selection team comments

Project  Team

Evaluate scores including 
selection team comments and 
recommend most economically 
advantageous tender

Formal  recommendation

Select / agree short list

Final supplier evaluation 
process / meetings

Winner Agreed

Project  Team

Project  Team

Project  Team 

Project  Team



PHASE 7: Awarding The Contract
WHO

Award Contract & Develop
Service Level Agreement (SLA)

Agree final contract and SLA
and  sign

Winner 
Agreed

Project  Team

Project  Team
Agree Implementation  Plan

Project  Team

Debrief other candidates / send 

letters of  regret 

Project  Team

Publish award notice in OJEU no
later than 48 days after awarding

the contract
Project  Team

Commence 
Supplier Management

Process Internally
Key users and Procurement Officer
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