B:F Crossdykes Community Benefit Fund

QUOTES AND VALUE FOR MONEY INFORMATION

This document gives information on quotes and value for money, in relation to your Organisation Grant
application to Crossdykes Community Benefit Fund.

1. Evidencing Value for Money

1.1 When reviewing your grant application, costs that you have requested are checked to ensure that
they represent value for money. Applicants are also expected to manage any conflicts of interest
when procuring services or goods.

1.2 In some rural settings, it is recognised that procurement can be more challenging. There may be
fewer suppliers for some types of services and goods, and this will be considered.

1.3 Please follow these notes when completing your application.
2. Number of Quotations Required

2.1 Please provide the following number of quotations from separate suppliers for the services and
goods you intend to purchase with the grant:

Value of item or Number of quotes required Procurement Process Required

service

Under £300 None N/A

£301 - £3,000 At least one or one reference to a | * Please take screenshot, rather than
catalogue / website listing * website link as prices can change

frequently (see 4.2 below)

Over £3,000 At least three or references to 3 None, unless the applicant is unable to
catalogue / website listings * provide three quotes. Requirements in
this case are:

e written correspondence seeking
quotations from at least three
relevant potential suppliers, or

e copy of public advert(s) and details
of duration/location of these.
Appropriate locations might include
the local press, relevant websites
and/or trade journals.

Over £30,000 At least 3 An open procurement tender process
must normally be followed, and a report
on that provided, justifying the preferred
supplier. However, for single-item
purchases, three quotations based on a
specification may be accepted.

2.2  Anitem refers to a budget line rather than an individual item of goods. For example, if your group
is looking to buy 20 high-visibility vests, the total cost of all 20 vests' is the ‘item’, not the cost per
vest. The relevant factor is the cost per type of goods or service, of whatever quantity is being
sought.
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4.2

In some cases, it may be that the applicant is genuinely unable to secure the number of
quotations required for items valued at over £3,000. In this instance, the assessor will seek
further explanation. For example, for rural construction or property repair work, there may not be
three different companies able to visit the site and provide a quote. In such circumstances,
evidence may be requested that suitable efforts to find three suppliers has been made.

For larger grant applications involving the procurement of specialist services over £30,000, e.g.
architectural design, building work community transport, the applicant would be expected to
prepare a detailed specification for the works before finding the best value supplier through an
open procurement process. More information on this process and the evidence required for
larger grants are provided under ‘Contracting Professional Services’ below.

Applicants are encouraged to contact grants@ccbf.org.uk to ensure they understand this process
and what is required. A template tender specification and tender scoring sheet may be able to be
provided.

Quotations

Quotations or tenders submitted as part of an application must:

e Come from suppliers that trade independently of each other and do not share any ownership
of the same businesses.

o |deally come from suppliers that are not linked to anyone on the applicant Group’s Board or
Committee, or any of its staff or volunteers. However, in some cases, this may be unavoidable
if there are limited suppliers in the area. Where there are such links between a prospective
supplier and personnel within the applicant group, evidence will be requested to demonstrate
that the Group has employed good practice in managing conflicts of interest (see 8. below).

o |deally, be valid for at least three months from the application deadline for the fund in question,
or otherwise, come with a certification for the supplier that they will be honoured. If quotations
are not valid for three months, the applicant may be asked how they will deliver the project if
prices increase.

o Where multiple quotes are to be provided, they must be comparable in terms of (as
appropriate): type or nature of product/service, quality, size/quantity of goods.

Quotations Should Include:

¢ An itemised breakdown of costs;

e The supplier’'s address, telephone number and a contact name;

¢ VAT should be included on the quote;

e The supplier’'s company registration number if they are a limited company;

o Evidence of relevant professional qualification(s) and/or accreditation to/membership of
relevant trade bodies or quality assurance schemes as appropriate;

o Evidence that the preferred supplier has current professional indemnity cover in place if
appropriate (NB: all design, building and related services).

Screenshots or photocopies / printouts of catalogue or website listings for products will be
accepted, where these:
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o Contain the specification of the item which can be compared across the evidence
supplied. They must contain a price, and all should be clearly either inclusive or exclusive of
VAT as applicable.

o Are from accessible catalogues or website that can be easily verified.

Quotes within emails can be accepted, however either the body of the quote, or the attachment
must follow the general quote guidance (above) and contain the company name and address,
date, name of the individual within the company supplying the quote, company number etc. The
grant fund administrator may reject quotes that do not meet the requirements set out.

Contracting Professional Services

For many types of large project, the applicant will need to contract qualified professionals to
design, manage and/or deliver the work. The grant fund administrator will need to know how
these professionals have been or will be selected, whether those selected have the correct
experience and qualifications, and whether their fees represent value for money.

As above, a minimum of three quotes will be required for all work in excess of £3,000 in value.
This should be per type of service, e.g. architect, quantity surveyor, or builder.

For grant applications involving services or goods exceeding £30,000, the applicant is expected
to carry out an open procurement exercise for the contract to deliver the work or goods before it
is let. A report on this is expected to be submitted. However, for single item purchases, three
quotations based on a specification may be accepted. For more details on open procurement see
below.

The procurement report would normally be expected to be seen as part of the grant application,
enabling the costs and amount of grant required to be accurately identified. In some
circumstances, however, the group making an award decision may be content to make an award
in principle (up to a set amount) and for the procurement exercise to be conducted thereafter. In
such a case, an open procurement exercise would be a condition of grant, and the final grant
award based on the preferred bidder’s price.

Where the project involves land or building work and a Project Design Team or architect has
already been appointed by the applicant, the procurement exercise may be carried out by those
professionals on behalf of the applicant. They would then also prepare the procurement

report. Alternatively, where the applicant has the relevant skills and capacity, the applicant may
conduct the procurement exercise and prepare the report themselves.

What is Open Procurement?

An ‘open’ procurement process means that the applicant, or the professional acting on their
behalf, has made the contracting opportunity available to as many relevant suppliers as possible.
This means:

e Advertising it via appropriate channels, for example local press, relevant websites, and/or
trade journals, or

o lIdentifying relevant professionals and inviting a reasonable number of these to tender for the
work, via email or letter (providing an audit trial of which and how many prospective suppliers
have been contacted). Reasonable means sufficient for the applicant group to be confident
they will receive a minimum of three tenders for the work.

It is understood that in some cases it may not be possible to source three tenders if the
procurement is for very specialised services or goods. This will be considered this on a case-by-
case basis in light of the services/goods in question and the grant fund administrator’s knowledge
about the local area.
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The applicant should give prospective suppliers sufficient information to compile a detailed and
accurate quotation. This should be via a specification or an ‘Invitation to Tender’ document. All
prospective suppliers should receive the same information, including:

e Adescription of the work or goods required. Ideally this should include any relevant drawings
or technical specifications, e.g. for construction projects, a Bill of Quantities;

e The applicant’s proposed timetable for completion of the work.

e Any skills, qualifications, professional accreditations, membership of trade bodies, or length
of relevant experience that the supplier should possess.

o Alist of criteria that tenders will be assessed against and weighting of scoring across these.
Generally speaking, cost and quality factors would be expected to be balanced at between
30-40% for cost and 60-70% for quality.

e Clarity as to whether VAT and any ancillary costs (e.g. outlays) should be included in the
quotation.

o Information on how the group will receive tenders, i.e. in what format, at what address, and
the deadline for submissions.

7. The Procurement Report — What to Include

7.1 The Procurement Report should include:

e A copy of the invitation to tender;

¢ Evidence that the opportunity to tender has been widely advertised or made available to as
many relevant suppliers as possible. For example, written correspondence with potential
suppliers, copy of public advert(s) with details of locations and duration.

e Details of those who submitted a tender and copies of their tenders including price;
« Notification of the successful bidder and price; and

o Justification for their selection against the criteria adopted.

8. Identifying and Managing Conflicts of Interest

8.1 Ideally quotations will come from suppliers that are not linked to anyone on the applicant Group’s
Board or Committee, or any of its staff or volunteers. However, in some cases this may be
unavoidable if there are limited suppliers in the area.

8.2 Where there are such links between a prospective supplier and personnel within the applicant
Group, please declare them in the relevant section of the application form. Evidence is required
that the Group has employed good practice in managing conflicts of interest. This would include
evidence that:

e those who hold such interests have declared them to the Group’s Committee or Board; and

o those with interest have not been involved in any decision over the selection of the preferred
supplier.

If you require further information or assistance, please email grants@ccbf.orqg.uk.

Separate guidance is available on Projects Involving Buildings or Land and Staff Salaries and
Freelancers
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