
1.	 Overview 
Within RBGE our procurement procedures vary according to the nature, cost and complexity of the products or services being purchased.
Contracts valued above £50,000 are generally advertised on the Public Contracts Scotland website, except where there’s a justifiable need to pursue a different procedure. Our procedures are in line with Scottish Procurement’s guidance and based on its Procurement Journey routes.
For all purchases between £10,000 and £50,000, written invitations to quote should be issued to at least three suppliers again generally advertised on the Public Contracts Scotland website  using the Quick Quote facility except where there is a justifiable need to pursue a different procedure   
Suppliers and contractors can access details of all Scottish public sector contracts for free through the Public Contracts Scotland portal. You can also register for free email alerts about new tender opportunities.
View our procurement policy and procedures manual


[bookmark: _GoBack]2.	Selection of retail products 
The Royal Botanic Garden Edinburgh gift shops are well known among our visitors for the wide range of quality goods they sell. Suppliers are welcome to approach us with details of appropriate products that we might consider for resale in our retail outlets.
Products must be:
· commercial
· relevant to the gardens and to Scotland and its history
· high quality
· competitively priced
· able to complement other products within our range
You may submit product samples at your own risk. We will return or you can collect any samples we’re not interested in selling. The Royal Botanic Garden Edinburgh cannot accept responsibility for any damage or loss to goods that may occur in transit.
Contact
Retail Manager
Botanics Trading Company
Royal Botanic Garden Edinburgh
Arboretum Place
Edinburgh
EH3 5NZ
Telephone: 0131 248 2958
Email:  s.elliott@rbge.ac.uk
3.	Payment of suppliers 
The timing of payments is set out in our general conditions governing the terms of business. Payment should be made within 30 days of receipt of goods/services or the presentation of a valid invoice or other valid demand for payment, whichever is the later.
In practice, however, we make payments sooner, in line with the Scottish Government target for paying invoices within 10 working days of receipt. Many suppliers will thus receive payment before the date their contractually agreed terms would suggest.
We consider a payment to have been made when a BACS payment is committed or a cheque is posted. Disputed invoices are processed for payment from the date the dispute was resolved.
4.	Standard conditions of contract 
We use standard conditions of contract for all straightforward purchases and contracts.  They may be viewed at www.rbge.org.uk/potandc. 
Bespoke conditions are used for more complex and high value contracts. 
5.	Sustainable procurement 
We see the need for sustainable procurement in all of our purchasing activities and manage this in accordance with the Sustainable Procurement Action Plan.
Following the 10 Steps to Sustainable Procurement laid out in the action plan is helping us work towards effective sustainable procurement.
Sustainable procurement is:
A process whereby organisations meet their needs for goods, services, works and utilities in a way that achieves value for money on a whole life basis and generates benefits not only to the organisation, but also to society, the economy and the environment.


6.	Procurement Strategy
In accordance with the Procurement Reform (Scotland) Act 2014 RBGE have published a procurement strategy which has been endorsed by an organisational owner at board level.  This strategy sets out how it intends to ensure that its procurement activity delivers value for money and contributes to the achievement of the authority’s broader aims and objectives, in line with Scotland’s National Outcomes.  In accordance with the Act RBGE will produce a report on the strategy in May 2018.


7.	Contract Register
Information about regulated contracts awarded by RBGE since 18 April 2016 can be obtained from our contract register on Public Contracts Scotland
http://www.publiccontractsscotland.gov.uk/Contracts/Contracts_Search.aspx?AuthID=AA11182
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1.	Introduction and scope 

This manual provides guidance on the rules that apply to RBGE staff who are involved in procurement activity. Adherence to the policies set out in this manual is mandatory for RBGE staff. 

The scope of public procurement ranges from the purchase of routine supplies or services to formal tendering and placing contracts for large projects. 

This manual should be read in conjunction with the Scottish Procurement Policy Handbook (applicable to the wider public sector, including RBGE), the Construction Procurement Manual (managing or delivering construction/works projects), the " Procurement Journey" (a toolkit providing practical guidance on procurement procedures) and other guidance issued by the Scottish Procurement, including Scottish Procurement Policy Notes (which provide updates on legal and procurement policy developments). Version 6 8 January 2019 



The rules set out in the Scottish Procurement Policy Handbook and in this manual are designed to ensure that procurement activity is: 

· focussed on the delivery of Value for Money (VfM); 

· conducted to high professional standards and to the relevant legal requirements; and 

· overseen by appropriately trained and authorised staff to minimise the risk of legal challenge to RBGE and its employees. 



2.	Definition 

'Procurement' is the process of buying goods, services and works from external suppliers. The procurement process begins when a need to buy something is identified and will generally end after the contract is awarded. Contract management will be carried out throughout the duration of the contract. The role of contract manager is usually performed by the business area for whom the contract has been awarded. Information on contract management is available in the Procurement Journey. 





3. 	Key principles of procurement policy 

EU procurement obligations and principals 

All procurement activity must comply with European Union (EU) principles of: 

· transparency 

· equal treatment and non-discrimination 

· proportionality

· and mutual recognition 



Legal aspects 

Contracts for the procurement of goods, services and works must be in writing and awarded by a Delegated Purchasing Officer (DPO) with relevant Delegated Purchasing Authority (DPA). A list of Officers with DPA within RBGE are held in the Findocs system which is managed by the Finance Section within RBGE. 

Separation of duties 

The roles of budget holder/customer and DPO should be kept separate (see section 4.3 within this document). 

Value for Money 

Contracts should be awarded on the basis of VFM (see section 6 within this document). 

Buying sustainably 

Purchasers must consider sustainability in their procurement activity (see section 7 within this document). 

Competition 

Contracts must be awarded through genuine and effective competition unless there are exceptional reasons to the contrary (see section 8 within this document). 

Consultancy services 

The procurement of consultancy services must adhere to Consultancy Procedures (see section 8.2 within this document). 

Procuring ICT Goods or Services 

The procurement of ICT goods or services must adhere to agreed procedures (see section 8.3 within this document). Version 6 8 January 2019 

Procuring Design, Printing, Publishing, Photography and Reprographics Services 

The procurement of publishing, photography and reprographics services must adhere to agreed procedures (see section 8.4 within this document). 

Ethical standards 

DPOs must adhere to and apply the highest ethical standards in their procurement activity (see section 10 within this document). 



4. 	Procurement roles/responsibilities and compliance 

4.1 	Delegated Purchasing Authority (DPA) 

The Director of Corporate Services (DCS) is responsible for the scheme of Delegated Purchasing Authority (DPA) RBGE. 

DPA within RBGE is awarded to officers who carry out the process leading up to and including the award of a contract and any subsequent contract changes for goods, services and works, or enter into a contract for goods, services and works 

DPA is: 

· required for competition of contracts where there is not an existing contract/framework agreement. It is also required for running mini-competitions against an authorised framework agreement; 

· granted to RBGE individuals by the Head of Resources and Planning or nominated representative and will be in writing based on the training/experience of staff concerned; 

· personal to an individual only whilst occupying their current position unless they are seconded to another post within RBGE to carry out their procurement role in that post. DPA does not automatically transfer to their successor should they leave their current post nor does it transfer with them to another post. If DPA is to be withdrawn by the DCS for any reason this will be confirmed in writing. 

DPA is not: 

· to be confused with financial/budgetary authority; 

· required to purchase goods, services or works from contracts awarded by RBGE, or single supplier framework agreements where the organisation has approval to utilise agreements; and 

· the authority to approve a contract without following a genuine and effective competition - Non Competitive Action (NCA) (see section 8.1 within this document). 



RBGE individuals with DPA are known as Delegated Purchasing Officers (DPO). A list of staff within RBGE from the FindDocs procurement system with DPA is held by Finance Section on the Findocs system. 

The attached flowchart confirms the steps which should be followed when a new member of staff joins RBGE who has DPA 









4.2 Commitment of a contract 

A contract is a legally binding agreement between RBGE and one or more suppliers for the supply of specified goods, services or works. The contract sets out details of what RBGE is buying, from whom and the rights and obligations of the parties. 

It is RBGE policy that all contracts are awarded by a DPO with the appropriate level of authority using primarily a Purchase Order from the FindDocs system. The Government Procurement Card, RBGE Credit Card or a Bank transfer are also available in exceptional circumstances. 

It is also RBGE policy that a contract reference number must be obtained for the purchase of all goods/services >£10K which will be sourced outwith a collaborative or local contract. Contract reference numbers can be obtained from the CGPSS on-site personnel/resource. 

All purchases made using the Government Procurement Card (GPC) must comply with the GPC procedures (available on the intranet) and the competition thresholds where appropriate listed in Section 8 below. 

All contracts awarded by RBGE should normally be subject to Scots Law. This is provided in the RBGE Terms and Conditions ; these have been designed for straightforward or routine purchases of goods or services. Any proposed change, amendment or alternative form of conditions by the DPO or supplier should in the first instance be referred to the Central Government Procurement Shared Services (CGPSS) on-site personnel/resource for approval and, in the case of high risk or high value contracts, legal advice should be sought before agreeing to non-standard contract conditions. 



4.3 Separation of duties 

It is RBGE policy that an individual who has obtained budgetary approval for a project cannot thereafter sign off the procurement recommendation or award the contract. Separation of duties provides necessary safeguards against impropriety or unethical practice and to ensure achievement of value for money. 

In the case of works contracts, roles and responsibilities are set out in the Scottish Public Finance Manual (SPFM). 



5.	Legal framework 

(Policy Handbook Reference http://www.scotland.gov.uk/Publications/2008/12/23151017/5) 

Public sector procurement in Scotland takes place within a framework of rules including: 

· EU Directive 2014/24/EU (“The Public Procurement Directive”) 

· EU Directive 2014/25/EU (“The Utilities Directive”); 

· EU Directive 2014/23/EU (“The Concessions Directive”) and 

· The Procurement Reform (Scotland) Act 2014 



Formal challenges and complaints may be brought against RBGE alleging a breach of these rules. The consequences of a successful challenge may, depending on the nature of the breach, result in RBGE being fined; the duration of a contract being shortened; award of damages against RBGE; and reputational damage to RBGE. 



Any challenges must be raised with the Head of Resources and Planning and any correspondence from legal advisors challenging the procurement process or contract award decision must be forwarded to; CGPSS on-site personnel/resource. 





6.	Value for Money (VfM) 

(Policy Handbook Reference http://www.scotland.gov.uk/Publications/2008/12/23151017/6) 

The Scottish Model of Procurement places an emphasis on value for money being a result of an appropriate balance between cost quality and sustainability. Contracts should never be awarded on the sole basis of lowest price or lowest cost. 



7.	Buying sustainably 

(Policy Handbook reference: http://www.scotland.gov.uk/Publications/2008/12/23151017/11) 

RBGE is committed to buying goods, services and works in a sustainable manner. 

· RBGE is working towards adopting the approaches to sustainable procurement outlined in the attached Sustainable Procurement Action Plan 







8.	Competition 

(Policy Handbook Reference http://www.scotland.gov.uk/Publications/2008/12/23151017/7) 

It is RBGE policy that goods, services and works must be awarded through genuine and effective competition unless there are convincing reasons to the contrary (see section 8.1 below). 

Before commencing a new competition, the availability of existing contracts and framework agreements awarded or approved by RBGE, Scottish Procurement or other public sector organisations must be considered. New competitions should normally only be launched where the requirement cannot be met through an existing contract. 

It is RBGE policy that DPOs must use Public Contracts Scotland (PCS), national advertising portal when advertising goods, services and works contracts subject to the guidance below. The following procedures based on the value of the requirement should be adhered to:- 



		8.1. Competition for Goods and Services £0 and £5000



		All contracts with an anticipated value of between 

£0 and £5,000 (excl. VAT) for Goods, Services and Works

		Where there is no contract / contracted supplier in place, the aggregated spend for the commodity does not justify the creation of a contract, and the spend does not exceed the thresholds set out below, the DPO should be satisfied that value for money has been achieved



		8.2. Competition for Goods and Services £5,001 and £10,000 (excl. VAT) 



		All contracts with an anticipated value of between 

£5,001 and £10,000 (excl. VAT) for Goods and Services 

		Documentary evidence should be retained to show that Value for Money has been obtained (e.g. through a price comparison of at least 3 quotes). This evidence should be attached to the FindDocs purchase order. Further information regarding attaching documents to FindDocs can be found by following this link. 



		8.3. Competition for Goods and Services £10,001 and £50,000 (excl. VAT) and £2,000,000 (excl. VAT) for Works 



		All contracts with an anticipated value of between £10,001 and £50,000 (excl VAT) for Goods and Services and £2,000,000 (excl. 

VAT) for works 

		These contracts should be forwarded to the CGPSS on-site personnel/resource for action/assistance. These contracts should be advertised using the Public Contracts Scotland quickquote portal It is RBGE policy that for all contracts where the estimated value of an individual purchase or aggregated spend over the life of a contract is 

>£10K excluding VAT, a contract reference number must be obtained from the on-site procurement resource. The contract must also be recorded in the RBGE Contract Register. 



		8.4. Competition for Goods and Services £50,001 and above (excl. VAT) and £2,000,001 (excl. VAT) and above for Works 



		All contracts with an anticipated value of 

£50,001 and above (excluding VAT) for Goods and Services and £2,000,001 (excluding VAT) for works 

		These contracts should be advertised on PCS. The value of the contract is the total amount, net of VAT, which the RBGE expects to pay over the full duration of the contract (including any options to extend). Decisions not to use PCS should be objectively based and documented in the Procurement Brief. 







8.5. Purchases Using the Government Procurement Card (GPC) 

All purchases made using the Government Procurement Card (GPC) or Credit Cards must comply with the above competition guidance. 

8.6 Non Competitive Action (NCA) 

It is RBGE policy that goods, services and works must be bought by genuine and effective competition. NCA is only granted in exceptional circumstances. It is strictly limited to situations where competition is not deemed appropriate (further information can be obtained from the on-site CGPSS personnel/resource).







The on-site CGPSS personnel/resource must be consulted about any proposal to award a contract without competition before using the ‘Application for NCA’ form. For NCA procurements up to £25,000 (excluding VAT), approval must be obtained in advance from the Head of Resources and Planning. All requests to proceed with NCA for procurements over £25,000 must be approved in advance by Scottish Procurement. 

In all cases the guiding principles are that NCA approval is granted by someone other than the DPO who will undertake the procurement to ensure adequate separation of duties. The NCA justification and approval must be retained by the DPO and a copy should be forwarded to the on-site CGPSS personnel/resource for inclusion in the contract register.

8.7 Consultancy services 

It is RBGE policy that robust procedures must be followed for the engagement of consultancy services to ensure that these resources are used sparingly, appropriately and effectively. Before any procurement process takes place a business case must be prepared and approved based on the amount that RBGE expects to pay for the requirement. The Scottish Government guidance on the definition of consultancy services is included in the attached document. 





	



		Table 3: Non Departmental Public Bodies Consultancy Approval Controls Projected Expenditure 

(excluding VAT) 

		Approval Levels 



		£100,000 and above 

		Expenditure must be approved by the Cabinet Secretary for Infrastructure, Investment and Cities and Cabinet Secretary for Finance, Employment and Sustainable Growth except in the case of Scottish Enterprise and Highlands and Island Enterprise where the Chief Executive will approve all consultancy contracts over £100,000. 

Submissions for approval must be endorsed by the Regius Keeper 







8.8 Procuring ICT Goods or Services 

ICT has access to a number of discounted purchasing schemes by virtue of RBGE’s position as a Central Government organisation, an educational establishment and a registered charity. For purchasing goods such as consumables you should contact ICT to obtain details of a recommended supplier and pricing. For all computing and general ICT equipment you should contact ICT to seek advice and ascertain suitability prior to ordering. For all items you may either ask ICT to raise the order (see below) or raise it yourself, ensuring that you mark the ICT flag in the FindDocs order as part of that process.

If you subsequently decide to ask ICT to purchase on your department's behalf you should mail ICT Service Desk with full details of what you wish to buy together with your department code, budget code, project code (if applicable) and activity code, all of which are required to raise an order in FindDocs. 

System Maintenance and Support Contracts 

If your department has previously purchased a large ICT system or service (usually as a capital item) then you would normally have included an initial support period. Beyond that period you should not automatically renew it with the same supplier, but, in conjunction with ICT, should conduct a formal review of options to establish whether other suppliers can provide ongoing support and/or maintenance which provides better value for money. Please contact ICT approximately 3 months prior to contract renewal. Your department should maintain evidence of the process. 

8.9 Procuring Design, Printing, Publishing, Photography and Reprographics Services 

The Publications Manager has access to a number of discounted purchasing schemes as RBGE is a government organisation, an educational establishment and a registered charity. When purchasing publishing photography and reprographics services you should contact the Publications Manager to obtain details of a recommended supplier and indicative costs. 

9. Contract management 

A RBGE contract manager should always be appointed to manage any contract for goods, services or works. Contract Management Guidance is provided in the Procurement Journey. 

10. Ethical standards 

It is RBGE policy that staff must preserve the highest standards of honesty, integrity, impartiality and objectivity in all dealings with suppliers and potential suppliers as detailed in the Scottish Procurement Policy Handbook and the RBGE staff handbook on green pages. 

11. Fraud response procedures: external fraud 

The RBGE policy on the detection, reporting and handling of fraud is available in the Scottish Public Finance Manual and will be in accordance with the Fraud Response Procedures which includes reporting it to the Fraud Response Co-ordinator without delay. All cases of external fraud should also be reported to the Co-ordinator. 

12. Risk Management 

Risk Management is a critical and continuous process, and appropriate Risk Assessments should be undertaken, reviewed and managed throughout the procurement journey. 

Risks and issues identified should be documented in a Risk & Issue Register. All risks and issues should have clear mitigating actions, appropriate owners and a review date. Risks and issues may be fed into a central organisational risk register so that any overlap can be recognised.http://www.scotland.gov.uk/Topics/Government/Procurement/buyer- information/spdlowlevel/risk






Annex A: related areas of interest 

The Scottish Procurement Policy Handbook also provides policy on: 

· Working with suppliers

· Health and Safety 

· Innovation 

· Management Information 

· Gateway Reviews 

Further information on Scottish Procurement is available. 



Annex B: glossary 

· Competition 

contracts must be awarded through genuine and effective competition unless there are convincing reasons to the contrary. 

· Contract 

is a legally binding agreement between RBGE and one or more suppliers for the supply of specified goods, services or works. The contract sets out the details of what RBGE is buying and being delivered with and the rights and obligations of both of the parties. 

· Contract register 

register of all RBGE contracts. Each DPO is responsible for submitting it to on-site CGPSS personnel/resource on the award of each contract. 

· Delegated Purchasing Authority (DPA) 

is the authority to enter into a contract for goods, services and works and oversee the process leading up to and including the award of a contract and any subsequent changes. 

· Delegated Purchasing Officer (DPO) “the Purchaser” 

a permanent RBGE individual with Delegated Purchasing Authority, “The Purchaser” 

· Framework agreement 

is an agreement between RBGE and one or more suppliers for the supply of specified goods, services or works over a set period of time. The framework agreement has agreed terms and conditions and a pricing structure defined. The main difference between framework agreement and a contract is that a framework does not state the quantity of the goods, services or works, or when they will be bought. Individual contracts specifying the quantity and timescale are awarded under the terms of the framework agreement. 

· Government Procurement Card (GPC) 

is a corporate charge card used for low value, ad-hoc purchases that are not covered by existing contracts or framework agreements. 

· Non Competitive Action (NCA) 

is an approval process which permits a contract without competition to be awarded. 

· Procurement 

is the process of buying goods, services or works from external suppliers. 

· Procurement Journey 

a toolkit providing practical guidance on procurement procedures. 

· Public Contracts Scotland (PCS) 

the national advertising portal used to advertise all RBGE goods, services or works contract opportunities.

· Scottish Procurement Policy Notes (SPPN) 

guidance issued by Scottish Procurement providing updates on legal and procurement policy developments. 

· Scottish Public Finance Manual (SPFM) 

provides guidance to RBGE and other relevant bodies on the proper handling and reporting of public funds. 

· Sustainability 

a process whereby RBGE meet their needs for goods, services, works in a way that achieves VfM on a whole life basis and generates benefits not only to RBGE, but also to society, the economy and the environment. 

· Value for Money (VfM) 

the optimum combination of whole life costs and quality to meet the customer's requirement

Version 6 8 January 2019 
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RBGE SUSTAINABLE PROCUREMENT ACTION PLAN






INTRODUCTION


Sustainable procurement can be defined as:


"A process whereby organisations meet their needs for goods, services, works and utilities in a way that achieves value for money on a whole life basis and generates benefits not only to the organisation, but also to society, the economy and the environment".   Sustainable procurement is not new to Scotland - many organisations, including the Royal Botanic Garden Edinburgh, have been purchasing sustainably in various ways for a number of years.


This Action Plan outlines a whole organisation approach to successful sustainable procurement. A whole organisation commitment to making more sustainable choices is required to deliver sustainable procurement. This means identifying more sustainable ways of meeting requirements and designing sustainable procurement specifications accordingly. The approach should address the social, economic and environmental implications of product and service choices. It should embrace whole life costing and address how aspects such as design, manufacturing materials, operating costs, energy consumption, waste and recycling options support a more sustainable approach.   Adoption of the Action Plan will contribute to improved sustainability in procurement activity and will also make a significant contribution to Climate Change targets.


It is important to note that sustainable procurement does not relate solely to environmental issues but also includes social issues, for example equalities, diversity and fair and ethical trading and economic issues, for example opportunities for small and medium sized enterprises and Third Sector organisations to successfully compete for public contracts


GOVERNANCE


The Procurement Group within the Environmental Management Group will drive sustainable procurement by:


· Involving relevant staff in the development of specifications; 


· Reporting progress via additional information provided in the Contracts Register 


· Meeting regularly to discuss progress


The Board will keep progress under continual review to ensure that sustainable procurement is embedded across RBGE and that new sustainable supply solutions are encouraged. The Board will consider further opportunities to promote sustainable procurement as appropriate


ACTION PLAN


This Action Plan sets out  key steps and associated actions which RBGE will implement to effect sustainable procurement.


Key Steps.


· COMMITMENT WITHIN THE ORGANISATION


· MAKING THE COMMITMENT PUBLIC


· ORGANISATIONAL BUY-IN


· PRIORITISING


· SPECIFYING SUSTAINABLY


· SUSTAINABILITY IN THE PROCUREMENT PROCESS


· WORKING WITH SUPPLIERS


· PUBLICISING YOUR SUCCESSES


1. COMMITMENT WITHIN THE ORGANISATION


Senior Management must demonstrate leadership and a genuine commitment.   


ACTION 1.1: Nomination of a senior management champion for Sustainable Procurement 


2. MAKING THE COMMITMENT PUBLIC


A public commitment to sustainability demonstrates commitment both to staff and external parties including suppliers and potential suppliers.


· The commitment should be made public through websites, publications and policy procedures.


· It will cultivate an expectation amongst suppliers that they should focus on supplying goods and services in a more sustainable manner.


ACTION 2.1: Public commitment by RBGE to Sustainable Procurement to appear on websites and relevant internal and external communications.


3. ORGANISATIONAL BUY-IN


Sustainable procurement is a product of sustainable thinking throughout the whole organisation. The organisation must share the drive, responsibility and the commitment and this should be reflected in policies, strategies and procedures.


ACTION 3.1: Awareness raising.


4. PRIORITISING


· Making use of collaborative contracts and framework agreements which already offer sustainability advantages


· Supporting the inclusion of sustainability aspects into future contracts


5. SPECIFYING SUSTAINABLY


[bookmark: _GoBack]The greatest benefits arise through embedding sustainability into the earliest stages of procurement - when requirements for goods and services are being identified, justified and planned. It is at this crucial stage, before the procurement specification is defined, that detailed requirements can be reviewed in the light of sustainability, market capability and value for money. Contract Strategies for all regulated procurements should include a "Sustainability Test" which takes full account of sustainability issues, including:


· Testing whether requirements can be reduced or avoided altogether by delivering the outcome in some other way


· The need for cost-effective requirements taking account of whole life costs including purchase, installation, running costs including energy costs and disposal costs


· Ensuring requirements take account of social, economic and environmental issues where appropriate


How essential requirements can be defined to minimise resource consumption - reduce, reuse and recycle.


As mentioned previously there are three strands to sustainable procurement - Social, Economic and Environmental. A few indicators of how these individual elements can be addressed in procurement activity are given below.


Social aspects


Consideration must be given to:


· Usability for all those who will be affected by the goods or services covered by the contract


· Whether diversity and equality issues have been addressed


· Whether the documentation is in plain English


· Whether the terms and conditions are appropriate for the nature of the contract and any associated risk


· How the requirement is going to be advertised


All of this can assist organisational commitments on diversity and equality and encourage interest from a wide range of suppliers including smaller suppliers and Third Sector organisations.


Supported Businesses and Factories


Guidance has been published by the Scottish Government explaining the provision in the Public Contracts (Scotland) Regulations which makes it possible to reserve a requirement for competition by Supported Businesses and Factories. Note that the Guidance produced by the UK Government's Office of Government Commerce has been updated.


6. WORKING WITH SUPPLIERS


The social and economic aspects of sustainable procurement include giving all suppliers an equal opportunity to compete for business. In order to do that potential suppliers need to understand what is required of them.


RBGE via our Publicly facing contracts register, Procurement Policy and Procedures Manual and tender documentation will facilitate this.  


RBGE will ensure that requirements are given adequate publicity as required by legislation and are advertised in such a way that they attract the attention of an appropriate range of suppliers. 


RBGE uses The Public Contracts Scotland on-line portal which provides a single facility for suppliers and purchasers alike, where Scottish public sector requirements can be advertised. The portal supports publishing contract advertisements on OJEU where above EU threshold requirements must still be advertised and it provides a point of reference for below threshold requirements and free e-mail alerts to suppliers. 


7. PUBLICISING YOUR SUCCESSES


As RBGE makes progress, we will publicise our successes. This will demonstrate progress to internal and external stakeholders and emphasise the message to suppliers that the organisation is committed to Sustainable Procurement allowing them to prepare accordingly.
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FMS - RBGE - Policy and Procedures - NCA form.xlsx

NCA App Form


			Application for Non Competitive Action Procurement





			NCA Procurement Guidance must be read prior to submitting a request. 


						Please complete this application form and email to:





						Customer Details


						User ID *						* If SCOTS						Grade


						Title			Mr			First Name						Last Name


						Directorate


						Division


						Branch


						Full Address			Royal Botanic Garden Edinburgh, Inverleith House, Inverleith Row, Edinburgh, EH3 5LR


						Email												Telephone





						Proposed Contract Details


						Supplier Name									Contract Title


						Type of Contract									Contract Start Date


						Value £ (exc VAT)									Duration (in months)


						Scope of Contract

















						Is the request an amend/change to an existing contract?															No


						If so, was the contract competitively tendered?


						If so, has the contract been previously amended?


						Is the request for Consultancy Services?															No


						If so, do SG consultancy procedures apply?


						I confirm that the contract cannot be delivered from a Collaborative Procurement.															Yes





						Justification for NCA




















									T

















http://intranet/InExec/SEAndMe/Finance-Procurement/PolicyGuidance/NCA


()


			Grade			Title			Type of Contract


			A3			Dr 			Goods


			A4			Miss			Service


			B1			Mr			Works


			B2			Mrs


			B3			Ms


			C1


			C2			Yes


			C3			No


			SCS - Deputy Director 1


			SCS - Deputy Director 1A


			SCS - Director General


			SCS - Director


			SCS - Permanent Secretary








D


			Addresses


			Benmore Botanic Garden, Dunoon, Argyll, PA23 8QU


			Dawyck Botanic Garden, Stobo, Near Peebles, Scottish Borders, EH45 9JU


			Logan Botanic Garden, Port Logan, Stranraer, Dumfries & Galloway, DG9 9ND


			Royal Botanic Garden Edinburgh, Inverleith House, Inverleith Row, Edinburgh, EH3 5LR
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Documentation Control 
 
This guidance is owned and maintained by the Scottish Government’s Scottish Procurement. 
 
 Effective Date  Changes Made 



 
Version 1.0 Effective from 8th 



Dec 2008 
 



Endorsed by the Scottish Government Strategic Board 



Version 1.1 Effective from 
12th Mar 2009 
 



1. Small clarification on definition of IT Consultancy 
scope (Part 2, Table 1) 



2. Addition of footnote on Social Research DPA  
(Part 4, Table 3) 



 
Version 1.2 Effective from 



24th Apr 2009  
1. Financial Reporting Requirements added  



(Part 3, Para 21, 22 and 23) 
 2.    Post Project Review Template added (Annex B) 
 



Version 1.3 Effective from 
14th October 
2010 



General Revision in light of: 
1.   The Public Services Reform (Scotland) Act 2010 
2.   Professional Services Framework Agreements 
 



Version 1.4 Effective from 
30th September 
2011 



1.  Ministerial portfolio changes and approval controls 
for Executive Agencies, Non Departmental Public 
Bodies and Non Ministerial Departments. 



2.   General update to clarify terms, names etc. 
 



Version 1.5 Effective from 21st 
September 2012 
 



1.   Ministerial portfolio changes 



Version 1.6 Effective from 23 
January 2013 
 



1. Enquiry contact details updated 



 
 
 
Enquiries about this guidance should be addressed to 
ScottishProcurement@scotland.gsi.gov.uk or by telephone 0141 242 5937. 
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Part 1:  Scope 
 
1. These procedures are mandatory for the Scottish Government and should be 
regarded as a useful benchmark for good practice by all organisations.  The approval 
controls to buy consultancy services are mandatory for the Scottish Government, Executive 
Agencies and Non Departmental Public Bodies. 
 
Part 2:  Introduction 
 
2. It is essential that whenever the Scottish Government spends public money it does 
so in a manner that ensures value for money (vfm).  When consultants are necessary, they 
need to be used sparingly, appropriately and effectively. Therefore the Scottish Government 
must ensure that consultants are only used when: 
 



 The work cannot be carried out internally, i.e. we are sure that the required knowledge 
and expertise is not available in-house or from some other source from which the 
Scottish Government can draw;  



 
 Management is determined to take action to bring about change and demonstrate 



commitment to act upon the outputs;  
 



 They can bring relevant knowledge and have proven experience which will add value to 
the Scottish Government’s objectives;  and 



 
 The number of consultants must not exceed in-house capacity to manage them 



effectively. 
 
These procedures: 
 



 Clarify when consultancy applies; 
 



 Confirm the approval levels required when buying consultancy services; 
  



 Sets out the procurement and financial processes; 
 



 Identify audit and Freedom of Information (FoI) requirements; and  
 



 Explain the processes for acquiring and managing consultancy services. 
 
 
Part 3:  Consultancy Procedures 
 
3. These procedures were written in discussion with organisations from across the 
Scottish public sector and are intended to help ensure accurate and consistent recording of 
expenditure, as well as providing best practice. Under the Public Services Reform (Scotland) 
Act 2010, one of the duties is to publish details of annual expenditure on external 
consultancy, adhering to these procedures will enable the Scottish Government to meet this  
legal requirement. 
 
4. Annex A details the main professional services that are classified as consultancy 
services for the purposes of these procedures.  It is the advice contained in the Annex in 
conjunction with the tests provided in paragraph 5 that determines if the procedure set out in 
this guidance applies to the service you wish to buy.  Critically, the procedures apply to the 
service being bought, not the supplier or person providing them. If any doubt exists on 
whether the procedures apply or not enquiries should be addressed to 
ScottishProcurement@scotland.gsi.gov.uk or by telephone 0141 242 5937. 
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The Three Part Test 
5. It is Annex A in conjunction with all of the Three Part Test that determines whether a 
service is defined as consultancy.  The three tests are: 
 



1. There must be an ongoing exchange of intellectual or professional information 
concerning the planning and/or delivery of the project or objectives between the 
Scottish Government and the supplier; and 



 
2. The commission/contract ends at the completion of an agreed output(s) rather than 



the end of a set period of time (subject to the required project timescales); and 
 
3. The day-to-day task management remains with the supplier.  However, a regular 



reporting arrangement should be agreed with the Scottish Government contact to 
ensure that progress is recorded, that issues/risks are identified early, and that 
resolutions are agreed and delivered, where necessary. 



 
Part 4:  Approval controls to buy consultancy services 
 
7. The approval controls to buy consultancy services for the Scottish Government are 
detailed in Table 1, Executive Agencies (EAs) in Table 2, Non Departmental Public Bodies 
(NDPBs) in Table 3 and Non Ministerial Departments (NMDs) in Table 4.  
 
Table 1: Scottish Government Consultancy Approval Controls 
 
Projected Expenditure  
(excluding VAT) 



Approval Levels  



All procurements must be conducted by staff with Delegated Purchasing Authority (DPA). 
 
Up to £10,000 Expenditure must be approved at Deputy Director level. 



 
Between £10,000 and 
£50,000 
 



Expenditure must be approved at Director General level. 



£50,000 and above Expenditure must be approved by the Cabinet Secretary for 
Infrastructure, Investment and Cities and the Cabinet Secretary 
for Finance, Employment and Sustainable Growth.  
Submissions for approval must be endorsed by the relevant 
Director General.  
 



 
Table 2: Executive Agencies Consultancy Approval Controls 
 
Projected Expenditure  
(excluding VAT) 



Approval Levels  



Between £10,000 and 
£50,000 
 



Expenditure must be approved at Chief Executive level. 



£50,000 and above Expenditure must be approved by the Cabinet Secretary for 
Infrastructure, Investment and Cities and Cabinet Secretary for 
Finance, Employment and Sustainable Growth.  Submissions 
for approval must be endorsed by the Chief Executive.  
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Table 3: Non Departmental Public Bodies Consultancy Approval Controls 
 
Projected Expenditure  
(excluding VAT) 



Approval Levels  



£100,000 and above Expenditure must be approved by the Cabinet Secretary for 
Infrastructure, Investment and Cities  and Cabinet Secretary for 
Finance, Employment and Sustainable Growth except in the 
case of Scottish Enterprise and Highlands and Island Enterprise 
where the Chief Executive will approve all consultancy contracts 
over £100,000.  Submissions for approval must be endorsed by 
the Chief Executive.  
 



 
Table 4: Non Ministerial Departments Consultancy Approval Controls 
 
Projected Expenditure  
(excluding VAT) 



Approval Levels  



All expenditure Required to have robust local arrangements for approval of 
consultancy spending in place.  
 



 
8. Business areas must consider the maximum value of expenditure over the entire 
period of the consultancy requirement/contract that will be paid to a supplier to ensure the 
appropriate level of approval is sought.   
 
9. If there is a variation to the contract which will cause costs to exceed the level initially 
approved, further approval will need to be sought at the appropriate level before agreeing 
that the additional work can go ahead. 
 
10. Ministerial submissions to the Cabinet Secretaries must contain the following 
information in the front page: 
 



• The start and end date of the contract; 
• The total anticipated value of the contract from conception to completion i.e over the 



entire contract duration; and 
• The preferred procurement route, for example using the national framework 



agreement or competitive tendering. 
 



11. A checklist for business cases to accompany Ministerial submissions is available at 
Annex C. 
 
 
Part 5:  Procurement requirements 
 
12. Within the Scottish Government, Delegated Purchasing Authority (DPA) is the 
permission given to a member of staff which allows them to enter into a legally binding 
contract on behalf of the Scottish Ministers with a supplier of goods, services or works, 
including the purchase of consultancy or professional services.    It is different and separate 
from Budgetary Authority.  Further information on DPA can be found on Scottish 
Government Procurement Policy Manual.    
 
Note: DPA must not to be confused with Budgetary or Financial Authority.   
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13. The procurement process requires that suppliers must disclose in their quote/tender 
documentation whether they, or a consultant proposed to work on the contract, have ever 
been an employee of the Scottish Government within the last 2 years.   
 
Note:  Where this is the case the consultant concerned must obtain Business Appointments 
Approval, which is dealt with by Human Resources (HR) Shared Service Centre (  0131 
244 8500).  HR retains a register of those ex-staff who have applied for approval through the 
business appointment rules and will consider new applications and/or review existing 
records to assess whether approval ought to be sought before the consultant can start work.    
 
14. Where an application for approval has not been made the consultant should request 
a Business Appointment Form from HR Shared Service Centre (  0131 244 8500).  Where 
an application has already been made the buyer should check with HR whether approval 
has been granted and whether any relevant conditions apply. 
 
15.  A supplier quoting/tendering to provide services must not be disqualified on the basis 
of a consultant having been employed by the Scottish Government in the last 2 years. 
However, the consultant concerned may be excluded from the project concerned should the 
business appointments approval be refused or approved with specified conditions. 
 
16. Scottish Procurement have a number of framework agreements in place, for many of 
the consultancy categories listed in Annex A.  If the relevant approval has been given to 
purchase consultancy services then the existing agreements should be used, wherever 
possible,  in order to avoid duplication of effort and to achieve vfm. Where this is not possible  
the buyer must provide a business case why an existing agreement is not fit for purpose. 
 
17. All contracts, including those provided by consultants and regardless of value must 
be recorded in the Scottish Government Contracts Register.  Scottish Government Directors 
are required to confirm this as part of their Certificate of Assurance responsibilities.  
 
18. Effective management of consultancy requires management of all aspects of the 
relationship between the consultants and the Scottish Government.  This will  ensure 
delivery of a cost effective service which meets the contractual agreement i.e. the work 
required is completed on time, within budget and to specification.  The Procurement Journey 
provides a step-by-step guide to buying goods, services and works, including effective 
contract management.  
 
19. On completion of the assignment/contract, the buyer must formally sign it off and 
confirm in writing that they are satisfied that the consultants have properly fulfilled their 
responsibilities before final payments are approved.  The buyer must also complete a project 
report for senior management, covering the conduct of the assignment and consultants, the 
quality of the work they provided and the and analysis and recommendations made, the 
extent to which the envisaged benefits/objectives  are likely to be achieved, any additional 
benefits derived, and the total costs of the contract.  A post project review template is 
available at Annex D.  
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Part 6:  Financial reporting requirements 
 
20. Section 31(1) and (2) of the Public Services Reform (Scotland) (PSR) Act 2010 
require public bodies to publish a statement of any external consultancy expenditure they 
have incurred during that financial year as soon as is reasonably practicable after the end of 
each financial year. 
 
21. It is essential that the Scottish Government is able to track expenditure on 
consultancy through its finance system (SEAS).  Therefore when raising the necessary 
purchase order on the purchasing system (EASEbuy), the correct account must be 
applied when entering the financial tracking details.   
 
22. The correct code will be dependant on the nature of the consultancy spend, but only  
one of the following can be used: 
 



♦ For spend from the Administration Budget use account number 40100905 
♦ For spend from Programme Budgets  use account number 60149905 
♦ For spend on Capital Projects use account 10070095 
 



It is essential that the correct account codes are used to: 
 



 Provide accurate reports on consultancy expenditure within the Scottish Government; 
and 



 Enable the Scottish Government to respond quickly and accurately to requests 
through Ministerial Correspondence, Parliamentary Questions (PQs) and Freedom of 
Information (FOI). 
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Annex B:  Process to Buy Consultancy Services 



 
 



Is the required skill/ 
expertise  



available within the  
Scottish Government? 



Prepare a business case  
for approval to buy  



Member of staff with Delegated  
Purchasing Authority (DPA) or   



Scottish Procurement 



Use business case 
Proforma (Annex C)   



Value below £10K 
Deputy Director 



Value £10K to £50K 
Director General 



Value above £50K 
Director General  



to approve & recommend 
business case 



Cabinet Secretaries   
 to 



 approve business case 



Yes 
 Use resource 



No 



Submit business case for 
 approval  



Business case 
approved



No 



Yes



Reconsider 
Need 



Including use of  
existing framework 



agreements    
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Annex C - Pro Forma Business Case Checklist 
 



Business Case Checklist 
Title Name of Senior Responsible 



Owner/Deputy Director 
Details on the alternatives other than 
consultancy that have been considered i.e in-
house, secondment etc? 



 



Requirement – A brief summary including: 
• purpose of the project/assignment;  
• terms of reference;  
• expected benefits and when they are likely 



            to be delivered;  
• name of the sufficiently senior, experienced 



and competent project manager assigned to 
the project; 



• internal resources required to support the 
project are available or committed; 



• proposed division of work between the 
            consultant and the in-house staff; 



• expected outcome or deliverables; and  
• how the eventual consultants 



recommendations with be considered and  
implemented. 



 



Duration  
Value (£) per year, and total value of both the 
consultant and in-house costs 
(years are illustrative only – additional years may 
be required for some projects) 



Current 
financial 
year 



Year 
2 



Year 
3 



Total 



Is the budget identified and secured? [yes or no] 
Is the level of risk acceptable? [yes or no] 
Have the existing Scottish Procurement 
framework agreements been considered to 
maximise vfm? 



[yes or no] 



Has the business case been approved by the 
appropriate approver based on the total 
contract value? 



[yes or no] 



Skills transfer considered?  Please provide details here 
Intellectual Property Rights assignment 
considered? 



[yes or no] 



Will there be a clear exit strategy? Please provide details here 
 
 
Deputy Director Approval Date 
Director General Approval                            Date 
Cabinet Secretaries Approval Date 
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Annex D - Post-Project Review Template 
What is this document for? 
In order to ensure that the Scottish Government buys consultancy services as effectively as possible, it is necessary to take every opportunity 
to further refine and improve our processes. This template provides a minimum set of considerations for gathering “lessons learned” from every 
consultancy purchase we make. For major investments, users should refer to the Scottish Public Finance Manual (Major Investment section) 
and the Construction Procurement Manual. 
 
This template is as important to due diligence as the original justification or Business Case and its completion should involve senior staff from 
the project team. The template has two parts. The first relates to the project as a whole, including, but not limited to those tasks performed by 
the consultants. The second part relates only to the consultants’ performance. 
 
How will it be used? 
Business areas should use this document, alongside the original Business Case (or other type of justification) to inform their understanding of 
the reasons they buy consultancy and the factors that contribute to project success, project failure or any variation in predicted spend, timelines 
or resources. Business Cases and Post-Project Reviews will also be used to support reviews of the types of external resource we purchase, to 
seek alternatives (like recruiting those types of skills that we buy regularly) and to review and continue to improve the Scottish Government’s 
use of consultants. 
 
Who should be involved in the review? 
The number of people involved in the review will depend on the scale of the project but should involve at least the people listed in the table 
below. For small projects, one individual may fulfil several of the roles listed. 
 
Individual Description Minimum Role During the Review 
Senior Responsible 
Owner 



The most senior individual in the Directorate 
who had ultimate responsibility for the project.



To sign-off the completed review 



Project Manager The staff member that was responsible for 
monitoring the consultants activity.  



Present throughout the review 



Impacted Staff Any staff member whose work or position is 
affected by the project itself and/or by its 
recommendations 



Input to questions regarding communication, lessons 
learned and what would be done differently next 
time. 



External 
Stakeholders 



Any external individual or organisation that is 
affected by the project itself and/or by its 
recommendations 



To provide input to questions regarding 
communication and lessons learned 
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Annex D - Post-Project Review Template  
Post-Project Review Template - Part One – General Project Review 



Project Name  Directorate  
Name of Project Manager  Name of Senior  



Responsible Owner 
 



Cost Centre Number  Purchase Order Number  
Project Cost agreed with 
the supplier at initial 
Engagement 
(corporate document 
management system i.e  
eRDM reference) 



 Total expenditure paid to 
supplier by end of 
engagement, including 
expenses (detail 
separately a forecast of 
any expenditure yet to be 
paid). 



 



Estimated project 
completion date at initial 
engagement 



 Actual project 
completion date 



 



Please state any Expected 
Efficiency Savings 
delivered or secured by 
the project (£) 



 Expected Return on 
Investment – ROI 
(Efficiency saving 
divided by actual cost) 



 



Actual project duration  
Please state the reasons 
for any delay in project 
completion 



 



Please state the original 
objectives (refer to 
Business Case) 



 



Were the original 
objectives met? (if “No”, 
please detail in comments) 



 Yes 
 No 



Comments: 
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Were any additional benefits 
delivered? 
 



 Yes 
 No 



Please describe the additional 
benefits. 



 
 
 
 



Might other business areas benefit 
from the outputs of this work? (Please 
detail the top two business areas in 
the Comments field) 
 



 Yes 
 No 



 



Comments: 



 
Did the engagement recommend what 
was already suspected or planned?  
(If “Yes”, please use the Comments 
field to state why the work was still 
necessary) 
 



 Yes 
 No 



Comments: 



Will the project recommendations be 
implemented? (If “No”, please explain 
why not in the Comments field) 
 



 Yes 
 No 



Comments: 



What were the key critical success 
factors that enabled this project to be 
a success, or the lack of which 
resulted in project failure? 
 



 



What are the key lessons you would 
take on board if repeating this 
exercise? 
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Annex D - Post-Project Review Template 
Post-Project Review Template - Part Two – Consultant Performance Review 



How effective was 
communication? 



 
 
Between  
Staff & Consultants 
 
 



 
 Very Good 
 Good 
 Satisfactory 
 Poor 
 Very Poor 
 N/A 



 



 
 
Between Consultants and 
External Stakeholders 
 



 
 Very Good 
 Good 
 Satisfactory 
 Poor 
 Very Poor 
 N/A 



 



 
Between Staff 
and External 
Stakeholders 
 



 
 Very Good 
 Good 
 Satisfactory 
 Poor 
 Very Poor 
 N/A 



 
Were any changes to specification, project 
timescales and/or total cost authorised through an 
agreed change protocol. (If “Yes”, please explain 
key rationale) 



 Yes 
 No 



Comments: 



Will internal staff now be able to carry out this 
work in the future? (If “No”, please explain why 
the necessary skills were not transferred to “in-
house” staff). 



 Yes 
 No 



 



Comments: 



Did the consultants deliver against their original 
brief as set-out in the Statement of Requirements? 
(If “No” please explain what was not delivered and 
why) 



 Yes 
 No 



 



Comments: 



Overall, please rate the services purchased. (If 
less than “Good”, please explain in the comments 
field) 



 Very Good 
 Good 
 Satisfactory 
 Poor 
 Very Poor 



Comments: 



 
Project Team Sign-Offs 



Senior Staff involved in the project should indicate their endorsement of this review document by placing their signatures in the spaces provided below 
Name of Senior Responsible Owner   Signature of Senior Responsible Owner  
Project Manager  Signature of Project Manager  
Additional Signatories    



 








			4. Annex A details the main professional services that are classified as consultancy services for the purposes of these procedures.  It is the advice contained in the Annex in conjunction with the tests provided in paragraph 5 that determines if the procedure set out in this guidance applies to the service you wish to buy.  Critically, the procedures apply to the service being bought, not the supplier or person providing them. If any doubt exists on whether the procedures apply or not enquiries should be addressed to ScottishProcurement@scotland.gsi.gov.uk or by telephone 0141 242 5937.


			5. It is Annex A in conjunction with all of the Three Part Test that determines whether a service is defined as consultancy.  The three tests are:


			7. The approval controls to buy consultancy services for the Scottish Government are detailed in Table 1, Executive Agencies (EAs) in Table 2, Non Departmental Public Bodies (NDPBs) in Table 3 and Non Ministerial Departments (NMDs) in Table 4. 


			8. Business areas must consider the maximum value of expenditure over the entire period of the consultancy requirement/contract that will be paid to a supplier to ensure the appropriate level of approval is sought.  


			11. A checklist for business cases to accompany Ministerial submissions is available at Annex C.


			16. Scottish Procurement have a number of framework agreements in place, for many of the consultancy categories listed in Annex A.  If the relevant approval has been given to purchase consultancy services then the existing agreements should be used, wherever possible,  in order to avoid duplication of effort and to achieve vfm. Where this is not possible  the buyer must provide a business case why an existing agreement is not fit for purpose.


			21. It is essential that the Scottish Government is able to track expenditure on consultancy through its finance system (SEAS).  Therefore when raising the necessary purchase order on the purchasing system (EASEbuy), the correct account must be applied when entering the financial tracking details.  


			22. The correct code will be dependant on the nature of the consultancy spend, but only 


			one of the following can be used:


			 For spend from the Administration Budget use account number 40100905


			 Provide accurate reports on consultancy expenditure within the Scottish Government; and


			 Enable the Scottish Government to respond quickly and accurately to requests through Ministerial Correspondence, Parliamentary Questions (PQs) and Freedom of Information (FOI).
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RBGE SUSTAINABLE PROCUREMENT ACTION PLAN




INTRODUCTION

Sustainable procurement can be defined as:

"A process whereby organisations meet their needs for goods, services, works and utilities in a way that achieves value for money on a whole life basis and generates benefits not only to the organisation, but also to society, the economy and the environment".   Sustainable procurement is not new to Scotland - many organisations, including the Royal Botanic Garden Edinburgh, have been purchasing sustainably in various ways for a number of years.

This Action Plan outlines a whole organisation approach to successful sustainable procurement. A whole organisation commitment to making more sustainable choices is required to deliver sustainable procurement. This means identifying more sustainable ways of meeting requirements and designing sustainable procurement specifications accordingly. The approach should address the social, economic and environmental implications of product and service choices. It should embrace whole life costing and address how aspects such as design, manufacturing materials, operating costs, energy consumption, waste and recycling options support a more sustainable approach.   Adoption of the Action Plan will contribute to improved sustainability in procurement activity and will also make a significant contribution to Climate Change targets.

It is important to note that sustainable procurement does not relate solely to environmental issues but also includes social issues, for example equalities, diversity and fair and ethical trading and economic issues, for example opportunities for small and medium sized enterprises and Third Sector organisations to successfully compete for public contracts

GOVERNANCE

The Procurement Group within the Environmental Management Group will drive sustainable procurement by:

· Involving relevant staff in the development of specifications; 

· Reporting progress via additional information provided in the Contracts Register 

· Meeting regularly to discuss progress

The Board will keep progress under continual review to ensure that sustainable procurement is embedded across RBGE and that new sustainable supply solutions are encouraged. The Board will consider further opportunities to promote sustainable procurement as appropriate

ACTION PLAN

This Action Plan sets out  key steps and associated actions which RBGE will implement to effect sustainable procurement.

Key Steps.

· COMMITMENT WITHIN THE ORGANISATION

· MAKING THE COMMITMENT PUBLIC

· ORGANISATIONAL BUY-IN

· PRIORITISING

· SPECIFYING SUSTAINABLY

· SUSTAINABILITY IN THE PROCUREMENT PROCESS

· WORKING WITH SUPPLIERS

· PUBLICISING YOUR SUCCESSES

1. COMMITMENT WITHIN THE ORGANISATION

Senior Management must demonstrate leadership and a genuine commitment.   

ACTION 1.1: Nomination of a senior management champion for Sustainable Procurement 

2. MAKING THE COMMITMENT PUBLIC

A public commitment to sustainability demonstrates commitment both to staff and external parties including suppliers and potential suppliers.

· The commitment should be made public through websites, publications and policy procedures.

· It will cultivate an expectation amongst suppliers that they should focus on supplying goods and services in a more sustainable manner.

ACTION 2.1: Public commitment by RBGE to Sustainable Procurement to appear on websites and relevant internal and external communications.

3. ORGANISATIONAL BUY-IN

Sustainable procurement is a product of sustainable thinking throughout the whole organisation. The organisation must share the drive, responsibility and the commitment and this should be reflected in policies, strategies and procedures.

ACTION 3.1: Awareness raising.

4. PRIORITISING

· Making use of collaborative contracts and framework agreements which already offer sustainability advantages

· Supporting the inclusion of sustainability aspects into future contracts

5. SPECIFYING SUSTAINABLY

The greatest benefits arise through embedding sustainability into the earliest stages of procurement - when requirements for goods and services are being identified, justified and planned. It is at this crucial stage, before the procurement specification is defined, that detailed requirements can be reviewed in the light of sustainability, market capability and value for money. Contract Strategies for all regulated procurements should include a "Sustainability Test" which takes full account of sustainability issues, including:

· Testing whether requirements can be reduced or avoided altogether by delivering the outcome in some other way

· The need for cost-effective requirements taking account of whole life costs including purchase, installation, running costs including energy costs and disposal costs

· Ensuring requirements take account of social, economic and environmental issues where appropriate

How essential requirements can be defined to minimise resource consumption - reduce, reuse and recycle.

As mentioned previously there are three strands to sustainable procurement - Social, Economic and Environmental. A few indicators of how these individual elements can be addressed in procurement activity are given below.

Social aspects

Consideration must be given to:

· Usability for all those who will be affected by the goods or services covered by the contract

· Whether diversity and equality issues have been addressed

· Whether the documentation is in plain English

· Whether the terms and conditions are appropriate for the nature of the contract and any associated risk

· How the requirement is going to be advertised

All of this can assist organisational commitments on diversity and equality and encourage interest from a wide range of suppliers including smaller suppliers and Third Sector organisations.

Supported Businesses and Factories

Guidance has been published by the Scottish Government explaining the provision in the Public Contracts (Scotland) Regulations which makes it possible to reserve a requirement for competition by Supported Businesses and Factories. Note that the Guidance produced by the UK Government's Office of Government Commerce has been updated.

6. WORKING WITH SUPPLIERS

The social and economic aspects of sustainable procurement include giving all suppliers an equal opportunity to compete for business. In order to do that potential suppliers need to understand what is required of them.

RBGE via our Publicly facing contracts register, Procurement Policy and Procedures Manual and tender documentation will facilitate this.  

RBGE will ensure that requirements are given adequate publicity as required by legislation and are advertised in such a way that they attract the attention of an appropriate range of suppliers. 

RBGE uses The Public Contracts Scotland on-line portal which provides a single facility for suppliers and purchasers alike, where Scottish public sector requirements can be advertised. The portal supports publishing contract advertisements on OJEU where above EU threshold requirements must still be advertised and it provides a point of reference for below threshold requirements and free e-mail alerts to suppliers. 

7. PUBLICISING YOUR SUCCESSES

As RBGE makes progress, we will publicise our successes. This will demonstrate progress to internal and external stakeholders and emphasise the message to suppliers that the organisation is committed to Sustainable Procurement allowing them to prepare accordingly.
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INTRODUCTION



1	What is Procurement



1.1	"Procurement" is the process of buying goods, services and works from 	external suppliers. The procurement process begins when a need to buy 	something is identified and will generally end after the contract is awarded. 	All procurement activity should be focussed on the delivery of value for 	money; conducted to high 	professional standards, in accordance with 	approved organisational policy and procedural documentation.



2	Importance of Procurement



2.1	The Royal Botanic Garden Edinburgh (RBGE) purchased goods services and 	works from approximately 791 suppliers in the financial year 2015/16.  .



2.2	The Corporate Procurement Strategy acknowledges that, as a public sector 	body, RBGE is bound by statutory and mandatory public procurement 	regulations and supporting legislation. 



3	The Current RBGE Approach to Procurement



3.1	 The main procurement activity and support is provided by Central 	Government Procurement Shared Services (CGPSS) supplemented by RBGE 	personnel who have delegated purchasing authority . Primarily, CGPSS seeks 	to create the procurement infrastructure 	to ensure policies and processes are 	compliant with Scottish Government policies and European Union Public 	Procurement Regulations and to provide operational procurement activity on 	behalf of RBGE as well as developing and mentoring our own delegated 	purchasing officer staff.



4	Public Contracts (Scotland) Regulations 2016 and Procurement Reform 	(Scotland) Act 2014



4.1	In developing the Corporate Procurement Strategy, it is necessary to consider 	the evolving landscape of the national procurement agenda and, in particular, 	the Public Contracts (Scotland) Regulations 2016 and Procurement Reform 	(Scotland) Act 2014.  The Reform Act was introduced  with the aim ‘to 	establish a national legislative framework for sustainable public procurement 	that supports Scotland’s economic growth by delivering social and 	environmental benefits including community benefits, supporting innovation 	and promoting public procurement processes and systems which are 	transparent, fair and business friendly.’



5	National Performance Framework



5.1	RBGE, as part of the wider Scottish Administration, shares the same purpose: 	‘To focus Government and public services on creating a more successful 	country, with opportunities for all of Scotland to flourish, through increasing 	sustainable growth’. The National Performance Framework flows from this 	purpose and there are several outcomes identified as relevant to RBGE within 	”Our Corporate Plan to 2020” . In meeting the strategy, procurement delivery 	can also be aligned to the following outcomes:



· We live in a Scotland that is the most attractive place for doing business in Europe

· We reduce the local and global environmental impact of our consumption and production

· Our public services are high quality, continually improving, efficient and responsive to local people’s needs 



6	RBGE Strategic Priorities



6.1	By raising the profile of strategic procurement across the organisation, this 	Procurement Strategy aims to support the 4 strategic objectives 	RBGE 	identified in “Our Corporate Plan to 2020”;



1.	Delivering world leading plant science and conservation programmes

2.	Maintaining and developing our internationally important collections

3.	Providing learning and training in horticulture, plant science and 	biodiversity conservation

4.	Offering a first class visitor attraction

	





THE STRATEGY



Vision



7.1	By observing a professional, strategic and collaborative approach to 	procurement, the intention is to deliver an effective and efficient procurement 	service and providing best value for money in support of the strategic 	priorities of RBGE.



Procurement Priorities for 2016-18



· to ensure that procurement operates efficiently and in accordance with procurement  policy RBGE, will continue to make best use of collaborative contracts at local, sectoral and national levels;.

· RBGE will continue to monitor policy and procedural guidance from Central Government and ensure that local documentation is updated accordingly;

· RBGE will update the local and publicly facing contract registers in accordance with the procurement regulations;

· RBGE will develop procurement strategies for spend categories where a Public Sector wide approach has not been developed;

· RBGE will continue to embed sustainability into our procurement processes;

  







8	Strategy Review 



8.1	This Procurement Strategy will be reviewed and updated as a minimum  annually. An annual report will also be produced in May of each year to record progress against the priorities outlined above.
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