
 
SGUL Procurement Tender Flowchart 
For Spend between £50,001 - £100,000 

   
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

New requirement identified OR Contract is due to expire 

 

 

Budget approval for term of contract is confirmed by budget holder 

ITT closes and Procurement issues submissions to the Evaluation Panel for 
independent assessment 

 

Procurement facilitates the 
evaluation process so that a 

panel score is agreed for short 
listing the highest scoring 
suppliers for presentations  

 
Procurement and Project 

Manager conduct supplier 
presentations (if applicable) 

 

Evaluation Chair provides Procurement with a summary of the evaluation process 

with a recommendation to appoint a preferred supplier 

 

Once a final version of the contract is agreed, Procurement issues 2 copies of the 
contract incorporating SLAs/KPIs to the successful supplier for signing and to be 

returned to Procurement 

 

Successful and unsuccessful bidders debriefed  

 

After consulting all potential stakeholders, Project Manager provides Statement 
of Requirement (SOR) to Procurement for review 

 

Market research carried out and tender route, target bidders, tender timeline, 
evaluation panel, evaluation criteria, weightings agreed with Procurement and 

Project Manager on behalf of the Evaluation Panel 

 

Procurement develops advertisement and issues ITT inclusive of any special 
terms not covered by SGUL’s Standard Terms and Conditions to bidders that 

express an interest 

 

Procurement acts as the Single Point of Contact (SPC) during the tender 
process, manages all ITT clarifications providing an interface between the 

bidders and the Project Manager who makes decisions on behalf of the 
Evaluation Panel 

 

 

 

Notifications with feedback from panel are issued to unsuccessful suppliers  

 

 

Contracts are counter signed by SGUL’s Deputy of Administration/Director of 
Finance and one copy is returned to the supplier and the other is held by  

Procurement 

 

 

Presentations included 
in ITT? 

yes 

no 

START/FINISH 

 

Procurement facilitates the evaluation process so that a panel score is agreed for 

short listing the highest scoring suppliers  

Procurement thresholds 
 
Procurement Services manages all tenders 
valued over £50k. 

 
An ITT document outlining the scope of a 
requirement and essential criteria must be 
issued to 3-5 suppliers.   
  
A Single Tender Application will need to be 
made if less than three suppliers respond. 
 

 


