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INTRODUCTION

The Welsh Further Education Purchasing
Consortium (WFEPC) purchases goods and
services, from many companies which range
in value from a few, to many hundreds of
thousands of pounds.  This provides 
companies of all sizes with a wide range of
commercial opportunities.  With this in mind,
can your company afford to miss out on
these contract opportunities?

A lack of information about opportunities and
a lack of understanding of the WFEPC's 
contracting procedures may well be stopping
companies such as yourselves from applying
for WFEPC contracts.

This guide aims to help all potential 
contractors, consultants and suppliers to 
tender for contracts on behalf of the WFEPC.
It explains what legislation affects the
WFEPC's tendering requirements and looks
at the procedures necessary to apply to 
tender for work.

The WFEPC do not wish to exclude 
competition amongst smaller and more local
suppliers, due to its diversity and 
geographical spread and where best value
can be shown the WFEPC may be prepared
to divide contracts into smaller lots.

There is, of course, a great deal of 
competition for WFEPC contracts and this
guide cannot assure individual companies of
success.  However, it should provide 
sufficient information to allow you to tender
for WFEPC work.
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BACKGROUND TO THE WELSH
FURTHER EDUCATION 
PURCHASING CONSORTIUM
(WFEPC)

The WFEPC, funded by the then Further
Education Funding Council in Wales, was
formed in January 1999 by nine Further
Education Colleges in Wales who through
the adoption of a co-ordinated approach to 
procurement aimed to identify whether 
potential collaboration and savings were
attainable.

Following the success of this project, in 2001
membership of the WFEPC was opened up
to all twenty-six Further Education Institutions
across Wales.

Members of the WFEPC meet regularly to
share information on best practice in 
procurement and to develop contracts where
the combined "purchasing power" and
standardisation of requirements, result in 
"better value" than could be achieved on an
individual basis.

The overriding aim of the WFEPC is "to
make a recognised and measurable 
contribution to the success of the Welsh FE
sector through professional procurement
practices."

Procurement contacts within each member 
college is available via the WFEPC website.

http://wfepc.procureweb.ac.uk

TYPES OF CONTRACTS

There are two main types of contracts/
agreements. 
Either 
• A purchase of a given quantity of a product 

or service by a specified date, or 
• A framework arrangement for an agreed 

period of time without a commitment to 
purchase a specific quantity. 

For each contract or agreement let by the
WFEPC, a member college will take the lead
role in the process of awarding and 
managing the contract /agreement.  Contact
details for the "Contract Managers" along
with a timetable of existing and forthcoming
contracts is also published on our website.

http://wfepc.procureweb.ac.uk
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MEMBERS OF THE WELSH FURTHER EDUCATION PURCHASING
CONSORTIUM (WFEPC)

• Aberdare College (Now 
Coleg Morgannwg)

• Barry College
• Bridgend College
• Coleg Ceredigion
• Coleg Glan Hafren 
• Coleg Gwent
• Coleg Harlech (WEA North)
• Coleg Llandrillo
• Coleg Llysfasi

• Coleg Meirion - Dwyfor
• Coleg Menai
• Coleg Powys
• Coleg Sir Gâr 
• Deeside College
• Gorseinon College
• Merthyr Tydfil College
• Neath Port Talbot College 
• Pembrokeshire College

• Pontypridd College (Now 
Coleg Morgannwg)

• St David's Sixth Form College
• Swansea College
• Welsh College of Horticulture
• WEA (South)
• Yale College
• Ystrad Mynach College
• YMCA
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HOW TO FIND OUT ABOUT OUR
CONTRACTS

The WFEPC must follow European Law on
Public Sector Purchasing. Most contracts for
services and supplies estimated to be above
£154,477 must be advertised in the Official
Journal for the European Community
(OJEC).  These notices will be available
through the WDA/WAG jointly developed
National Procurement Website:

www.sell2wales.co.uk

Further information on the sell2wales website
can also be downloaded from the wfepc 
website. 

It is recommended that you register with the
above website.  The WFEPC has made a
commitment to advertise all its requirements
through this website regardless of value.  Not
only will you gain access to WFEPC 
requirements but numerous other public 
sector organisations in Wales have also
made the commitment to use this service.

Registration is free and provides the 
following benefits: 

• Enables you to search and view WFEPC 
and all other current tender notices by type 
of goods or services, geographical location 
and contract size. 

• Alerts you, by e-mail, of all tenders relevant 
to your business. 

• Permits the downloading of documents such 
as EU legislation, tendering guidelines etc. 

• Gives information about the latest news 
and events in Wales concerned with 
procurement and tendering. 

Responses to tender notices must be in 
writing, quoting the specific tender title and
whether documents are required 
electronically as well as in hard copy format. 

All requests for tender documents relating to
EU tenders will be responded to within 3
working days from receipt. 
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HOW TO APPLY FOR CONTRACTS
THAT ARE ADVERTISED

The WFEPC's advertisements state what is
required from potential tenderers and invite
companies to apply for consideration. If your
company would like to be considered for a
particular contract you must follow the 
application instructions detailed in the 
advertisement.

For a Restricted Tender you will usually be
asked to write, e-mail or fax to express your
interest and request a Pre Qualification
Questionnaire (PQQ). You must complete the
PQQ and return it within the specified time
scale to be considered.  Your questionnaire
will ask for certain information that is detailed
elsewhere in this Guide.  You will also 
normally be asked to give the names and
addresses of referees who can be contacted
to obtain further information about your 
company's performance. The WFEPC will
decide from the information given by you and
your referees whether you will be invited to
submit a tender for the contract advertised.

On some occasions the WFEPC uses an
Open Tender procedure which means that
any interested company can tender for the
contract. You may still be asked to express
your interest for the contract, but you will
automatically be invited to submit a tender.
The information from you and your referees
will then be considered together with your
tender bid at the same time. A check on your
financial status may be carried out.

INFORMATION THAT COMPANIES
WILL BE EXPECTED TO PROVIDE
DURING THE TENDER PROCESS

The Pre Qualification Questionnaire (PQQ) is
split into a number of sections and will ask
for both generic and specific information
relating to your organisation and the 
business you wish to tender for.

COMPANY
The questions in this section are designed to
allow you to provide basic information on
your company. This includes your main
address for correspondence and contact
names for both the application process and
future tender invites.

The questions in this section are designed to
ensure that the WFEPC knows exactly with
whom it may be entering into a contract.

HUMAN RESOURCES
The questions in this section are to gather
more detailed information on the structure of
your organsiation and it's workforce.

TECHNICAL
The WFEPC will use the information you
supply here to assess whether your company
is suitable for carrying out the category of
work, service or supply you wish to tender
for.  

FINANCIAL
In this section you are asked for certain
financial information relating to your 
company. You are often asked to submit
audited accounts for your company for the
last 3 years, however the WFEPC does not
wish to disadvantage companies who have
been trading for a shorter time.  If your 
company has been operating less than 3
years, you should make the WFEPC aware
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of this and provide audited accounts for the
period your company has been trading.  
Please note that you must supply accounts
for the actual company applying and not for
the group or holding company of which your
company may be part.

The WFEPC will use the information you 
provide to assess the financial position of
your company and to set contract limits. 

Company turnover details are also often
asked for and are used as an indicator when
assessing a company's suitability.  The
amount of financial information requested will
depend on the degree of risk the WFEPC
perceives is inherent in the procurement
itself.

You may also be asked to provide 
information on your insurance cover. Your
company/business must carry Employers'
Liability and Public insurance cover, the level
of which will be determined in the tender
documentation.  If you are a sole trader or
partnership you may not be required to carry
Employers' Liability.  For some specialist
contracts you may be required to carry
Professional Indemnity insurance, Product
Liability insurance, or Fire/Contract Works
insurance.  Specific contracts will normally
state the required insurance levels, and
copies of insurance policies may be asked
for to check in particular the level of excess
that applies.

EQUAL OPPORTUNITIES
Public sector organisations are required to
ensure that whilst carrying out their functions
they take account of the need to eliminate
discrimination and promote equality.  

Members of the WFEPC are committed to
ensuring that its employees and the people it

serves are not discriminated against on the
basis of disability, age, sexuality or gender as
well as race, colour, ethnic origin and 
religion.  The WFEPC also believes that the
people of Wales have a right to expect that
money spent on goods and services on
behalf of the FE sector should not promote
discrimination in these areas.

HEALTH AND SAFETY
In this section you are asked questions relating
to your Health and Safety arrangements.

Section 2(3) of the Health and Safety at
Work Act 1974 requires that all companies 
employing 5 or more persons shall have a 
written statement of health and safety.  The
Health and Safety Commission have issued
guidance pamphlets on health and safety 
policies one of which being 'Writing a Safety
Policy Statement - Advice to Employers (Ref
HSC6)'

This leaflet and others are available from:
Health & Safety Executive
Government Buildings
Ty Glas
Llanishen
CARDIFF
CF14 5SH

For enquiries call the HSE on 02920 263000 

If your company has less than 5 employees
then you are not required to have a formal
health and safety statement.  However, you
may still be required to give a written 
statement which covers some general points
on your health and safety arrangements.
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SOCIAL CONSIDERATIONS
The WFEPC wishes to do business with 
suppliers who share the same core values in
terms of sustainable development, social
inclusion and equal opportunities, as well as
key business values in their approach to 
fairness, honesty, efficiency and 
professionalism.

The WFEPC will endeavour to select 
suppliers who are conscious of their 
environmental responsibilities and strive to
produce environmentally sound goods and
services.

The WFEPC is committed to improving its
own environmental performance through use
of best available materials, practices and
technologies. In order to achieve this aim,
the WFEPC expects companies, from whom
it purchases goods and services, to 
demonstrate similar levels of environmental
care and commitment.

In this section you are asked if you have an
Environmental Policy. If you do not, it may
not prevent you from being invited to tender
for specific contracts, but may for others,
depending on environmental impact. 

ADDITIONAL INFORMATION
Within this section you will be asked 
questions to asses your particular area of
expertise.  It is recommended that particular
attention is paid to this section as it generally
carries the highest score when the 
questionnaire is evaluated.

SUPPORT IN COMPLETING 
TENDER DOCUMENTATION

An additional guide on how to tender for 
public sector contracts is available via the
sell2wales website.

If you are unsure about any aspect of the
tendering process or if you require feedback
on a tender that has been submitted then the
Contract Manager for the appropriate 
contract will be more than happy to offer
appropriate guidance. 

It may also be possible that a local business
support organisation such as Business
Connect can help you introduce formal 
quality standards, environmental 
management systems or in other ways.
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THE TENDERING PROCESS

When you have been accepted to tender for
a project, the tender documentation will be
sent to you from whichever College is 
supervising the procurement. The tender
documents usually contain the following
information:
• Letter of Acknowledgement
• Part 1 - Tendering Instructions

(including information on scope of contract, 
specification)

• Part 2 - Conditions of Tender 
• Part 3 - Conditions of Contract
• Part 4 - Form of Tender 

(including Form of Tender - Offer Letter
Appendix A - Tenderer's Submission
Appendix B - Other Information required by 
the WFEPC
Appendix C - Non Collusive Tendering 
Certificate
Appendix D - Alternative Proposals
Appendix E - Qualification of the Contract)

You will be asked to complete and return your
tender documents by a given time and date in
the tender return envelope. The tender 
documents are all opened at the same time
after the tender return date. Once the tender
documents have been opened they are 
evaluated as indicated in the tender document.
If you fail to return your tender documents by
the specified deadline your tender will be
excluded from the evaluation process.

CONTRACT AWARD
How a contract is awarded depends on the
evaluation criteria used. This may be on
price for a standard routine purchase, but the
usual criteria is "MEAT" (Most Economically
Advantageous Tender). This allows the
WFEPC to take other factors, such as 
quality, into account when making award
decisions. 

If the WFEPC is satisfied that you can carry
out the work and you are the successful 
tenderer you will be awarded the contract.  
You will be subsequently notified in writing
that you have won the business and the
WFEPC Contract documentation will be 
forwarded to you for signature.  The Contract
documentation will include the WFEPC terms
and conditions as shown in the tender, along
with the agreed level of service and pricing
structure.   However If you are not awarded
the contract you will be notified in writing that
you have been unsuccessful. 

Under new EU Directives a minimum 10
days mandatory standstill period now exists
between communicating the award decision
to all tenderers and contract award.  This
does not apply to tenders below EU
thresholds, to those outside of the full scope
of the directives, or where single tendering
takes place under the urgency provision of
the negotiated procedure.

CONTRACT PERFORMANCE
Companies will be expected to appoint a
Contract Manager to oversee the successful
performance of the contract.  For framework
arrangements in particular there is no 
obligation for colleges to participate in the
agreements and the Contract Manager will
be expected to visit individual colleges to
market the benefits of using the agreement.

There are procedures in place for monitoring
the performance of all companies carrying
out contracts for the WFEPC. All companies
are monitored to assess their compliance
with pre-defined performance criteria and will
be expected to provide management 
information on the contracts performance on
a regular basis.
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Your company must be capable of delivering
the requirements of the contract.  You should
be aware that Contract Conditions will be
strictly applied especially with regard to 
quality and general performance.

The WFEPC is continuously striving to
improve its own performance and it expects
its contractors to do the same.  By the same
token, the WFEPC will look seriously at the
position of any contractor who fails to 
perform to the levels required.

You will be asked to comment on any 
adverse performance that is reported, but
you should be aware that serious instances
of poor performance could lead to your 
company not being considered for future
business. The WFEPC is not responsible for
the consequences this may have on a 
company's business. Examples of adverse
performance would include areas such as:
poor quality of products supplied, poor 
delivery record, poor control of 
sub-contractors, or poor health and safety
practices.

General performance of a contract is 
monitored and may be recorded for future
reference. 

VARIATIONS
These may be needed from time to time
throughout the contract. The WFEPC will
normally request variations in writing, except
in an emergency, where instructions are
made verbally and followed up in writing. 

PAYMENT TO SUPPLIERS

The WFEPC members recognise the 
importance of prompt payment and attempts
to pay invoices within 30 days using BAC's,
some members have also adopted the use of
purchasing cards.

PURCHASING CARD
A Purchasing Card is a "Visa" or
"Mastercard" badged charge card that is
increasingly being used by major UK 
companies as their preferred payment
method for low value goods/services. 

Members of the WFEPC are keen to see the
expansion of the use of Purchasing Cards.
To enable this your business will need to be
able to accept Visa Card transactions and be
"VAT Capable" at either Line Item Detail or
Summary level.

Suppliers unable to accept payment by this
method may be precluded from supplying
goods/services to the WFEPC in the future
as many future contracts may require this
facility to be provided by tenderers as a 
fundamental part of the contract.

Further guidance on the purchasing card
process can be obtained from the sell2wales
website.
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FREEDOM OF INFORMATION ACT

The Freedom of Information Act 2000 applies
to all the activities of the WFEPC.

As a potential tenderer providing services to
the WFEPC, you should be aware of the
WFEPC's obligations and its responsibilities
under the Freedom of Information Act 2000
to provide on request access to recorded
information held by it.  One of the 
consequences of those new statutory
responsibilities is that information which the
WFEPC holds about your organisation may
be subject to disclosure, in response to a
request, unless the WFEPC decides that one
of the various statutory exemptions applies.

In certain circumstances, and in accordance
with the Code of Practice issued under 
section 45 of the Act, the WFEPC may 
consider it appropriate to ask you for your
views as to the release of any information
before the WFEPC makes its decision as to
how to respond to a request.  In dealing with
requests for information under the Act, the
WFEPC has to comply with a strict timetable
and it would therefore expect a timely
response to any such consultation within five
working days.

If, at any stage of the contracting process,
you provide any information to the WFEPC in
the expectation that it will be held in 
confidence, then you must make it clear in
your documentation as to the information to
which you consider a duty of confidentiality
applies. The use of blanket protective 
markings such as " commercial in 
confidence" will no longer be appropriate and
a clear indication as to what material is to be
considered confidential and why should be
given.

The WFEPC cannot accept that trivial 
information or information which by its very
nature cannot be regarded as confidential
should be subject to any obligation of 
confidence.

In certain circumstances where information
has not been provided in confidence, the
WFEPC may still wish to consult with you as
to the application of any other exemption
such as that relating to disclosure that will
prejudice the commercial interests of any
party.  However the decision as to what 
information will be disclosed will be reserved
to the WFEPC.
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