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1. INTRODUCTION 
1.1 A DPS is system available to buying organisations and allows them to buy works, services and goods commonly available on the market. As a procurement tool, it has some aspects that are similar to an electronic framework agreement; however, new suppliers can join at any time. 
1.2 It has its own specific set of requirements, and it is run as a completely electronic process. It is set up under regulations as set out in Regulation 34 of the Public Contracts Regulations 2015 (“the Regulations”). The table below describes the benefits of a DPS. 
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1.3 Nottingham City Council (“the Council”) is establishing a Dynamic Purchasing System ("the DPS") for the delivery, in Partnership, of externally funded programmes and seeks applications from suitably experienced, qualified and appropriately accredited Suppliers who wish to pre-qualify for this Service. 
1.4 The DPS will be established and operate in accordance with the Regulations. The Council has published a contract notice on Find a Tender Service and Suppliers are now invited to express an interest in joining the DPS. 
1.5 The DPS is a fully electronic procurement approach for setting up and maintaining a list of Suppliers and will be open throughout its duration for the admission of any Suppliers that satisfy the selection criteria. 
1.6 These instructions for Suppliers set out the process that the Council will use to establish the DPS and admit Suppliers to it, in order that such Suppliers may compete to supply the services which will be advertised through Call-Off Further-Competitions. These instructions should be read in conjunction with the Selection Questionnaire (“SQ”) Guidance. 
1.7 The DPS is a 2-stage process. In order to be added to the DPS, a Supplier will be required to meet selection criteria and minimum standards as requested in the Selection Questionnaire. Any Supplier who meets and passes the exclusion and selection criteria will be admitted on to the relevant Lots within the DPS and will be invited to participate in future tendering opportunities to be known as Call Off Further Competitions. 
The diagram below illustrates the basics of how the DPS operates: 
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 	There is no maximum number of suppliers within each Lot. 
 	Suppliers have the option to join the DPS at any time. 
 	There are no restrictions on the number of Lots suppliers may apply for. 

1.8 The Economic Development and Communities DPS has 4 Lots: 
1. a) Bid Development
1. b) Bid Development and Delivery
2. Community and Cultural Development
3. Supporting organisations and businesses
4. Supporting employability and skills development 

Suppliers will be asked to identify which Lot(s) they are applying for in the Invitation to Tender and will need to meet and pass selection criteria for each Lot. 
1.9 This document sets out information to be provided by Suppliers wishing to apply and explains how the SQ will be assessed and by which successful Suppliers will be admitted to the DPS. 



2. THE DYNAMIC PURCHASING SYSTEM 

2.1 The DPS shall operate electronically through the Due North System. 
2.2 Communication 
It is important to remember that all correspondence is managed through Due North and that email notification of correspondence will go to the email addresses noted on your company details which were added when you registered on Due North. If you need the email notification of correspondence to go to another individual for this opportunity we recommend that you add an additional user or edit the details on your Company Contact Details. In order to update details please follow the instructions below: 
Managing Your Company Details 
If you need to update your company information you can do this from the Company Details section on the top menu bar. From here you can edit/add information regarding the company, contact details, company documents and business classifications. 

   2.3 The DPS will run from its opening in April 2025 to 31 March 2028 and in order to be able to tender for business with the Council, Suppliers must first be approved to join the Lots within the DPS and then will be automatically notified of opportunities to quote for specific projects as they arise in each Lot. Further project details including specification, duration of contract, any additional requirements will also be provided at that point in time (Call-Off Further-Competitions).

2.4 Suppliers must have been approved to join Lots within the DPS in order to compete for business in that Lot. 
2.5 Being admitted to the DPS does not guarantee any work. 
2.6 Whilst every effort has been made to consider the full scope of the requirement, the Council does not guarantee any or all the volume of the services required resulting from this DPS. 
2.7 The Council will evaluate all SQ submissions received in accordance with the pre-determined SQ selection criteria (as outlined in the Selection Questionnaire Guidance Document). Following the completion of this evaluation stage, Suppliers will be notified of whether they have been accepted and admitted onto the DPS, and to which Lot(s), or whether they have been unsuccessful. 
2.8 By applying and being accepted onto the DPS, Suppliers are agreeing to the terms and conditions as set out in the DPS Agreement and the Indicative Contract. 
2.9 The total value of the DPS will be no more than £10M, however this figure is a prediction based on previous funding over six years. At the start there is no funding in it and funding will be added to the DPS when gained by Nottingham City Council. This is expected to be irregular, and some may be applied at short notice 

3.   ONGOING APPLICATIONS TO JOIN THE DPS 

3.1 Once the Council has accepted the initial successful Suppliers onto the DPS, it shall re-open the DPS to new Suppliers, who may apply to be admitted to the DPS at any stage during the DPS Term. These Suppliers will also be required to submit a SQ through the Due North system, which will then be evaluated within 10 days of application being received and if successful admitted to the DPS in the same way as the initial Suppliers. 
3.2 Any unsuccessful Suppliers wishing to join the DPS are not prevented from reapplying at any time during the term of the DPS. 

4. SUPPLIER MANAGEMENT 

4.1 If a Supplier ceases to meet the original exclusion or selection criteria during the course of the DPS then the Council can exclude or suspend the Supplier from taking part in any Call-Off Further Competitions. If a Supplier fails one of the mandatory grounds during the course of the DPS, the Council may be required to remove the Supplier from the DPS. 

   4.2 The Council can suspend or exclude a Supplier from the DPS for certain instances of breach of Contract. 
4.3 If Suppliers are suspended from the DPS this means that they will not be able to bid under the Call-Off Further Competitions until the suspension is lifted. 


5. CLARIFICATIONS 

5.1 The Due North system enables questions and answers to be exchanged via the Correspondence area. All clarification questions, no matter what the nature, must be submitted using this method. 

5.2 It should be noted that if questions are deemed to be of relevance to other Suppliers, the question and answer will be transmitted via the Due North system to all Suppliers. No details of the organisation submitting the question will be given. 


    5.3 The Supplier must clearly indicate, when submitting a question, which (if any) part of their question they 
   view as confidential and applicable only to the organisation submitting the question. If the Council does 
   not agree that the question is confidential and applicable only to the organisation raising the clarification, 
   the Supplier will be given the right to withdraw the question without it being answered. 
5.4 Organisations should be aware that the Council is under no obligation to seek clarification and it is the responsibility of the Supplier to ensure that their responses are unambiguous and complete and to seek clarification, if necessary, of the Council’s requirements. 
5.5 The Council reserves the right to contact Suppliers in order to clarify any responses which are unclear, genuine mistakes, gaps, omissions or in relation to responses to ambiguous questions, ensuring that the principle of equal treatment is adhered to at all times. Supplier responses to clarification questions must be submitted via the "Message" area of Due North. Amending and resubmitting an application will mean that the initial application has been replaced with a new one and evaluation by the Council would have to start from the beginning. 

6. CALL - OFF FURTHER COMPETITION UNDER THE DPS 

    6.1 When the Council wishes to place an Order for any Services, it will run a Call-Off Further Competition 
        through the Due North system to identify the most appropriate Supplier(s). 
6.2 All Suppliers that have been accepted onto the DPS (in the relevant Lot) will be invited to take part in the Call-Off Further Competition. The timeframe for submitting a response to a Call-Off Further Competition will be identified at Call-Off Further Competition stage. 
6.3 Once the submission deadline has passed, the Council will evaluate the bids received in accordance with the evaluation criteria set out in the Call-Off Further Competition guidance. 



7. INITIAL DPS TIMETABLE 

[bookmark: _Hlk190697246]7.1 Below is the Council’s indicative timetable for the establishment of the DPS. The Council reserves the right to amend this timetable at any stage and will endeavour to publish such changes on Due North. 


	Action/Stage 
	Target Date 

	Advertise DPS 
	20 February 2025

	Clarification questions for initial aplications close
	15 March 2025

	Closing date and time for receipt of initial applications 
	22 March 2025

	Evaluation of initial Applications 
	22 March 2025 – 3 April 2025 

	Initial admittance to the DPS and contract award  announced by 
	3 April 2025

	10 day standstill
	13 April 2025

	DPS Commencement Date 
	13 April 2025 

	Ongoing submissions to DPS 
	From 3 April 2025 

	Close of the DPS 
	31 March 2028 
















 	


All dates are subject to change 


8. CONFIDENTIALITY 

    8.1 The documents issued as part of this procurement are intended for the exclusive use of Suppliers in        
        connection with this procurement and are provided on the express understanding that they and the 
       information contained in them, or in connection with them, will be regarded and treated as strictly 
       confidential by Suppliers and their employees and advisors. Documents issued as part of this 
       procurement may not be reproduced in whole or in part nor furnished to any persons by a Supplier 
       save for the purposes of:- 

8.1.1 	taking legal advice in connection with completing a SQ or any subsequent bid; and/or 
8.1.2 	obtaining information from relevant organisations or funders where required expressly by the SQ or otherwise where necessary and relevant to the Suppliers' SQ submission 
and/or any subsequent bid; and/or 
8.1.3 	preparing a SQ submission or bid. 
8.2 Suppliers are reminded that they are prohibited from colluding in respect of the production and submission of SQ Responses, bid(s) and in respect of participating generally in this procurement unless acting as a consortium . 


9. 	FREEDOM OF INFORMATION ACT 2000 AND OTHER LEGAL OBLIGATIONS 

9.1 The Freedom of Information Act 2000 (“FOIA”) and the Environmental Information Regulations 2004 (“EIR”) make provision for the disclosure of information held by public authorities or by persons providing services for them. They provide that anyone can ask the Council for any information and, unless an exemption applies, the information must be supplied. This means that all the information that a Supplier provides to the Council under this process will be subject to the FOIA/EIR disclosure provisions. 
9.2 If a Supplier believes that any of the information it has supplied to the Council as part of this procurement process, is either confidential, commercially sensitive or constitutes a trade secret it should make a statement to that effect in a schedule to its submission (marked “FOIA/EIR Schedule”), with a brief description of each item of information affected and the reason why it has included that information in the schedule. It is the Supplier’s responsibility to keep this schedule updated as the process progresses, for example where further information is elicited through clarification questions. 
9.3 Suppliers should appreciate that the simple marking of information with words such as “commercial in confidence” only has the effect of identifying to the Council that an exemption could potentially apply under the FOIA/EIR. The issue will not simply be whether information is marked as confidential but whether, for example, a duty of confidence in fact applies in law to that piece of information or whether release “would be likely to prejudice” your company’s interests. 
9.4 Suppliers are advised to read the Code of Practice issued by the Department for Constitutional Affairs under Section 45 of the FOIA, which gives guidance to public authorities on the handling of requests for information the disclosure of which may affect the interests of third parties. 
The code can be accessed on the internet at: https://www.gov.uk/government/publications/freedom-of- information-code-of-practice 

9.5 If the Council receives a request under the FOIA/EIR which involves information listed in the FOIA/EIR Schedule in your submission, then the Council will use its reasonable endeavours to consult you prior to making a final determination as to how to deal with the request. However, the Council has a very limited time in which to decide whether or not information can be released, so it is imperative that you ensure that the Council has up- to-date contact details and that the contact is able to respond to a request quickly. 
9.6 Suppliers should bear in mind that the listing by them of information in an FOIA/EIR Schedule cannot provide an automatic guarantee that the Council will not disclose such information (or the fact that it holds it) since the Council cannot fetter the application of the FOIA/EIR. 



10. ACCURACY OF THE INFORMATION AND LIABILITY OF THE COUNCIL AND ITS
      ADVISORS 

10.1 The information in the Procurement Documents has been prepared by the Council in good faith but does not purport to be comprehensive or to have been independently verified. Suppliers should not rely on the information and should carry out their own due diligence checks and verify the accuracy of the information. Nothing in the Procurement Documents is or shall be a promise or representation as to the Council’s future conduct. 
10.2 Suppliers considering entering into a contractual relationship with the Council should make their own enquiries of its requirements beforehand. 



11. CANVASSING AND CORRUPTION 

11.1 Any Supplier who, in connection with this DPS and/or its procurement:- 
11.1.1 	offers any inducement, fee or reward to any member or officer of the Council or any person acting as an advisor for the Council in connection with the DPS; or 
11.1.2 	does anything which would constitute a breach of the Bribery Act 2010 or under Section 117 of the Local Government Act 1972; may be disqualified at the Council’s absolute discretion (without prejudice to any other civil remedies available to the Council and without prejudice to any criminal liability which such conduct by a Contractor may attract). 
11.2 Unless expressly permitted, no attempt should be made to contact the Council or its advisors or other related bodies as part of this procurement. Any enquiries made to persons other than through the correct channels will be regarded as prima facie evidence of canvassing. 
12 TENDERING COSTS 

12.1 Suppliers shall bear their own costs of participating in this procurement. 

12.2 The Council shall bear no liability whatsoever for the outcome of the SQ process and establishment of the DPS (including in the event this procurement is discontinued and cancelled) and shall not be liable for any costs or expenses associated with the preparation of any SQ including but not limited to bid preparation costs, cost of advisers, the costs of continuing with the procurement, presentations, due diligence, clarification, or any loss of profit, loss of opportunity/chance or other economic loss incurred by an Supplier as a result of or arising in relation to this procurement whatsoever. 
13 CHANGES TO THE SUPPLIER 

13.1 Suppliers are subject to an on-going obligation throughout this procurement to notify the Council as soon as practicable of any material changes in its financial or other circumstances. This includes, but is not limited to:- 
13.1.1 	changes to the identity of a Supplier (including changes to consortium members, the anticipated equity stake of consortium members, changes to sub-contractors or proposed sub-contractors and the relevant parts of, or the extent of, the Services that are to be provided by any of them); 
13.1.2 	changes in the control of a Supplier (including where such changes are to consortium members and sub-contractors) and/or any adverse change in its financial or other 
circumstances; and 
13.1.3 	solvency of the Supplier (including the solvency of consortium members and sub- contractors). 



13.2 The Council shall be entitled to re-apply any of the SQ selection criteria at any time and in the 
event that the Supplier fails to meet those requirements shall be entitled to reject them/terminate their DPS Agreement. 
13.3 Failure to notify the Council of any material changes (including full details thereof) or to comply with any of these provisions may lead to a Supplier being liable to be disqualified from this procurement 


14 NOTTINGHAM CITY COUNCIL RIGHTS IN RESPECT OF THIS PROCUREMENT 

14.1 The Council reserves the right:– 
14.1.1 	to abandon or cancel this procurement process at any stage; 
14.1.2 	to amend or alter this process or its requirements in respect of the DPS and the Services; 
14.1.3 	not to accept and admit any Supplier onto the DPS; 
14.1.4 	require a Supplier to clarify its response in writing and/or provide additional information (and the Council reserves the right to reject or disqualify a Supplier which fails to respond to any such request adequately or by the deadline set by the Council); 
14.1.5 	not to bind itself to accept any bid; 
14.1.6 	not to establish the DPS at all 

14.2 The Council shall be entitled to reject any Supplier who:– 
14.2.1 	does not comply with these Guidance Notes or any instructions issued by the Council on Due North; 
14.2.2 	has committed one of the acts or omissions prohibited in paragraph 11 of this document; 
14.2.3 	collusion or anti-competitive behaviour. 
14.3 These operate without prejudice to any other civil or criminal remedies and rights the Council may have in such circumstances. 
15 LANGUAGE AND LAW 

15.1 Suppliers should note that all SQs and bids, including supporting documents, must be written in English and that any resulting DPS, its formation, interpretation and performance will be subject to and in accordance with the law of England and Wales and (subject to any provisions for dispute resolution in the DPS Agreement) subject to the exclusive jurisdiction of the courts of England and Wales. 


















SCHEDULE ONE - SUBMITTING RESPONSES VIA THE DUE NORTH SYSTEM 
General 
All files uploaded to Due North must contain the organisation’s name as part of the file name and clearly indicate the contents of their file. 
Any organisation which does not conform to any instruction within the Procurement Documents may be disregarded. 
Please make sure you have submitted your completed response. The Council will not be held accountable for any errors made by an organisation submitting their completed SQ response or bid. 

Call-Off Further Competition Stage 
Suppliers admitted onto the DPS shall submit a bid that complies entirely with the requirements of the Procurement Documents, and subsequent Call-Off Further Competition documents. No bid will be considered which is not on the documentation provided. 
Suppliers must ensure that the online competition information can be accessed and ensure that a response to the Council’s invitation is submitted prior to the closing date and time. 

All Suppliers submitted to a lot will be invited to participate in Call-Off Further Competitions through the Due North system. 
Bids must be completed and submitted electronically by the Due Date stated in the system / procurement documents. When submitting your bid please ensure that you have read and understood all the necessary documentation and provided all the information requested. 
Note for Suppliers: a comprehensive Step by Step Supplier Guide is available through the Due North system, including contact information for the Due North Support team hosted outside of the Council. 


























SCHEDULE TWO – EVALUATION OF SQ SUBMISSIONS AND SELECTION CRITERIA 
Suppliers wishing to apply to join the DPS need to complete and submit the Selection Questionnaire (SQ). 

Please read the Selection Questionnaire Guidance document for further details including evaluation criteria. 
The SQ requests basic information about the Supplier and includes questions that require the Supplier to self-certify that they will comply with the conditions required as part of standard UK Procurement law. It also requests Lot specific self-certification. The Supplier must enter which Lot or Lots they wish to be added to. 

All responses are binding on the Supplier. 

An update to Part 1 and Part 2 of the SQ can be asked for by the Council at any time during the life of the DPS. 



SCHEDULE THREE – CALL-OFF FURTHER COMPETITION PROCESS AND EVALUATION CRITERIA FOR COMPETITION 

a) 	Once accepted onto Lots in the DPS, Suppliers will automatically be informed of opportunities (within those Lots) to bid for Projects through Call-Off Further Competitions which will be advertised through the Due North system. 
b) Information about the Council's requirements will be advertised for each Call-Off Further Competition 

c) Evaluation Criteria: 
• 	The Council will identify the successful Supplier(s) to whom the Contract will be issued using the process and criteria set out in this paragraph (c). The Council reserves the right to introduce further or refined criteria into this mechanism in relation to a particular Call-Off Further Competition if the circumstances and applicable Law justify it. 
• 	Following the deadline for the receipt of bids under the Call-Off Further Competition, the Council will carry out a basic compliance check of all the bids that have been received in order to assess whether they comply with the requirements. The Council shall be entitled to reject any bid without further consideration if it has not been submitted in accordance with these requirements. 
• 	The Council will then evaluate the bids in order to identify the bid that best meets requirements of each individual Call-Off Further Competition. This shall be the successful Supplier subject to the bid satisfying the requirements of the points below. 
• 	For each Call-Off Further Competition, the Council will assess the Suppliers submission based on the following award criteria: 

Weighting 

· Price. This will be within the range of 0% - 100% and will be specified within each Call-Off Further Competition. 
· Quality/ Methodology. This will be within the range of 0%-100% and will be specified within each Call-Off Further Competition. 


· Quality criteria may include but will not be limited to evidencing experience, knowledge, 
qualifications, meeting best practice and innovation. Supporting evidence may be required. 
· Total weighting will always total 100% 
· Contracts for individual services will be issued using the process and criteria set out in this 
guidance. 

d) 	More specific details will be published at the commencement of each Call-Off Further Competition. 

e) 	Contracts for individual services will be issued using the process and criteria set out in this guidance. 
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