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About the Borough
The London Borough of Hounslow is an outer London borough situated in West London,
along the M4 corridor between Hammersmith in the east and Heathrow Airport in the west.
The population of Hounslow is around 271,100. There is a rich mix of communities; about
one third of the population of Hounslow is comprised of people from minority communities.
The Borough is an important business location and attracts major global companies within its
boundaries. In addition, Heathrow Airport, situated on the western borders of the borough is
also a significant employer.
Hounslow Council is primarily based at Hounslow House, Bath Road. It spends in excess of
£150m per annum on services, supplies and works. It encourages all businesses to interact
with the Authority and to that end regularly places public notices concerning upcoming
contracts on FTS, on its website, and on the London Tenders Portal. The Council would like
to engage with local businesses and encourage them to bid for the Council’s contracts.

Introduction – Doing Business with the Council
The Council is keen to encourage a diverse range of contractors and suppliers, both large
and small, and has created this guide to provide key information about the Council on what
and how it buys.

What does the Council Purchase?
Purchases made by the council cover a wide range of services, supplies and works. The list
below shows some of the common categories:
▪

Agency staff.

▪

Banking and insurance services.

▪

Furniture.

▪

Cleaning and catering.

▪

Highways maintenance.

▪

Protective clothing.

▪

Utilities.

▪

Care services for children and

▪

Telecoms.

older people including those with

▪

Stationery and computer

disabilities and mental health

consumables.

needs.

▪

Consultancy services.

▪

Vehicles.

▪

Facilities management.

▪

IT hardware and software.

▪

Building works & maintenance.

▪

Training.
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Finding Out About Contracts
There are a number of ways to find out about current contracting opportunities within the
Council.
The Council seeks to ensure that it meets its legal obligations when advertising contracts
and uses the following framework:
Item
Services and Supplies

Value
Over £189,330

Below £189,330
Below £75,000
Works

Over £4,733,252

Under £4,733,252
Below £75,000

Advertising (examples)
Find a Tender Service
https://www.gov.uk/find-tender
London Tenders Portal
www.londontenders.org
London Tenders Portal
www.londontenders.org
At least 3 competitive quotes
Find a Tender Service
https://www.gov.uk/find-tender
London Tenders Portal
www.londontenders.org
London Tenders Portal
www.londontenders.org
At least 3 competitive quotes

London Tenders Portal is an e-tendering system built specifically for the Public Sector and is
currently used by many public sector organisations across the country. It is free for suppliers
to register. The system gives suppliers the ability to search for opportunities nationally, not
just across London. To access the system please visit londontenders.org and register. Once
you have registered you can login and register your interest.
Details of all contracting opportunities are listed on the London Tenders Portal; Current
tenders.

The Tendering Process
The Council uses public money, we therefore have a responsibility to obtain Value for Money
in all expenditure. All spend by the Council is regulated by U.K. legislation and international
agreements. The main objectives of the legislation are to achieve fairness, transparency and
competition.

Preparing Your Tender Submission
When an organisation is invited to tender, the specification, contract terms and conditions
along with any other relevant documents will be issued. The documents will also inform the
tendering organisation the weighting of questions, and what needs to be submitted as part of
the bid.
When tendering, it is acceptable to submit written enquiries regarding your submission or to
ask genuine questions about any aspect of the process. It should be noted that all queries
and their responses will be circulated to all potential bidders. Lobbying for information from
Officers of the Council or Councillors is not acceptable.
Companies will be asked to provide details by way of completing a Selection questionnaire
(SQ). This is a self-declaration document to allow the tender to progress without a raft of
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background checks. Information provided is verified at the award stage after tenders are
completed. The SQ covers the following areas:
Supplier Information – The basic information about who is bidding
Grounds for Exclusion – This section is split into 2; Mandatory and Discretionary. This
section covers a number of criminal offences and breaches of obligations.
Economic and Financial Standing – This is used to assess the financial position of the
company in relation to the size of the contract and to check that it is registered (if
appropriate) for tax considerations.
Technical and Professional Ability – We ask about the relevant experience and technical
ability to carry out the categories of work or type of service required. Also, we would
normally ask further specific questions tailored to the need of the individual contract.
References for similar works undertaken will also be requested at this stage.
Insurance – The required levels of insurance required for the contract will be shown here.
Bidders do not need this level at the bid stage but must agree to obtain it should their bid be
successful.
Project Specific Questions – The SQ may also ask questions relating specifically to the
subject matter of the contract. This may cover any required qualifications and/ or licences
required to carry out a service.

Open – a single stage process where tenders are issued to all who express an interest.
Interested organisations will need to respond to the advertised opportunity by submitting a
request to participate in accordance with the contract notice.
Under the open procedure, invitations to tender will be sent to all organisations that
submitted a request to participate.

Restricted – a two-stage process where a shortlist of tenderers is prepared for the purpose
of inviting bids.

Negotiated – a process used only in certain circumstances, e.g. where only a single
supplier exists or contract requirements cannot be fully defined.

Competitive Dialogue – a dialogue with a number of potential suppliers that may request
to participate with the aim of developing one or more suitable alternatives capable of
meeting the contracting authority’s requirements and on the basis of which the chosen
candidates are invited to tender.

The Evaluation Process
Evaluation Panel - The successful contractor or supplier will be the one that, in the opinion of
the Council, submits the most economically advantageous tender, i.e. scores best overall in
the evaluation of both quality and price. All competing tenders are assessed against the
same criteria, which will have been established before tenders are opened. The evaluation
panel will normally consist of three or more officers.
Interviews and Presentations - At any time during the tender process, contractors may be
invited to give a presentation or attend an interview as part of the tender procedure.
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Timeliness in Tendering - Completed tender documents must be returned to the Council by
the date and time stipulated. Tenders received after the deadline will not be considered
unless evidence can be given showing the delay was for a reason outside of the control of
the bidder.
Contract Award - A contract is awarded as soon as possible after the evaluation process has
been completed and authorisation for award has been obtained.
Debriefing - The Council recognises the importance of providing useful feedback and will
provide a full breakdown of the areas of your response where you have not scored as highly
as the winning tenderer. Please note that the Council will always seek to ensure that it does
not knowingly breach any current legislation during the feedback process.

Propriety
The Council’s employees follow a strict code of procurement ethics. Neither gifts nor offers
of hospitality from individuals or organisations with whom the Council has or may have in the
future a contractual relationship can be accepted.

During the Contract Period
Payment Policy
Payment terms will normally be set out in the contract documents. Payment will normally be
made within 30 days net of receipt of an accurate invoice. In order to ensure that your
payment is dealt with efficiently, you must;
▪

Submit the invoice in the format agreed in the Contract or Purchase Order.

▪

Quote a Purchase Order Number on all invoices.

▪

Address the invoice to the location specified on the purchase order.

The Council’s payment method is by BACS

Management of Contracts
The Council values its relationships with its suppliers and believes that contract award is
only the beginning of a successful partnership. Any KPIs and performance measures for the
contract will be set out during the tender process. Once a contract has commenced a
Contract Manager will be assigned to monitor agreed KPIs and to work with the suppliers to
improve the delivery of the contract.

Contact Us
Please send any comments or questions to:
Procurement & Contracts Team
London Borough of Hounslow
Civic Centre
Lampton Road
Hounslow
TW3 4DN
E-mail: procurement@hounslow.gov.uk
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