Supplying to Nottingham City Council
A plain English guide for businesses who are new to tendering. 
Aligned with the Procurement Act 2023

1. Welcome
Nottingham City Council buys goods, services and works to support residents and communities across the city. This can include small one-off purchases and larger long-term contracts.

We want to work with a wide range of suppliers, including small and medium-sized businesses, local suppliers, charities, voluntary and community organisations, social enterprises and suppliers that are new to public sector bidding.

This guide explains how to find opportunities, understand tender documents and submit a bid. It uses plain English and is designed to help you get started.
2. How Nottingham City Council buys goods and services
We choose the buying route that best fits what we need to buy. We consider the value, risk, length and complexity of the contract, and what suppliers in the market can provide.

We may use different buying routes, such as:
· one-off purchases
· requests for quotations
· open tender competitions
· framework agreements
· dynamic markets.
We aim to make each process fair, transparent and proportionate.
3. Shaping procurements with the market
Before we start some procurements, we may speak to suppliers to understand the market. This is called pre-market engagement.

Where possible, we may hold events, issue surveys or publish early information. This helps us understand what suppliers can offer and design better procurements.

Taking part in early engagement does not give a supplier an advantage in a later competition as any relevant information learnt from this is shared as part of the tender opportunity.
4. The Procurement Act 2023 – what it means for you
The Procurement Act 2023 came into force in February 2025. It applies to new public contracts.

The Act aims to make public procurement simpler, more flexible and more transparent. For suppliers, this should mean clearer processes, better feedback, improved payment terms and more chances to engage with buyers before tenders are published.
5. Registering on the Central Digital Platform
To bid for most public sector contracts, you must register on the Central Digital Platform through Find a Tender.

You can add your core business information once and reuse it for bids across the public sector. Registration is free.
6. Finding Nottingham City Council opportunities
Nottingham City Council advertises most opportunities through its e-procurement portal. You must register on the portal to view opportunities, download documents, ask clarification questions and submit bids.

During a procurement, all messages must be sent through the portal. This helps keep the process fair and transparent.
7. Early engagement and pipelines
Where possible, we publish information about future procurements and engagement opportunities, including pre market engagement to understand the market. This helps shape the procurement exercise and the contract. 
This can also help suppliers prepare, plan resources and consider whether to work with other organisations to deliver a requirement. 
8. Understanding tender documents
Each procurement has a unique reference number. You can use this to find the opportunity on the procurement portal.

Tender packs may look different depending on what we are buying. They will usually explain:
· what we need
· how the process will work
· what documents you must complete
· how we will evaluate bids
· the deadline for submitting your bid.
Read the instructions carefully. A bid may be rejected if documents are missing, completed in the wrong format or submitted after the deadline.
Invitation to Tender
The Invitation to Tender, or ITT, explains the rules of the tender and how to submit your bid. It may include information about required documents, evaluation, data protection, confidentiality, freedom of information, subcontracting, consortium bids and Transfer of Undertakings and Protection of Employment, known as TUPE.

The ITT will also explain what the Council wants to buy, including the specification, any performance measures and the draft contract terms.
If you have a question about the tender, submit it through the e-procurement portal by the clarification deadline. Please do not telephone or email the Council with tender questions. This keeps the process fair for all suppliers.

Unless we are using a negotiated procedure, we are usually unable to negotiate the specification or contract terms.
The ITT will explain how bids will be scored. Criteria may include quality, price, social value and deliverability. You may also be asked to support your written bid with a presentation, demonstration, samples or a site visit.
Selection Questionnaire
Some procurements ask suppliers to complete a Selection Questionnaire, or SQ. This asks for basic information about your organisation and helps us assess whether your organisation is suitable for the contract.

The SQ may be completed online or as a separate document. It is a self-declaration, so the information you provide must be accurate and up to date.
Tender response documents
The tender response is the part of the pack you complete and return. It may be included in the ITT, provided as separate documents or be electronic within the e-tending system. 

Complete the documents or system sections as requested, adhering to all instructions. Not following instructions provided may result in your bid being excluded.  You may also need to sign declarations or certificates. If TUPE applies, or other confidential information is to be made available, you will need to sign a confidentiality agreement before information can be released.

Submit your bid through the procurement portal before the deadline. Allow enough time to upload, check and submit your documents.
9. Proportionate requirements
For lower-value or lower-risk contracts, we aim to keep requirements for the bids proportionate. This means we only ask for information that is relevant and needed.

If anything is unclear, ask a clarification question through the portal.
10. How bids are evaluated
We award contracts based on the most advantageous tender. This means we consider more than price. We may also consider quality, social value, deliverability and risk.

The tender documents will explain the evaluation criteria and scoring method. Read this carefully and make sure you understand what is being asked. 
11. Feedback and transparency
If your bid is unsuccessful, you will receive feedback. This should help you understand the strengths of your bid and weaknesses. 
12. Social value and sustainability
We use procurement to support wider economic, social and environmental outcomes. This may include creating local jobs, supporting fair working practices, reducing environmental impact and delivering benefits for local communities.

We welcome practical and proportionate commitments, including opportunities identified through Match My Project.
13. Working with us after contract award
After a contract is awarded, we expect suppliers to communicate clearly, deliver what has been agreed and invoice on time.

In return, we aim to manage contracts fairly, deal with issues early and pay suppliers promptly.
14. Getting support and improving over time
Many successful suppliers start with smaller contracts and build experience over time. Where possible, you can improve your chances by using feedback, attending engagement events and keeping your supplier information up to date.

Our business and growth pages also provide support and guidance.
15. Final message
Nottingham City Council wants a diverse, competitive and inclusive supplier market. If your organisation can deliver quality, value for money and positive outcomes for Nottingham, we encourage you to look for opportunities to work with us.
