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Procurement Office: Request for Tender Activity

Please note: No tender action will be taken without the completion of this form.

Please complete and return by email attachment to: procurementhelpline@glasgow.ac.uk 
	REQUEST TO START A TENDER PROCESS
	Answer

	College Name
	

	School / Institution / Service Name
	

	Head of Finance contact for College / School / Institution
	

	
	

	Name of Principal Applicant
	

	Email address
	

	Telephone
	

	
	

	Details of Budget Holder if different
	

	Email
	

	Telephone
	

	
	

	Details of Departmental contact
	

	Email
	

	Telephone
	

	
	

	Please advise names of Evaluation Team (minimum of 3) in order to allow set up to view tender responses.
	

	
	

	Source of Funds – Budget or Grant? (Put an X next to your choice)
	Budget  FORMCHECKBOX 

Grant    FORMCHECKBOX 


	If it is a Grant, is the Source of Funds EU funds?

If YES please include the project code 
	

	If Grant, have grant conditions been accepted?
	

	Please provide Grant reference number
	

	If Budget, has it been approved?
	

	Please provide budget ID / Capex Approval number
	

	
	

	Brief Description of Requirement
	

	(Please note: the full value of all contract awards must now be disclosed so all items that may be purchased under the exercise must be included in the specification. Additional items cannot form part of the final contract award) 


	
	

	Estimated total cost of project (excluding VAT)
	

	
	

	Is it possible this tender exercise will result in the import of equipment from outside the UK?
	

	
	

	Are there any time constraints?
	

	
	

	Are there any potential cyber security implications relating to this tender requirements e.g. the requirement involves the use of data or technology?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Not sure/need advice  FORMCHECKBOX 



	
	

	Will this project use any personal data*
If YES please attach your Data Protection Impact Assessment (DPIA), if there is one. If you do not have a DPIA, please refer to the University’s Data Protection office guidance on creating a DPIA: https://www.gla.ac.uk/myglasgow/dpfoioffice/gdpr/dpia/ 

If you are unsure if you require a DPIA or don’t have the information available to complete a DPIA, please select not sure/need advice and your request for tender activity will still be processed
	Yes and form attached  FORMCHECKBOX 

Yes and form not attached  FORMCHECKBOX 

No  FORMCHECKBOX 

Not sure/need advice  FORMCHECKBOX 



	
	

	If you are buying services, are these services already performed in-house or by an existing supplier? 

If YES, are you aware of any organised group of employee(s) who are dedicated to performing those services? Please provide details.
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Details of any organised group of employees:

	
	

	Have quotes been received from suppliers?
	

	
	

	Which suppliers are likely to tender?
	

	Circular Procurement

Support the University Climate Change Circular Procurement ambitions by considering:

Whether you buy

What you buy

How you buy

Options to consider:

Re-think Need – Use existing product

Reduce – Refurbish existing products

Reuse – Reuse existing products

Buy – Buy new if you can’t do the above

Use & Extend Useful life – Optimal use of products
For equipment purchases, consider purchasing used/refurbished instead of buying brand new
	Used/Refurbished  FORMCHECKBOX 

New   FORMCHECKBOX 

Select ‘new’ and ‘used’ if unsure or requirement is for both)

Not Applicable e.g. services   FORMCHECKBOX 



	Equipment End of Life/Disposal

For equipment purchases consider the option to either break capital equipment down for parts of Trade in for new
	Broken down for parts  FORMCHECKBOX 

Trade in  FORMCHECKBOX 

Disposal (Sell)   FORMCHECKBOX 




*personal data is any information that can identify a living individual (e.g. name, ID number, location data, online identifier, physical identifier, race, religion, political opinion, genetic data, details about health) 
In pursuance of the public sector agenda on collaborative procurement, information on any contract placed as a result of this tender exercise may be requested by public sector Centres of Expertise or HE collaborative consortia, and the University of Glasgow will comply with any such request.
Insert Project Code number here
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