


PROCUREMENT FORM 2
Contract Award and PCS Notice Record
Updated November 2026
	PURPOSE 

	Complete this form after evaluation and before the contract award is made. It provides the concise approval record and the information needed to notify bidders and complete the relevant Public Contracts Scotland (PCS) award record or Contract Award Notice.
Who completes what: Complete Sections 1–7 using the approved procurement, evaluation, supplier, contract and financial records. Record the original PCS notice or Quick Quote reference, and the PCS-Tender reference where used, alongside the procurement reference in Section 1. Complete only the applicable route in Section 2. In Section 5, prepare the fields required for the applicable notice; leave the actual award status and contract conclusion date for completion after approval and conclusion. Enter “Not applicable” only where a field genuinely does not apply, with a short reason where requested. Obtain Section 8 approval before notifying bidders of the award decision.
Simple order: complete Sections 1–3B to establish the route, evaluated outcome and recommended suppliers; confirm values and funding in Section 4; prepare the applicable PCS fields in Section 5; complete the proportionate checks in Sections 6–7; then obtain Section 8 approval. This is approval to proceed with the award, not confirmation that a contract already exists. After approval, Procurement reviews the record, issues the required decision notifications, completes any applicable standstill, confirms contract conclusion and submits the relevant PCS award record.
Do not notify a successful bidder, issue an award letter, sign a contract, publish an award notice or raise a commitment to proceed until this form has been approved.



	1. PROCUREMENT AND AWARD DETAILS

	Date form submitted
	

	Procurement reference
	2/6/

	Contract title
	

	Service / service reference
	

	Contract Responsible Officer
	

	
	Name
	

	
	Job Title / Service
	

	
	Email / Telephone
	

	Contract Manager
If different from the Contract Responsible Officer
	

	
	Name
	

	
	Job Title / Service
	

	
	Email / Telephone
	

	Contract type: - Enter one
	Goods / Services / Works / Health, social or other specific services:

	Main and additional CPV codes
Use the official TED CPV lookup and current code list to select the most accurate code.
	Main CPV code and description:
Additional CPV code(s) and description(s):
Official TED CPV lookup and current code list

	Place of performance / NUTS code
	Clackmannanshire — UKM72

	Contract structure: - Enter one
Provide Lot details where applicable 
	Single contract / Framework / DPS or other arrangement 
Lot details, where applicable:

	Contract dates
	

	
	Start Date
	

	
	Initial End Date
	

	
	Extension Option(s)
	

	
	Max End Date
	





	2. AWARD ROUTE 
Complete one route only: A for a competitive procedure, B for a framework call-off, or C for a direct award or exception outside a framework. Enter “Not applicable” against the other two routes.


	A. Competitive procedure
	

	
	Procedure Used: - Enter One
	PCS Quick Quote / Open Tender / Restricted or other Procedure / DPS 

	
	Publication Invite date
	

	
	Return Deadline
	

	
	Number Invited QQ only
	

	
	Compliant Tenders Received
	

	B. Framework call-off
	Call-off method; - Enter One
	Direct award under framework rules / Mini-competition or further competition

	
	Framework owner
	

	
	Framework title / reference
	

	
	Lot
	

	
	Framework term and URL / reference
	

	
	All eligible suppliers invited where required
	Yes / N/A

	
	Framework Order form / call-off terms completed
	Response: Yes / No:

	C. Direct award / exception outside a framework




A direct award must not proceed merely because a supplier is preferred, has been used before or time is limited.
	Legal basis and Contract Standing Orders exception: select the applicable exception and record its current Standing Orders reference. Separately record the statutory provision permitting award without competition, where applicable, with the supporting advice or approved report reference.
A Standing Orders exception does not itself disapply procurement legislation; continuity, compatibility or lack of competition must be supported by evidence meeting the applicable legal conditions.
	1.An immediate need is, in the opinion of the Chief Executive, created by a sudden, unforeseen, real and demonstrable emergency that requires immediate action to protect life or property.
2.The purchase of a named product required to be compatible with existing installation as approved by a director or Head of Corporate Services
3.There is a genuinely justifiable case to use an existing contractor/supplier to maintain continuity of supply or site experience.
4.The purchase of goods or materials, the execution of works or supply of services for which the procurement officer considers that no genuine competition can be obtained.

	
	Why competition is not possible or appropriate
	

	
	Market and value-for-money evidence
	

	
	Duration and scope are limited to what is justified
	Response: Yes / No:

	
	Exception / exclusion report approved
	Approved: Yes / No:  
Date Approved: 
Attached: Yes / No / N/A:

	
	Legal / Procurement advice and Conditions 
	





	3. EVALUATION, DUE DILIGENCE AND AWARD RECOMMENDATION
Confirm each statement using “Yes” or “Not applicable”. If any statement cannot be confirmed, stop and refer the issue to Procurement before approval. In the Evidence / attachment column, enter the supporting file name, link or storage location.


	Check
	Yes / N/A
	Evidence / attachment

	Evaluation used only the published criteria, weightings, scoring method and pass/fail requirements.
	Response: Yes / N/A:
	

	At least two suitably qualified evaluators completed individual scoring and moderation; conflicts of interest were declared and managed.
	Response: Yes / N/A:
	

	Arithmetic, price formulae, totals, moderation scores and lot allocations have been independently checked.
	Response: Yes / N/A: 
	

	Clarifications were recorded, did not permit a material bid change and were applied consistently.
	Response: Yes / N/A: 
	

	Mandatory/discretionary exclusions, SPD evidence and selection requirements were checked where applicable.
	Response: Yes / N/A: 
	

	Insurance, financial standing, qualifications, licences, references and other pre-award evidence meet the stated requirements.
	Response: Yes / N/A: 
	

	Any abnormally low tender, error, qualification or proposed condition was resolved lawfully and documented.
	Response: Yes / N/A: 
	

	Fair Work, prompt payment, data protection, information security, climate, community benefit and other contract commitments were confirmed where included.
	Response: Yes / N/A: 
	

	The final evaluation matrix, moderation record and evaluator conflict declarations are retained with the procurement file. Attach them to this form only where required by Procurement or the delegated approver.
	Enter one: Records retained / Attached where required / N/A: 
	



	3A. TENDER OUTCOME — WINNING AND UNSUCCESSFUL PROVIDERS
Record the recommended winning provider and each unsuccessful compliant provider. Copy the evaluated value, quality score, price score, total weighted score and final rank exactly from the approved evaluation matrix. If a tender was excluded or found non-compliant, record the provider and reason on a separate continuation sheet only where required for the award record or bidder notification. If the contract has no lots, complete this table once and enter “No lots” in the lot column. If this form covers one lot, complete it once using that lot’s published number. If it covers several lots, use a separate table for each lot, even if the same provider wins more than one lot.
For the evaluated tender value excluding VAT, use the published evaluation basis. If this differs from the maximum whole-life award value in Section 4 or the lot value in Section 5, explain the reconciliation in the evaluation record and give its reference.

	Provider
	Lot(s)
	Evaluated tender value £ excl. VAT
	Quality score
	Price score
	Total weighted score
	Rank
	Outcome

	1.
	
	£
	%
	%
	%
	
	Status — enter one: Winning provider / Unsuccessful compliant provider:

	2.
	
	£
	%
	%
	%
	
	Status — enter one: Winning provider / Unsuccessful compliant provider: 

	3.
	
	£
	%
	%
	%
	
	Status — enter one: Winning provider / Unsuccessful compliant provider: 

	4.
	
	£
	%
	%
	%
	
	Status — enter one: Winning provider / Unsuccessful compliant provider: 

	Additional providers: Continuation sheet attached / N/A — enter one:



	3B. WINNING PROVIDER DETAILS AND BIDDER NOTIFICATIONS
Record evaluation results in Section 3A and supplier details once here for each winning provider, including postcode and country in the registered address. Enter “No lots” if the contract is not divided into lots; otherwise list every lot number awarded to that provider under this form. One provider winning several lots needs one supplier record, not one per lot. Attach a supplier continuation sheet only for additional winning providers. For a direct award without scored evaluation, complete this section and mark Section 3A “Not applicable”. Record the total value covered by this form in Section 4. Section 5 holds additional PCS information and the separate value of every awarded lot, including where this form covers only one lot.


	Winning provider
Lot number(s), or “No lots”:
	Legal name
	

	
	Trading name, if different
	

	
	Registered address
	

	
	Company / charity number
	

	
	SME
	Response: Yes / No

	Unsuccessful provider(s) notice information

Use Section 3A and the approved evaluation record to prepare each unsuccessful provider’s individual decision / standstill letter. Do not copy scores into this form again; include the required scores and information in the letter itself.
In the notice schedule (the separate record used to prepare these letters), explain why that provider was unsuccessful and, where required, the winning tender’s key strengths and how they compared with that provider’s tender against the published criteria. This is what “characteristics and relative advantages” means: explain the reasons behind the scores, not just that the winner scored higher. Use moderated evaluation evidence, identify the relevant lot and protect confidential information; do not introduce new criteria or reasons. Give the schedule reference alongside the completion response. These are individual bidder letters, not the public PCS award notice, and must not be issued before Section 8 approval and the applicable notification checks.

	Notice information prepared — enter one: Yes / No / N/A:
Notice schedule reference / reason for N/A:






	4. VALUE, BUDGET AND CONTRACT COMMITMENT
Record the maximum whole-life value of the proposed award, including all extension options and foreseeable payments, even where funding for later years is not yet confirmed. Clearly distinguish the maximum potential contract value from the amount currently funded and contractually committed. Funding uncertainty must be reflected in the contract terms and approval conditions; it must not be used to understate the award value or delegated authority required.

	Contract value summary
	Initial contract period excluding VAT
	£

	
	All extension options excluding VAT
	£

	
	Total maximum award value excluding VAT
	£

	
	VAT
	£

	
	Total maximum award value including VAT
	

	
	Maximum potential whole-life commitment — state the VAT basis and reconcile to the total maximum award value above. This is the full potential exposure, not the amount currently funded or an assurance of guaranteed supplier spend.
Include all lots, options and foreseeable payments
	£

	Comparison with Form 1
	Form 1 estimated lifetime value
	£

	
	Difference from final award value
	£

	
	Reason for difference
	

	Financial profile


The total should be reconciled to the maximum whole-life commitment 

Where future-year funding is not confirmed, include the potential value and identify it as conditional in the Funding status and conditions record below.
	Enter the expected Council commitment by financial year for the actual initial term and all extension options. The rows below provide space for up to four initial-term years and two extension years; they do not prescribe the contract duration. Mark unused rows “Not applicable”, interpret the subtotals as the actual initial term, actual extensions and actual whole-life total, and use a continuation schedule for longer terms or additional financial years. State the VAT basis and reconcile the profile to the maximum whole-life commitment above. Where future-year funding is unconfirmed, include the potential value and identify it as conditional in the funding record below.

	
	Contract period
	Financial year
	Budget / ledger code
	Capital £
	Revenue £
	Total £

	
	Initial term — Year 1
	
	
	£
	£
	£

	
	Initial term — Year 2
	
	
	£
	£
	£

	
	Initial term — Year 3
	
	
	£
	£
	£

	
	Initial term — Year 4
	
	
	£
	£
	£

	
	Total initial term
	£
	£
	£

	
	Potential extension — Year 1
	
	
	£
	£
	£

	
	Potential extension — Year 2
	
	
	£
	£
	£

	
	Total extension options
	£
	£
	£

	
	Total maximum whole-life commitment
	£

	Savings and cost avoidance
	Cash-releasing saving
	£

	
	Budget saving
	£

	
	Cost avoidance
	£

	
	Calculation basis
	

	
	How reflected in the budget
	

	External funding
	External funding used
	Response: Yes / No: 

	
	Funding body
	

	
	Amount
	£

	
	Conditions
	

	
	Expiry / claim deadline
	

	
	Funding status for the proposed award – Enter one:
	Fully funded for the whole term / Funded for the initial period only / Partially funded / Subject to future funding confirmation: 

	
	Funding currently confirmed
	Period covered:  
Amount excluding VAT: £

	
	Potential value subject to future funding
	Period / option years: 
Amount excluding VAT: 

	
	Basis for proceeding where funding is uncertain
	Explain why award is required on the full potential scope and how expenditure will be controlled:

	
	Contractual funding protection
Enter all that apply
	No guaranteed volume or spend / Optional extension not yet committed / Orders or work packages issued only when budget is confirmed / Funding condition or condition precedent / Break, suspension or termination right / Other: 

	
	Approval condition and review point
	State the approval condition, responsible officer and date by which funding must be reconfirmed before further commitment: 

	Budget Holder confirmation
	I confirm that the maximum whole-life value shown in this form is the correct basis for the award and delegated authority. Approved budget is available for the amount identified as currently funded. Any later year, extension, order, work package or other commitment identified as conditional will proceed only after the relevant funding has been confirmed and the contractual and approval conditions recorded above have been satisfied. I understand that approval of the maximum award value does not itself guarantee supplier spend or authorise expenditure beyond confirmed budget.


	
	Name
	

	
	Job title / service
	

	
	Signature
	



	
	Date
	

	Service Accountant confirmation
	Decision – Enter one:
	Approved / Not approved / Approved subject to conditions:

	
	Comments / funding conditions
	Specify the amount and period currently funded, any future funding dependency, and the control required before further commitment.

	
	Name
	

	
	Signature
	



	
	Date
	





	5. PCS AWARD-SPECIFIC INFORMATION
Complete this section for the award covered by this form. No lots: complete once and enter “Not applicable — no lots” in the lot fields. One lot: complete once using its published number and title, even if other lots are outside this form. Several lots: complete the first lot here and each additional lot on the PCS continuation schedule, even when the same supplier wins them all. Record tender counts and values separately for each lot. For every awarded lot, record its value, including a single lot award; the combined lot values must match Section 4. Refer to Section 3B for each winning supplier’s details rather than repeating them. For information inherited from the original PCS record, enter “Unchanged — original PCS record” unless it has changed, rather than leaving an unexplained blank. Procurement will check the information and complete the actual award status and contract conclusion date after approval.

	Award of contract / lot
	Lot number
	

	
	Lot title
	

	
	Contract / lot awarded
	Response: Yes / No: 

	
	Date contract concluded
	

	Tenders received
	Total received
	

	
	Received from SMEs
	

	
	Received from UK tenderers
	

	
	Received from tenderers outside the UK
	

	
	Number of tenders received electronically for this contract / lot — enter a count
	

	
	Awarded to a group of economic operators — consortium or joint venture?
Enter “Yes” where two or more suppliers bid together and win jointly as a consortium or joint venture; not simply where separate suppliers win different lots.
	Response: Yes / No:

	Winning provider
	Supplier record reference in Section 3B (including any continuation sheet):
Supplier NUTS code:
Use the legal name, registered address, postcode, country and SME status recorded in Section 3B; do not repeat them here.

	Contract / lot value
	No lots: use the total maximum award value excluding VAT in Section 4; no lot-value breakdown is required.
Where lots apply, record each awarded lot separately. Lot values may differ. 

For each lot, enter:
Lot number and title:
Maximum lot value excluding VAT, including all extension options and foreseeable payments: £

Add together the individual values of all lots covered by this form. 
Their sum must equal the total maximum award value excluding VAT in Section 4. 

Count each lot’s value once, even if it has several winning providers; explain any split between providers in the continuation schedule.



	Subcontracting
	Subcontracting intended – Enter one
	Yes / No / Not known: 

	
	Subcontracted activity
	

	
	Estimated value
	£

	
	Estimated proportion
	%

	Additional award information
	Additional information for publication:
Community benefit statement, where applicable:

	PCS continuation schedule — enter one: Attached / Not required: 

Attach for each additional lot covered by this form, or where additional provider-specific PCS information will not fit above. 
A single lot does not itself require a continuation. Refer to the supplier records in Section 3B rather than repeating supplier details.





	6. CONTRACT MANAGEMENT, ASSURANCE AND PCS SUPPORTING INFORMATION
The officer identified in Section 1 completes this section using the contract and evidence retained under Section 3. Give brief answers or document references, not repeated officer details or full policies. Keep checks proportionate to risk; enter “Not applicable” with a short reason where appropriate. Data-protection and security fields are internal assurance records, not standard PCS publication fields. Use only the non-sensitive summary below, where relevant to the selected PCS notice; use Section 7 for detailed carbon and community-benefit information. Record outstanding actions once at the end. Resolve award-critical issues before award and operational requirements before the relevant activity starts.

	1. Handover and start-up
	The officer responsible for management in Section 1 has accepted the role. Handover of final contract records and any start-up or transition tasks is arranged, including continuity of supply where needed.
Enter one: Ready / Action below:

	2. Monitoring and escalation

	The officer responsible will check delivery, spend and agreed obligations, retain a brief review record and manage issues under the contract. Confirm the lawful basis and required delegated approval before committing to any variation or extension.
Status: Ready / Action below: 
Review frequency or milestone:
KPIs / monitoring record reference: 


	3. Data protection — internal assurance
	Personal data processed in delivering the contract: Yes / No:

If yes, supplier role: Processor / Independent controller / Joint controller:

Data-processing / sharing terms reference:

DPIA screening / assessment reference and outcome: 

Confirm appropriate terms and safeguards, including any overseas processing, are in place before processing starts. Use Article 28 terms for a processor and complete a DPIA where processing is likely to result in high risk.

Status: Ready / Action below / Not applicable: 

	4. Information and cyber security — internal assurance
	Supplier access to Council information / systems, or digital dependency affecting delivery: Yes / No: 

Risk assessment / security assurance reference and outcome: 

Where relevant, confirm proportionate access controls, secure storage / transfer, incident reporting and continuity / recovery arrangements before access or service commencement.

Status: Ready / Action below / Not applicable: 

Retain technical details securely; do not include vulnerabilities, credentials or sensitive system information here or in PCS.

	5. Agreed policy commitments and PCS summary
	Climate / environmental commitments: Section 7 / Other contract schedule reference / Not applicable with reason:

Community benefits: use Section 7 for the PCS description, type, sub-type, quantity and delivery date; do not repeat them here.

Fair Work / prompt-payment commitments, where included — schedule reference and evidence to be checked:


Other relevant obligations (e.g. equality, accessibility or safeguarding) reference / Not applicable:

Use the review arrangements above to check delivery. Record only commitments included in the awarded contract; do not introduce new award requirements.

Additional non-sensitive summary suitable for the applicable PCS notice, excluding information already in Sections 5 or 7 (or “None”):

	6. Ordering and payment set-up
	Approved Finance arrangements are in place, or scheduled, for supplier set-up, ordering, receipt confirmation and timely invoice approval to meet applicable payment terms.

TechnologyOne supplier set-up — enter one: Existing supplier / New supplier set-up required / Not applicable:

Supplier account number, if available:

Set-up / amendment status: Complete / Requested / Action below / Not applicable: 

For additional winning providers, list each supplier account number and set-up status on a continuation sheet; do not repeat the supplier details in Section 3B.

Banking details must be obtained and verified through the approved Finance process and must not be recorded on this form.
Outstanding actions — all checks above
Enter “None” if ready; otherwise give each action, owner and deadline, or an existing action-record reference: 






	7. CARBON BASELINE AND AGREED COMMUNITY BENEFITS
Record only requirements and supplier commitments included in the procurement and awarded contract; do not add new obligations here. Carbon: enter the evidenced baseline in tCO₂e, period, activities covered and calculation/source reference; identify estimates and distinguish supplier-wide figures from contract-specific figures. Give any agreed improvement, target, deadline and evidence to be reviewed. If a required baseline is pending, record the agreed delivery date, not zero. 
Carbon calculation support: Use the UK Government greenhouse-gas conversion factors for the reporting year and Business Energy Scotland’s carbon-footprint guide for practical guidance. Multiply activity data by the matching emission factor; where the result is in kgCO₂e, divide by 1,000 to report tCO₂e. Retain the factor year, units and calculation evidence. The guide covers business-wide footprints; identify separately any emissions attributable to this contract. Links checked 3 November 2026; use the annually updated government collection for the appropriate year’s factors.

Community benefits: record each agreed benefit separately using the applicable PCS type and sub-type, a clear description, quantity and unit, delivery date and evidence of completion (in the description or schedule). Record promised benefits, not benefits already achieved; avoid double-counting across lots. Use a continuation schedule for additional benefits and identify the relevant lot/provider by reference to Sections 3B and 5. Enter “Not applicable” with a brief reason where appropriate. Use responsibilities in Section 1 and review arrangements in Section 6; do not repeat officer or contact details.


	Carbon baseline
	Baseline
	 tCO₂e

	
	Baseline period / date
	

	
	Boundary and calculation method
	

	
	Evidence / source
	

	
	Not applicable
	

	Carbon commitment
	Agreed reduction / improvement
	

	
	Target tCO₂e / percentage reduction
	

	
	Delivery date / milestones
	

	
	Reporting frequency and evidence
	

	Community benefits expected
For regulated procurements with an estimated whole-life value of £4 million or more excluding VAT, section 25 of the Procurement Reform (Scotland) Act 2014 requires consideration of community benefit requirements before the procurement starts. This is a mandatory duty to consider, not an automatic requirement to include benefits in every contract. The contract notice must state the requirements or the reasons for not including them; where included, the award notice must summarise the benefits expected. Below £4 million, consider relevant, proportionate opportunities in line with the sustainable procurement duty and Council policy; being below the threshold is not, by itself, a reason to omit benefits
	Enter one: Yes / No / Not applicable:

If Yes, complete the agreed-benefit details below. If No or Not applicable, briefly explain the decision and reference the assessment / relevant notice; do not use “Not applicable” to bypass the statutory consideration duty.

Reason / record reference: 

	Agreed community benefit
	Benefit type
	

	
	Benefit sub-type
	

	
	Description / further details
	

	
	Total number / measurable commitment
	

	
	Expected delivery date
	

	
	Main contractor / delivery organisation
	

	Where more than one community benefit has been agreed, attach a continuation schedule showing each benefit type, sub-type, delivery date, quantity and further details.
Continuation schedule — enter one: Attached / N/A: 




	8. APPROVAL TO ACCEPT AND AWARD

	Contract Responsible Officer declaration
	I confirm the information in this form is complete and accurate; the proposed award follows the approved procurement route and published documents; the evaluation and due-diligence evidence is retained; and no commitment has been made to a bidder. Outstanding operational actions are recorded in Section 6 with owners and deadlines. Award-critical issues and conditions required before award must be resolved before the award proceeds. Conditions applying to later expenditure, extensions or other commitments must be satisfied before that commitment is made, as recorded in Sections 4 and 8.


	
	Name
	

	
	Signature
	




	
	Date
	

	Delegated authoriser

Officer empowered under the Council’s Contract Standing Orders, Financial Regulations and scheme of delegation to approve the maximum whole-life award value, including all lots and extensions. Check recorded authority; budget or purchase-order approval alone is insufficient. Obtain higher-level approval if delegated limits are exceeded.
	Decision – Enter one
	Approved to award / Not approved / Approved subject to conditions: 

	
	Conditions / comments
	

	
	Name
	

	
	Job title
	

	
	Delegated authority confirmed
	Response: Yes / No:

	
	Signature
	



	
	Date
	

	Approval must be given by an officer with authority for the maximum whole-life contract value. After approval, Procurement will issue the required bidder notifications, apply any standstill, confirm contract conclusion, complete the relevant PCS award record or Contract Award Notice, and update the contract register and award file.
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