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Policy: Tendering Policy 

Legal Requirements: There are no legal requirements applicable to the tender return procedures. 

Regulatory Standards: The Scottish Housing Regulator has set out Regulatory Standards for all Registered Social 
Landlords (RSLs) to ensure that RSLs deliver good outcomes and services for its tenants and 
service users through good governance and financial management. 

This policy evidences that the following Regulatory Standards are being met: 

Standard 1.  The governing body leads and directs the RSL to achieve good outcomes for its 
tenants and other service users. 

Standard 2.  The RSL is open about and accountable for what it does.  It understands and takes 
account of the needs and priorities of its tenants, service users and stakeholders.  And its primary 
focus is the sustainable achievement of these priorities. 

Standard 4.  The governing body bases its decisions on good quality information and advice and 
identifies and mitigates risks to the organisation’s purpose. 

Standard 5.  The RSL conducts its affairs with honesty and integrity. 

Equality and Diversity: 
 

The Association is committed to Equal Opportunities and will endeavour to ensure that all services 
are carried out in an undiscriminating manner in line with the Association’s Equality and Diversity 
Policy. 

In particular, the Association will not discriminate on the grounds of age, disability, marriage and 
civil partnership, pregnancy and maternity, race, religion or belief, gender, gender reassignment 
or sexual orientation. 

Complaints: 
 

Although the Association is committed to providing high levels of service, we accept that there may 
be occasions where customers may not be satisfied with the service they have received.  The 
Association values all complaints and uses this information to improve the services that it provides.  
The Association’s Complaints Policy describes our complaints handling procedure and how to 
make a complaint. 

General Data Protection 
Regulation (GDPR): 
 

The Association will treat all customers’ personal data in line with its obligations under the current 
data protection regulations and our Privacy Policy.  Information regarding how data will be used 
and the basis for processing data is provided in the Association’s Fair Processing Notice. 

Policy Author: Lesley Bryce 

Policy Review: In order to ensure that any change in circumstances is accommodated this policy will be subject 
to review every three years in the month of March. 

Policy Approval: 

 

This policy was last reviewed / approved by the Management Committee of Yoker Housing 
Association Limited at its meeting held on Tuesday the 25th of March 2021. 
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Statement of Policy Aims and Principles 
 
The aim of this Policy is to ensure that the Association follows a set procedure for the issue and receipt of tender documentation. 
 
Policy Details 5 
 
Invitation to Tender 
 
Unless in exceptional circumstances which will be approved by the Management Committee, all contract works of value over £7,000 
excluding VAT shall be tendered for by a minimum of three contractors who have the experience and expertise to meet our 10 
requirements. 
 
The tender documentation will include clear instructions on tender return procedures. 
 
Receipt of Tenders 15 
 
With the exception of electronic tenders which will be returned via the Public Contracts Scotland Portal, all tenders will be returned to 
the offices of the Association in a sealed envelope prior to the expiry of the deadline stated in the invitation to tender and tender 
documentation.  The envelope should be provided by the Association and should be clearly identified as containing a tender, and the 
time and closing date for receipt of the tender should be stated on the outside of the envelope.  Envelopes containing tenders should 20 
be returned by recorded delivery or, if handed into the Association’s offices, a receipt should be requested and given.  The envelope 
should be date stamped and the time of receipt must be clearly marked before placing the documents in a secure cabinet until the time 
of tender opening.  On no account should any tender be opened prior to the agreed time to prevent any information contained within 
the documents from being misused. 
 25 
Tender Opening 
 
It is the policy of the Association that tenders will be opened as soon as practically possible after the closing time and date in the 
presence of two members of staff, one of whom shall be Officer grade or above, to record the details and witness the opening.  
Consultants or members of a design team (if applicable) and the Director may also be present at the opening. 30 
 
Electronic tenders received via the Public Contracts Scotland Portal will remain locked until the closing deadline.  They can be unlocked 
after the closing date by the authorised personnel who issued the tender via the portal, whether a staff member or a professional 
consultant.  The recording procedures for electronic tenders remain as undernoted. 
 35 
When the tenders are opened, the amounts shall be recorded in the Tender Return Schedule in accordance with the headings therein.  
All representatives present at the opening should sign the Tender Return Schedule giving their name, title and designation.  The 
original tender return schedule will be held by the Director and a scanned copy kept on the Tender Returns file. 
 
All tenders will be checked for arithmetical errors and tender rates will be compared   A tender report will be presented at the next 40 
appropriate Management Committee meeting and will include recommendations to the Committee on which tender should be accepted. 
 
Acceptance of Tender 
 
It is the policy of the Association that the most economically advantageous tender received should normally be accepted.  However, 45 
there may be occasions where areas of concern are identified, which might suggest that the most economically advantageous tender 
is not the most competitive and this will be reflected in the tender report to Committee.  The Association’s Management Committee will 
then make the decision on which tender will be accepted. 
 


