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Specification Template Guidelines
· The aim of the document is to be used as a guide only and referred to as you write your specification document.

· The first few points up until 2.5 can be added in or taken out as they are.

· From there on there are prompts of what you might want to consider including in your own specification document. 

· There are also footnotes throughout to provide further explanations (Please delete the numbers as you go along, this will automatically delete the footnotes below).

· Ensure that your specification is SMART (Specific, Measurable, Achievable, Relevant and Tight)
Specific – Communicate the requirement clearly, concisely, logically and unambiguously.

Measurable – Contains enough information for Tenderers to cost the Services/Goods or Works they will offer

Achievable – Permit the offered Goods/Services or Works to be evaluated against stated criteria or standards

Relevant – Fulfils the need, not over specifying or including “nice to have” 

Tight – Contains the essential features of the requirement

Specification

1. Introduction

1.1. This Specification sets out the Goods/Service
 required by the Authority.
1.2. The Authority wishes to commission the Contractor to supply the Goods/Service.
1.3. The Contract shall be for   years [with the possibility of an extension for further   year]
.
1.4. On the award of the Contract, this Specification shall be included as part of an Approved Method Statement form and shall form part of the Contract between the Authority and the Contractor.
1.5. Unless otherwise stated the terms used in this Specification shall have the same meaning as in the Contract.
1.6. Include appropriate disclaimers

2. Background Information

2.1. Carmarthenshire County Council is an Organisation which operates under a devolved structure that enables individual directorates of the council to commit their own expenditure within Committee-agreed budgetary constraints.
2.2. The Council is in the process of going out to Tender for the insert name of tender here. The purpose of this Tender exercise is to Insert tender purpose here.
2.3. The Council already has a number of contracts in place, details of which are available on our website 
(www.carmarthenshire.gov.uk/english/business/procurement).
2.4. It is anticipated that a close working relationship shall be formed with the successful Supplier who shall effectively develop our business further by utilising all available technologies e.g. use of purchase cards, e-auctions, e-ordering, e-tendering etc.
2.5. The successful supplier shall be expected to demonstrate how they would intend marketing their products to our very diverse organisation (including schools), which provides the numerous services for which the County Council is responsible.
2.6. It is difficult to specify the exact quantities that shall be required throughout the contract, as this shall be dependent upon demands from the users. The Council cannot commit to a stated quantity of goods or value of expenditure, however, past experience suggests that Quantity/Value of/or X (excluding schools).  Please note, however, that specific quantities or guarantees cannot be given.  
2.7. The Council is committed to delivering and promoting sustainability through all its services including its procurement processes. Consequently, the successful supplier shall be expected to:
2.7.1. work with the Council in achieving such aims, as appropriate and in accordance with the Specification and Contract Requirements, by means of this contract;
2.7.2. work with the Council during the course of the Contract to increase the range of environmentally sound products to be supplied under the Contract as may be appropriate.
3. Description of the Goods/Service

3.1. Type
3.2. Size
3.3. Quantity
3.4. Purpose

3.5. The description of the characteristics required of a product or service should not refer to a specific make or source, or a particular process, or trade marks, patens, types or a specific origin or production unless such a reference is justified by the subject matter of the contract and accompanied by the words ‘or equivalent’.

4. Detailed specification

4.1. [Design]

4.2. [Materials]

4.3. [Manufacturing requirements]

4.4. [Packaging, labelling and marking]

4.5. [Trials / presentation]
4.6. Sustainability

5. Quality

5.1. Consider quality standards

5.2. Quality of Products / Service
5.3. Consider durability
6. Certified Documentation

6.1. The Contractor shall maintain and make available to the Authority a complete set of records in relation to the Goods/Service.
6.2. In particular, the Contractor shall maintain and make available to the Authority the following records:
6.2.1. [inspection and testing documents;]
6.2.2. [harmful properties;]
6.2.3. [instruction manuals;]
6.2.4. [insurance documents.]

7. General Documentation

7.1. The Contractor shall provide the Authority with copies of:
7.1.1. health & safety policies;
7.1.2. equal opportunities policies;
7.1.3. quality accreditation, standards

7.1.4. any other relevant information.

8. Scope (if appropriate)

8.1. What is included
8.2. What is excluded
8.3. What is optional, extensions for which proposals shall be considered
8.4. Treatment of assets and staff
8.5. Constraints

9. Delivery

9.1. [Delivery by instalment]

9.2. Delivery date[s] & time
9.3. Delivery location[s]
9.4. Delivery conditions

10. Invoicing

10.1. Frequency of invoices expected
11. Aftersales support

11.1. Installation
11.2. Maintenance
11.3. Training
11.4. Staff

11.5. Resources

11.6. Warranty period

12. Key Performance Indicators

12.1. Identify and list examples of performance indicators

12.2. Process/arrangements to record and collate information

12.3. Frequency and format of measures

13. Contract Management & Review Meetings

13.1. Periodic sales/service figures
13.2. Periodic efficiency figures

13.3. Periodic performance information

13.4. Periodic contract review meetings
14. Added Value & Continuous Improvement

15. Price

15.1. Fixed Prices or Non-Fixed Prices
15.2. Delivered or Non-Delivered Prices
15.3. Pricing Schedule
� This precedent is intended to be used for general supplies/services contracts. The headings are suggestions only and will need to be modified and adapted depending on the nature of the goods/services to be supplied and the specific requirements of the Lead Officer.


� Where Goods/Service are stated throughout the document please delete one accordingly.


� Any option to extend must be reflected in the Contract.


� e.g. where quantity or values cannot be guaranteed, it may be appropriate to state; ‘It is difficult to specify the exact quantities that will be required throughout the contract, as this will be dependent upon demands from the users’ etc.


� The Lead Officer should give basic details of the Goods/Services it requires to be supplied by the Contractor. The suggested sub-headings of type, size, quantity and purpose will apply to most goods/services but the Lead Officer may wish to go into greater detail or insert additional sub-headings according to the nature of the goods/services to be supplied and to its specific requirements. Discuss the requirement with colleagues, other users and procurement staff. 


� The Lead Officer should specify the precise purpose for which the Goods/Services are to be used. For more complex and unusual Goods/Services, this section should be detailed.


� (Source: Commission of the European Communities, Commission Interpretative Communication, Brussels 23/06/06)


� The Lead Officer should set out its more specific requirements in relation to the Goods/Services. The subheadings are suggestions only and will not be appropriate or applicable to all types of Goods/Services and/or the Lead Officer may not have specific requirements in relation to certain matters.


� Insert any specific design requirements, including if appropriate any drawings, photos, etc which could be annexed to the Specification. 


� Insert details of the Lead Officer’s requirements relating to the materials to be used in the Goods. This will not be relevant for all types of Goods.


� Insert details of any specific manufacturing requirements the Lead Officer may have. For example, where the Lead Officer requires the equipment to be compatible with other equipment.


� Insert details of the Lead Officer’s requirements, if any.


� Consider contacting CCC Sustainability Officer for advice.


� When specifying the requirement of specific standards, ensure equivalent standards are asked for. e.g. ‘BS or equivalent’.


� This is an illustrative list of the type of documents that may be requested and should be linked to any obligations to provide documents in the Contract.


� When specifying the requirement of specific standards, ensure equivalent standards are asked for. e.g. ‘BS or equivalent’. 


� This is an illustrative list only and should be linked to any obligations to provide management documents in the Contract.


� Insert any constraints e.g. cannot start before, or must be completed by, the need to interwork with other suppliers, or the need to interface with other organisations’ IT systems etc.


� This will only be relevant where the Contractor is responsible for delivery. If the Lead Officer is to arrange delivery, this should be specified and arrangements relating to the collection of the Goods should be inserted.


� The Lead Officer should indicate whether it requires delivery by instalments and, if so, details as to the number and frequency of instalments. This should be reflected in the Contract.


� The Lead Officer should indicate whether it requires specific delivery requirements e.g. delivery of goods in refrigerated containers etc.


� Insert details of any after sales support or additional services to be provided by the Contractor


relating to the supply of the Goods/Services e.g. customer service. The sub-headings are suggestions only and will not apply to certain types of Goods/Services.


� Request details of staff and other resources which will be utilised to achieve the performance levels required by the contract. NB - If applicants or tenderers are required to submit certificates, diplomas or other forms of written evidence, documents from other Member States of the EU offering an equivalent level of guarantee have to be accepted in accordance with the principle of mutual recognition. (Source: Commission of the European Communities, Commission Interpretative Communication, Brussels 23/06/06)


� Request management and control processes, which shall clearly indicate how the tenderer proposes to manage the quality and quantity of the goods/services delivered.


� Insert the warranty period for satisfactory quality and fitness for purpose required by the Lead Officer.


This must be reflected in the Contract.


� Provide examples of performance indicators which will be agreed with the successful tenderer(s) during/after contract award


� Efficiencies gained within the contract. e.g. price and process savings.


� E.g. quality and delivery.


� Tenderers are invited to submit proposals over and above those contained herein which, in their opinion, would add value to this contractual arrangement and which will deliver continuous improvement throughout the duration of the Contract.





�This should be linked to the Contract and a Pricing Schedule. Consider delivered prices or non-delivered prices, fixed or non-fixed prices.





