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[bookmark: _GoBack][Insert Project Reference]
	[bookmark: _s45zonjatsx9]Activity
	Start Date
	End Date
	Comments
	Complete

	Business case development
	 
	 
	
	

	Business case sign off
	
	
	
	

	Consultancy spend approval (see note below)
	
	
	
	

	Request for Information (RfI) (if required)
	
	
	
	

	Expression of Interest (EoI) (if required)
	
	
	
	

	Develop Invitation To Tender (ITT) documents
	
	
	
	

	Approval of ITT prior to issue 
	
	
	
	

	Issue ITT to suppliers
	
	
	
	

	Supplier day (if required)
	
	
	
	

	Clarification questions & answers 
	
	
	
	

	Issue final clarification questions & answers
	
	
	
	

	ITT return date for suppliers
	
	
	
	

	Evaluate ITT responses
	
	
	
	

	Bidder presentations (if required)
	
	
	
	

	If utilising a “10 day standstill” issue Intention to Award and unsuccessful letters to bidders
	
	
	
	

	If not utilising "10 day standstill” issue award letter and unsuccessful letters
	
	
	
	

	Issue contract documentation 
	
	
	
	

	Contract start date
	
	
	
	


[bookmark: _wv7iycipklip]
[bookmark: _bfe0zcmx6jxi][bookmark: _kiqa7wtdqxtm][bookmark: _ux3qfem32x1a][bookmark: Controls]NOTE: Consultancy spend approval  
Central Government Departments, ALBs and NDPBs require Cabinet Office approval
The NHS also have consultancy spending controls in place. 

Other Public Sector bodies may also have controls in place – Please check you have all necessary approvals prior to issuing your ITT.
1
Crown Commercial Service
