


08457 96 97 98
www.llygadbusnes.org.uk
www.businesseye.org.uk
ATEBION. DATRYSIADAU. GWYBODAETH.
ANSWERS. SOLUTIONS. KNOWLEDGE.

Gwybodaeth busnes.
Business knowledge.
Gallwn eich helpu i ddod o hyd iddynt. 
We can help you find it.

Mae Llygad Busnes yn
wasanaeth cyfeirio
diduedd a di-dâl i bobl
mewn busnes. Ein nod
yw darparu’r wybodaeth
gorau, fwyaf eglur a
mwyaf perthnasol ar
ddatrysiadau i’ch
anghenion penodol.

Efallai eich bod wedi
cychwyn busnes eich
hun, neu’n meddwl
gwneud. Neu, efallai eich
bod eisoes wedi sefydlu
fel unig fasnachwr neu’n 
cyflogi cannoedd.

Beth bynnag yw’ch
sefyllfa, mae angen i chi
siarad gyda’r bobl iawn,
ar unwaith, ac mae
Llygad Busnes yn
ymroddedig i wneud
hynny i weithio.

Business Eye is a free 
and impartial signposting
service for people in
business. Our aim is to
provide the best, clearest
and most relevant
information on solutions 
to your specific needs.

You may have recently
started your own business,
or may be thinking about
doing so. Or, you may
already be established
either as a sole trader 
or employer of hundreds.  

Whatever your situation,
you need to speak to the
right people, right now, and
Business Eye is dedicated
to making that happen.
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Masnachu ar y Cysylltiadau Cywir
• Hoffech chi gael mwy o fusnes yn lleol?

• Ydych chi eisiau cymorth er mwyn bidio ar gyfer
cytundebau’r sector gwyhoeddus neu’r sector breifat?

• Ydych chi wedi cofrestru ar wefan y Siop Gytundebau?

Gall y Prosiect Datblygu Cyflenwyr Lleol eich helpu i ddatblygu’ch busnes wrth
roi cefnogaeth ymarferol mewn nifer o ddigwyddiadau lleol a rhanbarthol.

Cysylltwch a'ch Hyrwyddwr Cyflenwi,Tara Morris ar 01646 696626
e-bost:- tmorris@pbi.org.uk neu cofrestrwch yn awr ar

www.siopgytundebau.co.uk

Trading on the Right Connections
• Would you like to do more business locally?

• Do you need help to bid for public and private
sector contracts?

• Have you registered on the Contract Shop website?

The Local Supplier Development Project can help you develop your business
by providing practical support through a range of local and regional events.

Contact your Local Supplier Champion,Tara Morris on 01646 696626
email:- tmorris@pbi.org.uk or register now on www.contractshop.co.uk
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Cyflwyniad

Mae’r sector cyhoeddus yn Sir Benfro yn pwrcasu
gwasanaethau, cyflenwadau a gwaith oddi wrth nifer o
gwmnïau sy’n amrywio yn eu gwerth o ychydig filoedd, i
gannoedd o filoedd o bunnoedd.  Mae hyn yn cynnig
amrywiaeth eang o gyfleoedd masnachol  i gwmnïau o bob
maint.  Â hyn mewn golwg,a all eich cwmni chi fforddio
colli’r cyfleoedd  hyn i ennill cytundebau?   

Mae’n bosibl fod diffyg gwybodaeth ynglyn â chyfleoedd a
diffyg dealltwriaeth o’r gweithdrefnau contractio yn rhwystro
cwmnïau fel eich cwmni chi rhag ceisio am gytundebau.    

Mae’r Canllaw “Sut i Dendro” wedi ei gynhyrchu mewn
partneriaeth â’r sectorau cyhoeddus canlynol:  

l Cyngor Sir Benfro
l Ymddiriedolaeth GIG Sir Benfro a Derwen 
l Ymddiriedolaeth Parc Cenedlaethol Arfordir Penfro 
l Coleg Penfro 
l Cymdeithas Dai Penfro

Ei nod yw helpu contractwyr, ymgynghorwyr a chyflenwyr
posib i dendro am gytundebau ar ran y cyrff hyn.  Mae’n
esbonio pa ddeddfwriaeth sy’n dylanwadu ar ofynion
tendro, ac yn edrych ar y dulliau gweithredu sy’n
angenrheidiol wrth wneud cais i dendro am waith.  

Mae’r canllaw hwn yn rhan o’n hymrwymiad i “Agor Drysau
- Siarter Caffaeliad Cyfeillgar i Fusnesau Bach a Chanolig”
ac mae pob un o’r sefydliadau a enwir uchod wedi
ymrwymo i hwnnw mewn egwyddor.   

Wrth gwrs, mae yna lawer o gystadlu am y cytundebau hyn
ac ni all y canllaw hwn sicrhau llwyddiant i’r un cwmni
unigol.  Fodd bynnag, dylai gynnig digon o wybodaeth i’ch
galluogi i dendro am waith.   
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Introduction

The public sector in Pembrokeshire purchases services,
supplies and works from many companies which range in
value from a few, to many hundreds of thousands of
pounds.  This provides companies of all sizes with a wide
range of commercial opportunities.  With this in mind, can
your company afford to miss out on these contract
opportunities?

A lack of information about opportunities and a lack of
understanding of contracting procedures may well be
stopping companies such as yourselves from applying for
contracts.

This “How to Tender” Guide has been produced in
partnership by the following public sector bodies:

l Pembrokeshire County Council
l Pembrokeshire & Derwen NHS Trust
l Pembrokeshire Coast National Park
l Pembrokeshire College
l Pembrokeshire Housing Association

It aims to help all potential contractors, consultants and
suppliers to tender for contracts on behalf of these bodies.
It explains what legislation affects tendering requirements
and looks at the procedures necessary to apply to tender
for work.

This guide is part of our commitment to “Opening Doors –
The charter for SME Friendly Procurement” to which all the
above mentioned organisations have committed
themselves in principle. 

There is, of course, a great deal of competition for these
contracts and this guide cannot assure individual
companies of success.  However, it should provide
sufficient information to allow you to tender for work.

2
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HOW TO FIND OUT ABOUT OUR CONTRACTS

Where and how public sector bodies in Pembrokeshire
advertise their contracts is dependent upon the type, value
and legal requirements for awarding such contracts.

THE NATIONAL PROCUREMENT WEBSITE –
www.sell2wales.co.uk

Sell2Wales is a Welsh Assembly Government initiative that
aims to help small and medium companies to work
successfully with public sector clients. The website lists all the
public sector tenders published in Wales and is free for you to
register.

We would very much encourage all suppliers and potential
suppliers to register on the site as all the partners listed
earlier use it. Details are as follows:

Pembrokeshire County Council  

The Council uses the site to advertise all tender opportunities
over £25,000. 

Pembrokeshire & Derwen NHS Trust

The Trust currently uses the site to advertise all tender
opportunities over the EU procurement thresholds (further
information below). 

Pembrokeshire Coast National Park

The National Park uses the site to advertise some tender
opportunities over £25,000.

Pembrokeshire College

The College currently uses the site to advertise all tender
opportunities over the EU procurement thresholds (further
information below). 

3

SUT I GAEL GWYBODAETH YNGLYN A’N CONTRACTAU

Mae’r lle a’r modd mae cyrff y sector cyhoeddus ym Mhenfro
yn hysbysebu eu contractau yn dibynnu ar y math, y gwerth
a’r gofynion cyfreithiol wrth ddyfarnu’r contractau hynny.    

GWEFAN CAFFAEL CENEDLAETHOL  –
www.sell2wales.co.uk

Menter Llywodraeth Cynulliad Cymru yw Sell2Wales, a’i nod
yw helpu cwmnïau bach a chanolig i weithio’n llwyddiannus
gyda chleientiaid sector cyhoeddus.  Mae’r wefan yn rhestru
pob tendr sector cyhoeddus sy’n cael ei gyhoeddi yng
Nghymru ac fe allwch gofrestru’n rhad ac am ddim.    

Byddem yn annog pob cyflenwr a chyflenwr posibl i gofrestru
ar y safle gan fod pob un o’r partneriaid a restrwyd yn
gynharach yn ei ddefnyddio.  Mae’r manylion fel a ganlyn:  

Cyngor Sir Benfro 

Mae’r Cyngor yn defnyddio’r safle i hysbysebu pob cyfle
tendro dros £25,000. 

Ymddiriedolaeth GIG Sir Benfro a Derwen

Ar hyn o bryd mae’r Ymddiriedolaeth yn defnyddio’r safle i
hysbysebu pob cyfle tendro sydd dros drothwy caffael yr UE
(ceir mwy o wybodaeth isod).   

Parc Cenedlaethol Arfordir Penfro
Mae’r Parc Cenedlaethol yn defnyddio’r safle i hysbysebu
rhai cyfleoedd tendro dros £25,000.

Coleg Penfro

Ar hyn o bryd mae’r Coleg yn defnyddio’r safle i hysbysebu
pob cyfle tendro sydd dros drothwy caffael yr UE ( ceir mwy o
wybodaeth isod).   

3
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Pembrokeshire Housing Association

The Association uses the site to advertise all tender
opportunities over the EU procurement threshold (further
information below).

EUROPEAN PUBLIC SECTOR PROCUREMENT
DIRECTIVE

The Public Sector must follow European Law on Public
Sector Purchasing. Most contracts for services and supplies
estimated to be above £144,371 (£93,738 for P & D NHS)
must be advertised in the Official Journal for the European
Union (OJEU). Contracts for building or highway works above
£3,611,319 million must also be advertised as detailed
above.

For contracts not exceeding the EU thresholds, prospective
suppliers who wish to be considered for the supply of goods
or services should be aware of the following two approaches:

Pembrokeshire County Council  

1. Contracts Not Requiring Advertisement 

The Council does not generally advertise contract
opportunities valued at below £25,000.  If the requirement is
valued at £5,000 or above then a minimum of 3 quotations
are normally secured.  For low value items, particularly those
below £1,000, the Councils’ preferred method of payment is
by Purchase Card. 

2. Contracts Requiring Advertisement 

All contracts exceeding £25,000 in value will normally be
advertised on www.sell2wales.co.uk. For Contracts above
£50,000 these would also be advertised in the local press
(usually the Western Telegraph) and in at least one national
newspaper or a suitable trade journal. If the value is above
the relevant European Procurement Directive threshold then
it will also be advertised in the OJEU.
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Cymdeithas Dai Penfro

Ar hyn o bryd mae’r Gymdeithas yn defnyddio’r safle i
hysbysebu pob cyfle tendro sydd dros drothwy caffael yr UE (
ceir mwy o wybodaeth isod).   

Cyfarwyddeb Caffael Ewropeaidd y SECTOR
CYHOEDDUS  

Rhaid i’r Sector Cyhoeddus ddilyn y Ddeddf Ewropeaidd ar
Gaffael Sector Cyhoeddus.   Rhaid hysbysebu’r mwyafrif o
gontractau am wasanaethau a chyflenwadau yr amcangyfrifir
iddynt fod dros £144,371 (£93,738 yn achos GIG Penfro a
Derwen) yn y Cylchgrawn Swyddogol ar gyfer yr Undeb
Ewropeaidd/Official Journal for the European Union (OJEU).
Hefyd rhaid hysbysebu contractau adeiladu neu waith
priffyrdd dros £3,611,319 miliwn fel y manylir uchod. 

Ar gyfer contractau heb fod dros drothwy’r UE, dylai
cyflenwyr posibl sy’n dymuno cael eu hystyried ar gyfer
cyflenwi nwyddau neu wasanaethau fod yn ymwybodol o’r
ddau ddull canlynol: 

Cyngor Sir Benfro  

1. Contractau Heb Fod Angen Hysbysebu 

Fel rheol nid yw’r Cyngor yn hysbysebu cyfleoedd contract â
gwerth llai na £25,000.  Os yw’r gofyniad yn werth £5,000
neu fwy mae’n arferol sicrhau o leiaf 3 phris.  Ar gyfer
eitemau â gwerth isel, yn enwedig y rheiny sy’n is na £1,000,
mae’n well gan y Cyngor dalu â Cherdyn Prynu.  

2. Contractau  Sydd Angen Eu Hysbysebu  

Fel rheol bydd pob contract sydd werth dros £25,000 yn cael
ei hysbysebu ar  www.sell2wales.co.uk   Mewn achos
contractau dros £50,000 byddai’r rhain yn cael eu hysbysebu
yn y wasg leol hefyd (yn y Western Telegraph fel arfer) ac yn
o leiaf un papur newydd cenedlaethol neu gylchgrawn
masnach priodol.  Os yw ei werth yn uwch na throthwy’r
Cyfarwyddeb Caffael Ewropeaidd yna fe’i hysbysebir yn yr
OJEU hefyd.

4
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Pembrokeshire & Derwen NHS Trust

1. Contracts Not Requiring Advertisement 

The Trust does not generally advertise any contract
opportunities valued below the EU threshold.  However, to
ensure fair and adequate competition is sought, a minimum of
three companies are invited to quote/tender.  

Prospective suppliers of goods and services should contact
the Supplies department so they can be included on their
approved supplier list.

2. Contracts Requiring Advertisement 

All contracts exceeding the EU Threshold are advertised on
www.sell2wales.co.uk.

Further details on the Trust Procurement Regulations can be
requested from the Supplies Department (see appendix 1 for
contact details).

Also the Trust uses Welsh Health Supplies to provide a
contract negotiation and materials management service for
products and services which lend themselves to NHS
collaboration. By co-ordinating the requirements of all NHS
Trusts in Wales, they are able to negotiate contracts that seek
to maximise the buyer power to the benefit of all involved.

The Contracting Section of Welsh Health Supplies provides a
range of contracts from fruit and vegetables to electricity and
medical gases, which meet the needs of the Trusts in Wales.

Further contact details can be found in Appendix 2.

Pembrokeshire Coast National Park

1. Contracts Not Requiring Advertisement 

The National Park does not generally advertise contract
opportunities valued at below £25,000.  If the requirement is
valued at £10,000 or above then a minimum of 3 quotations
are normally secured.  

5

Ymddiriedolaeth GIG Sir Benfro a Derwen

1. Contractau Heb Fod Angen Hysbysebu

Yn gyffredinol nid yw’r Ymddiriedolaeth yn hysbysebu unrhyw
gyfleoedd contract sydd â gwerth is na throthwy’r UE.  Fodd
bynnag, er mwyn sicrhau cael cystadleuaeth deg a digonol,
gwahoddir o leiaf dri chwmni i roi pris/tendr.   

Dylai cyflenwyr nwyddau a gwasanaethau posibl gysylltu â’r
adran Cyflenwadau er mwyn cael eu cynnwys ar y rhestr o
gyflenwyr cymeradwy.

2. Contractau  Sydd Angen Eu Hysbysebu  

Hysbysebir pob contract sydd dros Drothwy’r UE ar
www.sell2wales.co.uk.

Gellir gofyn am fwy o fanylion ynghylch Rheoliadau Caffael yr
Ymddiriedolaeth o’r Adran Gyflenwadau (gweler atodiad 1 am
fanylion cyswllt). 

Hefyd mae’r Ymddiriedolaeth yn defnyddio Cyflenwyr Iechyd
Cymru/Welsh Health Supplies i ddarparu gwasanaethau
trafod contract a rheoli deunyddiau ar gyfer cynhyrchion a
gwasanaethau sy’n benthyg eu hunain i gydweithio â’r GIG.
Drwy gyd-lynu gofynion holl Ymddiriedolaethau’r GIG ar draws
Cymru, maent yn gallu trafod telerau contractau sy’n ceisio
macsimeiddio gallu’r prynwr er lles pawb sydd a wnelont â’r
mater.  

Mae Adran Gontractio Cyflenwadau Iechyd Cymru yn cynnig
amrywiaeth o gytundebau o ffrwythau a llysiau i drydan a
nwyon meddygol, sy’n bodloni anghenion yr
Ymddiriedolaethau yng Nghymru. 

Ceir mwy o fanylion cyswllt yn Atodiad 2.

Parc Cenedlaethol Arfordir Penfro

1. Contractau Heb Fod Angen Hysbysebu

Yn gyffredinol, nid yw’r Parc Cenedlaethol yn hysbysebu
cyfleoedd contract gwerth llai na £25,000.  Os pennir gwerth y

5
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2. Contracts Requiring Advertisement 

All contracts exceeding £25,000 in value will normally be
advertised on www.sell2wales.co.uk. 

Pembrokeshire College

1. Contracts Not Requiring Advertisement 

The College does not generally advertise contract
opportunities valued at below £10,000.  If the requirement is
valued at £1,000 or above then a minimum of 3 quotations are
normally secured.  For low value items, particularly those
below £1,000, the College’s preferred method of payment is
by Purchase Card. 

2. Contracts Requiring Advertisement 

All contracts exceeding the EU procurement threshold will
normally be advertised on www.sell2wales.co.uk. and
advertised in the OJEU.

The College is involved and committed to collaborative
procurement within the further education sector through The
Welsh Further Education Purchasing Consortium (WFEPC).

The WFEPC tender for goods and services that are core to
the majority of colleges.  These contracts are normally
advertised on www.sell2wales.co.uk and advertised in the
OJEU.

Details of member Colleges can be found on
http://wfepc.procureweb.ac.uk 

Pembrokeshire Housing Association

1. Contracts Not Requiring Advertisement 

The Association does not generally advertise contract
opportunities valued at less than £20,000. If the contract is
valued at above £1,500, up to three written quotations are
normally required. For low value items below £1,500, best
price is obtained.

6

gofyniad  ar £10,000 neu uwch yna mae’n arferol sicrhau o
leiaf 3 phris.  

2. Contractau  Sydd Angen Eu Hysbysebu  

Fel rheol hysbysebir pob contract gwerth dros £25,000 ar
www.sell2wales.co.uk. 

Coleg Penfro

1. Contractau Heb Fod Angen Hysbysebu

Fel rheol nid yw’r Coleg yn hysbysebu cyfleoedd contract
gwerth llai na £10,000.  Os yw’r gofyniad â gwerth £1,000 neu
uwch yna mae’n arferol sicrhau o leiaf 3 phris.   Ar gyfer
eitemau â gwerth isel, yn enwedig y rheiny sy’n is na £1,000,
mae’n well gan y Coleg dalu â Cherdyn Prynu.  

2. Contractau  Sydd Angen Eu Hysbysebu  

Fel rheol hysbysebir pob contract sydd dros Drothwy’r UE ar
www.sell2wales.co.uk ac yn OJEU.

Mae’r Coleg wedi ymrwymo i gaffael cydweithio o fewn y
sector addysg bellach drwy Gonsortiwm Pwrcasu Addysg
Bellach Cymru (WFEPC) ac yn ymroddedig iddo.   

Mae Consortiwm Pwrcasu Addysg Bellach Cymru yn tendro
am nwyddau a gwasanaethau craidd y mwyafrif o’r colegau.
Fel rheol hysbysebir y contractau hyn ar
www.sell2wales.co.uk  ac yn yr OJEU.

Ceir manylion y Colegau sy’n aelodau ar
http://wfepc.procureweb.ac.uk 

Cymdeithas Dai Penfro

1. Contractau Heb Fod Angen Hysbysebu
Fel rheol nid yw’r Gymdeithas yn hysbysebu cyfleoedd
contract gwerth llai nag £20,000. Os yw’r contract yn werth
mwy na £1,500, mae’n arferol sicrhau o leiaf 3 phris.  Ar gyfer
eitemau â gwerth llai na £1,500, ceir y pris gorau.

2. Contractau  Sydd Angen Eu Hysbysebu  
Fel rheol bydd pob contract gwerth dros £20,000 yn cael ei

6
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2. Contracts Requiring Advertisement 

All contracts exceeding £20,000 in value will normally be
advertised on www.sell2wales.co.uk unless procured within
the terms of an existing framework or if of a specialist nature.
If the value is above the relevant European Procurement
Directive threshold then it will also be advertised in the OJEU. 

HOW TO TENDER OR TO BECOME AN APPROVED FIRM

Tenders that are advertised usually follow either a restricted or
open tendering procedure.  A Restricted Tender means that
once you have expressed an interest in tendering you will be
required to go through an assessment process to verify your
suitability, experience and expertise. 

We are committed to using standard documentation which
has been produced for use by the Public sector in Wales by
Value Wales (Procurement) and will use their Pre-Qualification
Questionnaire as part of the tender assessment process. 

The assessment process looks at the following areas:

Company Basic information about your firm

Technical Your track record (could also include referee
details)

Financial You will be asked if you are able to provide 
audited accounts for two years (or for the 
period of your incorporation/trading if less) 

Equality You will be asked about your adherence to 
equality legislation, including the Race 
Relations Act 1976 (as amended by the 
race Relations (Amendment) Act 2000 and 
the Disability Discrimination Act 1995.

Health & Safety Your H&S arrangements

Insurance You must carry Employers’ (if applicable) 
and Public Liability Insurance. Depending 
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hysbysebu ar www.sell2wales.co.uk oni bai iddo gael ei brynu
o fewn telerau fframwaith sydd eisoes mewn bodolaeth neu
os yw’n arbenigol.  Os yw’r  gwerth yn uwch na throthwy’r
Cyfarwyddeb Caffael Ewropeaidd yna fe’i hysbysebir yn yr
OJEU hefyd.

SUT I DENDRO NEU DDOD YN GWMNI CYMERADWY

Fel rheol mae’r tendrau a hysbysebir yn dilyn gweithdrefn
dendro cyfyngedig neu agored.   Mae Tendr Cyfyngedig yn
golygu gyda byddwch wedi mynegi diddordeb mewn tendro
bydd angen i chi fynd drwy broses asesu i wirio eich
addasrwydd, eich profiad a’ch arbenigedd.  

Rydym yn ymrwymedig i ddefnyddio dogfennaeth safonol a
gynhyrchwyd at ddefnydd y sector Cyhoeddus yng Nghymru
gan Gwerth Cymru (Caffael) a byddwn yn defnyddio eu
Holiadur Cyn-gymhwyso fel rhan o’r broses asesu tendr.

Mae’r broses asesu yn edrych ar y meysydd canlynol:

Y Cwmni Gwybodaeth gyffredinol yngl_n â’ch cwmni. 

Technegol Eich hanes (gallai gynnwys manylion 
canolwyr hefyd). 

Ariannol Bydd gofyn i chi ddarparu cyfrifon 
archwiliedig dros ddwy flynedd (neu dros 
gyfnod eich corfforiad/masnachu os yw’n 
llai).   

Cydraddoldeb Holir chi am eich ymlyniad at 
ddeddfwriaeth cydraddoldeb,  yn cynnwys 
Deddf Cysylltiadau Hiliol 1976 (yn unol â’r 
newidiadau yn y Ddeddf  Cysylltiadau Hiliol
(Newidiadau) 2000) a Deddf Anffafrio’r 
Anabl 1995.

Iechyd a Diogelwch Eich trefniadau I a D 

Yswiriant Rhaid i chi feddu ar Yswiriant Atebolrwydd 
Cyflogwr (os yw’n berthnasol) ac Yswiriant 
Atebolrwydd i’r Cyhoedd. Gan gymryd i 
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on the nature of the contract you may have 
to have Product Liability and/or Professional
Indemnity Insurance. 

Environment You may be asked questions regarding your
firm’s commitment to environmental matters.

On some occasions we may use an Open Tender procedure
which means that any interested company can tender for the
contract. You may still be asked to express your interest for
the contract, but you will automatically be invited to submit a
tender. The information detailed above will then be considered
together with your tender bid at the same time. 

To be included on an approved list of suppliers, you will also
be required to go through an assessment process. To become
an approved supplier of Pembrokeshire County Council you
should register on the following website:
http://procurement.pembrokeshire.gov.uk.  Here you will be
able to submit (and keep updated) your own information
online; provide details on what work categories you are
interested in and the value of work for which you wish to be
considered.  

THE TENDERING PROCESS

When you have been accepted to tender for a project, the
tender documentation will be sent to you from the relevant
public sector body. The tender documents usually contain the
following information:-

u letter of invitation and instructions to tenderers

u pricing document and/or form of tender

u specification 

u drawings (if applicable)

u contract conditions or conditions of purchase

u method statement requirements (if applicable)

u pre-addressed tender return envelope

u any relevant supporting information
8

ystyriaeth natur y contract efallai bydd rhaid 
i chi gael Yswiriant Atebolrwydd am 
Gynnyrch a/neu Rhyddarbed Proffesiynol. 

Amgylcheddol Efallai y’ch holir chi am ymrwymiad eich 
cwmni i faterion amgylcheddol. 

Weithiau defnyddir gweithdrefn Tendr Agored sy’n golygu y
gall unrhyw gwmni sydd â diddordeb dendro am y contract.
Efallai gofynnir i chi fynegi eich diddordeb yn y contract, ond
fe’ch gwahoddir chi yn awtomatig i gynnig tendr.  Bydd y
wybodaeth y manylir arni uchod yn cael ei hystyried wedyn,
ynghyd â’ch cynnig tendr ar yr un pryd.   

Er mwyn eich cynnwys ar y rhestr o gyflenwyr cymeradwy,
bydd angen i chi fynd drwy broses asesu hefyd.  I ddod yn
gyflenwr cymeradwy i Gyngor Sir Benfro dylid cofrestru ar y
wefan ganlynol: <http://procurement.pembrokeshire.gov.uk>.
Fan hyn byddwch yn gallu gosod (a diweddaru) y wybodaeth
amdanoch chi eich hun ar-lein; rhowch fanylion am y
categorïau gwaith sydd o ddiddordeb i chi, a gwerth y gwaith
rydych am i ni eich ystyried ar ei gyfer.  

Y BROSES DENDRO 

Pan fyddwch yn cael eich derbyn i dendro ar gyfer prosiect, fe
anfonir y ddogfennaeth dendro atoch chi gan y corff sector
cyhoeddus perthnasol. Fel rheol mae’r dogfennau tendro yn
cynnwys y wybodaeth ganlynol:-

u llythyr gwahoddiad a chyfarwyddiadau i’r rhai sy’n tendro

u dogfen brisio a/neu ffurflen dendro 

u manyleb 

u dyluniadau (os yw’n berthnasol)  

u amodau’r contract neu’r amodau pwrcasu 

u gofynion datganiad dull (os yw’n berthnasol)

8
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Although tender documents are quite detailed they are not
intended to discourage you from tendering for business. If you
have any queries regarding the documents do not be afraid to
contact the person named in the tender documents. 

You will be asked to complete and return your tender
documents by a given time and date in the tender return
envelope. Do not mark the tender envelope with a company
postmark or any other information that identifies who it is
from. The tender documents are all opened at the same time
after the tender return date. If you fail to return your tender
documents by the specified deadline your tender will be
excluded from the evaluation process.

More and more public sector business is being conducted
electronically and in the near future it is our aim that tenders
will be sent out and must be returned electronically. If you
cannot do business in this way then you should give it serious
consideration. 

CONTRACT AWARD

How a contract is awarded depends on the evaluation criteria
used. This may be on price only for a standard routine
purchase, but the usual criteria is “MEAT” (Most Economically
Advantageous Tender). This allows the public sector body to
take other factors, such as quality, into account when making
award decisions. 

If they are satisfied that you can meet the requirements and
you are the successful tenderer, you will be awarded the
contract. You will usually, although not always, be sent an
official order. If you are not awarded the contract you will be
notified in writing that you have been unsuccessful. 

SEEKING FEEDBACK

If you are unsuccessful and would like feedback you should
contact the officer detailed in the tender documentation. They
will be able to explain why your tender was unsuccessful and

9

u amlen wedi ei pharatoi ar gyfer dychwelyd y tendr

u unrhyw wybodaeth gefnogol berthnasol 

Er bod dogfennau tendro yn eithaf manwl nid eu bwriad yw
eich rhwystro rhag tendro am fusnes.  Os oes gennych
unrhyw ymholiadau yn ymwneud â’r dogfennau, peidiwch ag
ofni cysylltu â’r sawl a enwir yn y dogfennau tendr.  

Gofynnir i chi gwblhau a dychwelyd eich dogfennau tendr
erbyn amser a dyddiad penodol yn yr amlen ar gyfer
dychwelyd tendr. Peidiwch â marcio’r amlen dendr â marc
post y cwmni nac unrhyw wybodaeth arall sy’n nodi’r sawl a’i
hanfonodd. Agorir yr holl ddogfennau tendro ar yr un pryd ar
ôl y dyddiad dychwelyd tendr. Os methwch ddychwelyd eich
dogfennau tendr erbyn y terfyn amser penodol bydd eich
tendr yn cael ei eithrio o’r broses werthuso.  

Mae mwy a mwy o fusnes y sector cyhoeddus yn cael ei
gynnal yn electronig ac yn y dyfodol agos ein nod yw anfon
tendrau allan yn electronig a bydd rhaid eu dychwelyd felly.
Os nad yw’ch busnes chi yn gallu gwneud hyn ar hyn o bryd,
dylech ei ystyried o ddifrif.  

ENNILL CONTRACT

Mae’r sawl sy’n ennill y tendr yn dibynnu ar y meini prawf
gwerthuso a ddefnyddir.   Gall hyn fod ar bris yn unig mewn
pryniad rheolaidd cyffredin, ond y maen prawf arferol fydd
“TMEF” (Tendr Mwyaf Economaidd Fanteisiol). Mae hyn yn
caniatáu i’r corff sector cyhoeddus ystyried ffactorau eraill, fel
ansawdd, wrth wneud penderfyniadau dyfarnu.

Os bodlonir hwy eich bod yn gallu cyrraedd y gofynion ac mai
chi yw’r tendrwr buddugol, fe roddir y cytundeb i chi.  Fel
rheol, er nad ar bob achlysur, anfonir archeb swyddogol atoch
chi.  Os nad ydych yn ennill y contract cewch wybod eich bod
yn aflwyddiannus drwy lythyr.
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possibly provide some advice on how you might improve your
chance of success in the future.   

PAYMENT

All the partners have prompt payment targets and are
committed to paying all correct invoices within 30 days of
receipt or earlier if specified in the contract.  An alternative
form of payment is by Purchase Card. 

THE WELSH PURCHASE CARD

The Welsh Purchase Card is a MasterCard or Visa badged
charge card that is increasingly being used by many public
sector bodies in Wales as their preferred payment method for
many low value goods/services. 

The following public sector bodies in Pembrokeshire have a
Purchase Card programme:

Pembrokeshire County Council
Pembrokeshire & Derwen NHS Trust
Pembrokeshire College

Pembrokeshire Housing Association and Pembrokeshire
Coast National Park are currently investigating implementation
of Purchase Cards in their respective organisations.  
To join the Purchasing Card Programme your business will
need to be able to accept MasterCard and/or Visa Card
transactions and be “VAT Capable” at either Line Item Detail
or Summary level.

Suppliers unable to accept payment by this method may be
disadvantaged in having opportunities to supply
goods/services in the future as many future contracts will
require this facility to be provided by tenderers as a
fundamental part of the contract.

Further details about the Purchasing Card programme can be
obtained by contacting the following officers:-

CEISIO ADBORTH

Os ydych yn aflwyddiannus ac yn dymuno cael adborth dylech
gysylltu â’r swyddog sydd â’i fanylion yn y ddogfennaeth
dendro.  Byddant yn gallu esbonio pam nad oedd eich tendr
yn llwyddiannus ac o bosib yn cynnig cyngor ar sut y gallech
wella eich cyfle i lwyddo yn y dyfodol.  

TALIADAU

Mae gan bob partner dargedau taliadau prydlon ac maent
wedi ymrwymo i dalu pob anfoneb gywir o fewn 30 diwrnod o’i
derbyn neu yn gynharach os nodir hynny yn y cytundeb.  Ffurf
arall o dalu fyddai â Cherdyn Prynu.   

CERDYN PRYNU CYMRU 

Cerdyn tâl â bathodyn MasterCard neu Visa yw Cerdyn Prynu
Cymru, ac fe’i defnyddir fwyfwy gan lawer o’r cyrff sector
cyhoeddus yng Nghymru fel y ffordd  sydd orau ganddynt i
dalu am lawer o nwyddau/gwasanaethau isel eu gwerth.  

Mae gan y cyrff sector cyhoeddus canlynol ym Mhenfro raglen
Cerdyn Prynu: 

Cyngor Sir Benfro
Ymddiriedolaeth GIG Sir Benfro a Derwen
Coleg Penfro

Mae Cymdeithas Dai Penfro a Pharc Cenedlaethol Arfordir
Penfro yn edrych ar weithredu Cardiau Prynu yn eu
sefydliadau unigol ar hyn o bryd.  
Er mwyn ymuno â’r Rhaglen Cerdyn Prynu bydd angen i’ch
busnes chi allu trafod taliadau MasterCard a/neu Visa Card a
bod yn “TAW Fedrus” naill ai ar Fanylion Eitem Llinell neu lefel
Crynodeb. 

Bydd cyflenwyr sy’n methu â derbyn taliadau drwy’r dull hwn o
bosibl dan anfantais i gael cyfleoedd i gyflenwi
nwyddau/gwasanaethau yn y dyfodol, gan y bydd llawer o
gontractau yn galw ar i’r tendrwyr ddarparu’r adnodd hwn fel
rhan hanfodol o’r contract.   

10 10
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PEMBROKESHIRE & DERWEN NHS CONTACTS

CONTACTS WITHIN THE SUPPLIES &
MATERIALS MANAGEMENT DEPARTMENT
Supplies Department
Pembrokeshire & Derwen NHS Trust Hafan Derwen
Withybush General Hospital St Davids Hospital
Fishguard Road Carmarthen
Haverfordwest Carmarthenshire
Pembrokeshire  SA61 2PZ SA31 3HB  

FOOD AND SCHOOLS CONTACT

CYSWLLT GIG SIR BENFRO A DERWEN 

CYSWLLT O FEWN YR ADRAN RHEOLI
CYFLENWADAU A DEUNYDDIAU 
Adran Cyflenwadau 
Ymddiriedolaeth GIG Sir Benfro a Derwen
Ysbyty Cyffredinol Llwynhelyg Hafan Derwen
Heol Abergwaun Ysbyty Dewi Sant
Hwlffordd Caerfyrddin
Sir Benfro  SA61 2PZ Sir Gaerfyrddin 

SA31 3HB

CCYYSSWWLLLLTT BBWWYYDD AACC YYSSGGOOLLIIOONN 

FFUUNNCCTTIIOONN
For advice/guidance
and/or further information
about how to supply a
range of goods & services
to our schools and in
relation to contracts and
tender procedures.

CONTACT/TEL NO
Elizabeth Callard 01437 77 5643
elizabeth.callard@pembrokeshire.gov.uk

AREAS OF
RESPONSIBILITY

Overall responsibility for
the procurement of
goods/ services 
l Maintenance contracts
l IT equipment
l Equipping of capital 
schemes/refurbishment

l Medical & Surgical
equipment

l Subscriptions to 
publications

l Photocopiers 
l Various other contracts

CONTACT NAME
TELEPHONE NUMBER &
E-MAIL ADDRESS
Samantha Pennington 01437 773763
Procurement Manager
samantha.pennington@pdt-tr.wales. nhs.uk
Bridget Howlett 01437 773762
Assistant Procurement Manager
bridget.howlett@pdt-tr.wales.nhs.uk

Christine James 01437 773752
Senior Buyer
christine.james@pdt-tr.wales.nhs.uk 

SWYDDOGAETH
Am gyngor/arweiniad
a/neu mwy o wybodaeth
am sut i gyflenwi
amrywiaeth o nwyddau a
gwasanaethau i’n
hysgolion ac mewn
perthynas â chontractau
a gweithdrefnau tendro. 

CYSWLLT/RHIF FFÔN
Elizabeth Callard
01437 77 5643
elizabeth.callard@pembrokeshire.gov.uk

ENW CYSWLLT 
RHIF FFÔN A CHYFEIRIAD E-BOST
Samantha Pennington01437 773763
Rheolwr Caffael 
samantha.pennington@pdt-tr.wales. nhs.uk
Bridget Howlett 01437 773762
Cynorthwy-ydd Rheolwr Caffael 
bridget.howlett@pdt-tr.wales.nhs.uk

Christine James 01437 773752
Uwch Brynwr
christine.james@pdt-tr.wales.nhs.uk 

MEYSYDD
CYFRIFOLDEB
Cyfrifoldeb cyffredinol dros gaffael
nwyddau/gwasanaethau

l Contractau cynnal a l chadw
l Offer TG
l Cyfarparu cynlluniau  
l cyfalaf/adnewyddu
l Cyfarpar Meddygol a
l Llawfeddygol 
l Tanysgrifiadau i gyhoeddiadau 
l Llungopïwyr 
l Amryw o gontractau eraill ar 
l gyfer gwasanaethau/cynhyrchion
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MEYSYDD
CYFRIFOLDEB

l dodrefn 
l eitemau trydanol 
l cyfarparu cynlluniau
l cyfalaf/adnewyddu 
l cyfarpar telegyfathrebu
l cyfarpar perthynol i
l gleifion
l cyfarpar arlwyo a
l glanhau
l Prosiect cerdyn
l pwrcasu ystadau 
l Ystadau a chyfarpar
l EME a l defnyddiau traul 
l Defnyddiau traul
l arlwyo l (heb l fod a
l wnelont â l bwyd)  
l Ffurfwisgoedd
l Defnyddiau traul labordai
l Argraffu
l Defnyddiau traul radioleg 
l Defnyddiau traul
l deintyddol
l Defnyddiau traul
l clywedeg
l Defnyddiau traul
l podiatreg
l Defnyddiau traul adferiad
l Llyfrau
l Offer swyddfa 
l Cetris argraffu
l Stampiau wedi’u
l haddasu
l Bathodynnau enwau 

ENW CYSWLLT 
RHIF FFÔN A 
CHYFEIRIAD E-BOST
Nicola Holder 01437 773755
Uwch Brynwr
nicola.holder@pdt-tr.wales.nhs.uk

Allison Roblin 01437 773751
Uwch Brynwr
alison.roblin@pdt-tr.wales.nhs.uk

Julie Fulton 01437 773764
Uwch Brynwr
julie.fulton@pdt-tr.wales.nhs.uk

Kate Hughes 01437 773765
Uwch Brynwr
kate.hughes@pdt-tr.wales.nhs.uk

AREAS OF
RESPONSIBILITY

l furniture 
l electrical items
l equipping of capital
l schemes/refurbishments
l telecommunications
l equipment
l patient related equipment
l catering & cleaning
l equipment
l Estates purchasing card
l project
l Estates & EME equipment &
l consumables
l Catering consumables (not
l food related)
l Uniforms
l Laboratory consumables
l Printing
l Radiology consumables
l Dental consumables
l Audiology consumables
l Podiatry consumables
l Rehabilitation consumables
l Books
l Stationery
l print cartridges
l customised stamps
l name badges
l non stock medical
l consumables

Procurement of all
goods/services for Hafan
Derwen

CONTACT NAME
TELEPHONE NUMBER &
E-MAIL ADDRESS
Nicola Holder
Senior Buyer
01437 773755
nicola.holder@pdt-tr.wales.nhs.uk

Allison Roblin 
Senior Buyer
01437 773751
alison.roblin@pdt-tr.wales.nhs.uk

Julie Fulton
Senior Buyer
01437 773764
julie.fulton@pdt-tr.wales.nhs.uk

Kate Hughes
Senior Buyer
01437 773765
kate.hughes@pdt-tr.wales.nhs.uk

Rebecca Ryder
Senior Buyer 01437 773760
rebecca.ryder@pdt-tr.wales.nhs.uk
David Morgan
01267 237481 ext 4788
david.morgan@pdt-tr.wales.nhs.uk
Tony Potter
Buyer
01267 237481 ext 4788
tony.potter@pdt-tr.wales.nhs.uk
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PEMBROKESHIRE HOUSING ASSOCIATION CONTACTS
GENERAL CONTACTS (All areas not covered below)

CONTACT/TEL NO
Andrew Smart
01437 774705
andrew.smart@pembs-ha.co.uk

ADDRESS
Finance & IT
Meyler  House
St. Thomas
Green
Haverfordwest
Pembrokeshire
SA61 1QP

FUNCTION
For advice and
guidance on
queries/problems
when completing
your questionnaire
or tender document-
ation, for informa-
tion about contracts
or tender pro-
cedures or for help
in understanding
contract conditions

PEMBROKESHIRE COLLEGE CONTACTS

CONTACT/TEL NO
Faye Ryan
01437 753264
f.ryan@pembrokeshire.ac.uk

Kath Pinkham
01437 753343
k.pinkham@pembrokeshire.ac.uk

ADDRESS
Finance 
Department
Haverfordwest
Pembrokeshire
SA61 1SZ

FUNCTION
For advice and
guidance on
queries/problems
when completing your
questionnaire or
tender
documentation, for
information about
contracts or tender
procedures or for help
in understanding
contract conditions.

NEW CONSTRUCTION AND BUILDING SERVICES

CONTACT/TEL NO
Wes Cole
01437 774760
wes.cole@pembs-ha.co.uk

ADDRESS
Technical Services
Meyler  House
St. Thomas Green
Haverfordwest
Pembrokeshire
SA61 1QP

FUNCTION
For advice/guidance 
and/or further
information about
construction
contracts and tender
procedures

l Defnyddiau traul
l meddygol na
l chedwir mewn stôr 
Caffael yr holl 
nwyddau/gwasanaethau
ar gyfer Hafan Derwen

Rebecca Ryder 01437 773760
Uwch Brynwr
rebecca.ryder@pdt-tr.wales.nhs.uk
David Morgan
01267 237481 ext 4788
david.morgan@pdt-tr.wales.nhs.uk
Tony Potter
Prynwr
01267 237481 ext 4788
tony.potter@pdt-tr.wales.nhs.uk

CYSWLLT COLEG PENFRO 
CYSWLLT/RHIF FFÔN
Faye Ryan 01437 753264
f.ryan@pembrokeshire.ac.uk

Kath Pinkham01437 753343
k.pinkham@pembrokeshire.ac.uk

CYFEIRIAD 
Yr Adran Gyllid
Hwlffordd
Sir Benfro
SA61 1SZ

SWYDDOGAETH
Am gyngor ac arweiniad
ar ymholiadau/problemau
wrth lenwi eich holiadur
neu ddogfennaeth
dendro, am wybodaeth
ynglyn â chontractau neu
weithdrefnau tendro neu
am help i ddeall amodau’r
contract. 

CYSWLLT CYMDEITHAS DAI PENFRO 
CYSWLLT  CYFFREDINOL (Nid yw pob maes ar gael isod)

CYSWLLT/RHIF FFÔN
Andrew Smart
01437 774705
andrew.smart@pembs-ha.co.uk

CYFEIRIAD
Cyllid a ThG
Meyler  House
St. Thomas Green
Hwlffordd
Sir Benfro
SA61 1QP

SSWWYYDDDDOOGGAAEETTHH
Am gyngor ac
arweiniad ar
ymholiadau/proble
mau wrth lenwi
eich holiadur neu
ddogfennaeth
dendro, am
wybodaeth ynglyn
â chontractau neu
weithdrefnau
tendro neu am help
i ddeall amodau’r
contract.
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PEMBROKESHIRE COAST NATIONAL PARK CONTACT
ADDRESS
Finance Dept
Llanion Park
Pembroke Dock
SA72 6DY

CONTACT/TEL NO
Richard Griffiths
01646 624815
richardg@pembrokeshirecoast.org.uk

GWASANAETHAU ADEILADWAITH AC ADEILADU
NEWYDD 

CCYYSSWWLLLLTT PPAARRCC CCEENNEEDDLLAAEETTHHOOLL AARRFFOORRDDIIRR
PPEENNFFRROO 

CYSWLLT/RHIF FFÔN
Wes Cole
01437 774760
wes.cole@pembs-ha.co.uk

CYFEIRIAD
Gwasanaethau 
Technegol
Meyler  House
St. Thomas Green
Hwlffordd
Sir Benfro
SA61 1QP

SWYDDOGAETH
Am gyngor/
arweiniad a/neu
mwy o wybodaeth
ynglyn â chontractau
adeiladu a
gweithdrefnau tendro

CCYYFFEEIIRRIIAADD
Yr Adran Gyllid
Parc Llanion 
Doc Penfro 
SA72 6DY

CYSWLLT/RHIF FFÔN
Richard Griffiths 01646 624815
richardg@pembrokeshirecoast.org.uk

16 16
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APPENDIX 2
USEFUL INFORMATION

Official Journal of the European Union (OJEU)

Tenders Electronic Daily is the online version of the OJEU and
contains all contract notices above the EU thresholds and
contract notices. 

http://ted.publications.eu.int

National Procurement Website

This provides details of all Welsh public sector contracts
advertised on the site and is free to register.

www.sell2wales.co.uk

Business Eye

Business Eye is a free impartial business information service
for Wales funded by the Welsh Assembly Government. Call
08457 96 97 98 or visit the website.

www.businesseye.org.uk

Supplier Development 

The Welsh Assembly Government’s Local Supplier
Development Project provides a network of specialist advisers
across Wales, with each area having its own Local Supplier
Champion. They can assist you in preparing to tender for
either public or private sector contracts. Working under the
brand of Contract Shop, this service also allows access to the
Contract Shop website and was set up to encourage inter-
trading between local businesses in Wales. The service
provides a virtual window for businesses to promote their 

ATODIAD 2
Cylchgrawn Swyddogol ar gyfer yr Undeb

Ewropeaidd/Official Journal for the European Union
(OJEU)

Fersiwn ar-lein o’r OJEU yw Tenders Electronic Daily ac arno
ceir yr holl hysbysiadau  contract sydd yn uwch na throthwy’r
UE a’r hysbysiadau contract.
http://ted.publications.eu.int

Gwefan Caffael Cenedlaethol 

Mae’n rhoi manylion am bob contract sector gyhoeddus yng
Nghymru ar y safle a gellir cofrestru’n rhad ac am ddim. 
www.sell2wales.co.uk

Llygad Busnes

Gwasanaeth gwybodaeth busnes diduedd yw Llygad Busnes,
sy’n cael ei ariannu gan Lywodraeth Cynulliad Cymru.
Ffoniwch 08457 96 97 98 neu ewch ar y wefan. 
www.businesseye.org.uk

Datblygu Cyflenwyr  

Mae Prosiect Datblygu Cyflenwyr Lleol Llywodraeth Cynulliad
Cymru yn cynnig rhwydwaith o ymgynghorwyr arbenigol ar
draws Cymru, gyda Hyrwyddwr Cyflenwyr Lleol ymhob ardal.
Gallant eich cynorthwyo wrth i chi baratoi i dendro naill ai ar
gyfer contract yn y sector cyhoeddus neu’r sector preifat.
Mae’r gwasanaeth hwn yn gweithio o dan frand Contract
Shop, ac yn eich galluogi i gael mynediad i wefan Contract
Shop ac fe’i sefydlwyd er mwyn annog rhyng-fasnachu rhwng
busnesau lleol yng Nghymru.  Cyniga’r gwasanaeth rith-
ffenest ar gyfer busnesau i hyrwyddo eu nwyddau a’u
gwasanaethau ac i fod yn ymwybodol o gyfleoedd i 
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goods and services and to be aware of opportunities to trade
locally. The service is free. 

The Local Supplier Champion is based in Pembrokeshire
Business Initiative (PBI).

www.pbi.org.uk
www.contractshop.co.uk

Green Dragon

The Green Dragon Environmental Standard offers an
environmental management system which is appropriate for
organizations of any size and in any sector.

Arena Network can provide practical support on environmental
management and training issues.

www.arenanetwork.org

SMe-Engage

SMe-Engage is a project aimed at ensuring SME’s in the
Objective 1 area are equipped and motivated to benefit from
the e-procurement processes under development by public
sector bodies.

It is funded as part of Priority 2 Measure2 of the Objective 1
Programme – West Wales & the Valleys.

Engage@wales.gsi.gov.uk

fasnachu’n lleol.   Mae’r gwasanaeth yn rhad ac am ddim.  
Mae’r Hyrwyddwr Cyflenwyr Lleol wedi’i leoli ym Menter Busnes
Sir Benfro (PBI).
www.pbi.org.uk
www.contractshop.co.uk

Y Draig Werdd

Mae Safon Amgylcheddol y Ddraig Werdd yn cynnig system
reoli amgylcheddol sy’n briodol ar gyfer sefydliadau o unrhyw
faint mewn unrhyw sector.
Gall Arena Network gynnig cefnogaeth ymarferol ar reolaeth
amgylcheddol a materion hyfforddiant.
www.arenanetwork.org

BBaCh-Ymgysylltu

Nod prosiect BBaCh-Ymgysylltu yw sicrhau bod Busnesau
Bach a Chanolig yn ardal Amcan 1 wedi eu cyfarparu a’u
motifeiddio i ennill o’r prosesau e-gaffael sy’n cael eu datblygu
gan y cyrff sector cyhoeddus.

Ariennir fel rhan o Blaenoriaeth 2 Mesur 2 Rhaglen Amcan 1 –
Gorllewin Cymru a’r Cymoedd. 
Engage@wales.gsi.gov.uk
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