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   Essential Knowledge


DRAFT PROCUREMENT POLICY

Introduction

This company aims to ensure that the procurement of goods and services is done in accordance with legislation and good practice.  Procurement will be undertaken fairly and objectively in an open and transparent fashion, whilst protecting any commercial sensitivities.

This policy supports the company's business principles and aims to ensure best value for money is obtained when procuring supplies, services and works.

Corporate Governance

Only staff of the organisation with delegated authority may commit expenditure on supplies, services or works (hereafter referred to as products) up to the value of their authority level.

An authorised member of staff who has approved procurement either by approving the allocation of funds from an appropriate budget or approving the issue of an official purchase order, shall not formally accept delivery of those products nor formally approve payment of any associated invoices.

Best Value For Money

The company will endeavour to obtain best value for money by seeking the most economically advantageous offer in each procurement.  Best value for money is defined as ‘the optimum contribution of whole life costs and benefits to meet the customer's needs’.

Whole life costs will include consideration not only of initial purchase price but also operating and disposal or potential resale costs at the end of the product's life.

Funds Availability

Before starting any procurement exercise, by either seeking offers via quotation or tender, or placing orders, the authorising member of staff managing the procurement must ensure that adequate funds are available to pay for the products.

Aggregation of Need

The company will aim to aggregate requirements, where practicable, to get the best terms of supply of the appropriate products.

Aggregation will initially be based on estimated requirements for the product throughout the organisation over a period of not less than 12 months.  Consideration will then be given to the benefits of establishing a formal procurement arrangement for a longer period of time, up to a maximum of three years.

Consortia Opportunities

Where practicable, the company may investigate opportunities to contract jointly with other organisations with the purpose of obtaining better value for money and sharing the work of preparing contracts.

When valuing potential procurements in a consortia situation, the total potential value will be used to determine which rules apply to the procurement.

When preparing the quotation or tender documentation and advertising the specification, the name of all potential organisations that may use the contract during its lifetime shall be stated.  The name used may be generic rather than specific.

The resulting consortia arrangements will be used by the organisation in accordance with the rules of the consortium.

Variations to Contract

Once a contract has been awarded, variations must be kept to a minimum.  

If changes are required to, for example, the timescales, costs or scope of the contract, these should be reviewed to determine if the contract should be re-tendered.

Contracts Register 

A register of contracts will be maintained either in a database or spreadsheet format.

Use of Purchase Orders 

The company's official purchase orders will have its terms and conditions of contract printed on the back of each order form.  Alternatively, paper copies of the terms and conditions of contract will be issued with each purchase order form.  Additionally, the terms and conditions of contract may be published on the company website and referenced on the purchase order form.  

All products will be ordered using the company's official purchase orders.  

VAT etc.

Where appropriate, all purchase orders or other authorised methods of initiating procurement will comply with the relevant rules for dealing with VAT, import duty etc.  

Ethical Standards

Staff should not use their authority or office for personal gain.  

Staff shall seek to uphold and enhance the standing of the company at all times by maintaining the highest standards of integrity in all their business relationships both inside and outside the organisation.  

Staff shall comply both with the letter and the spirit of this procurement policy.  

Declaration of Interest 

In order to counter any potential accusation of improper conduct, all staff shall declare any personal interest which may impinge, or might reasonably be deemed by others to impinge, on their impartiality in any matter relevant to their duties.  

Any such interests will be recorded, as appropriate, in the organisation's Register of Interests.  

The Register of Interests will normally be updated annually and will record the declared interests of all staff and directors.  If no personal interest exists, this will be recorded as 'no interests declared'.

Confidentiality and Accuracy of Information 

The confidentiality of information received in the course of duty should be respected and should never be used for personal gain.

Information given in the course of duty should be true and fair and never designed to mislead.  

Business Gifts 

Business gifts, other than items of very small intrinsic value such as business diaries and calendars, shall not be accepted.  

Quotation Policy

After receiving an appropriately approved instruction to procure a product, the authorised officer will, in consultation with the end-user, prepare a performance-based specification upon which the suppliers will base their responses.  

The quotation documentation will state the basis on which the award decision will be made and will include a copy of the company's terms and conditions of contract.

Quotation submissions must be returned in sealed, unmarked envelopes before a clearly stated time and date.  

Time and date of receipt of each quotation should be recorded on the outside of the returning envelope.  

Submissions received after the stated closing time and date should neither be opened nor considered.

Returned quotations will be held, unopened, in a secure location until the stated closing time and date have passed.

After the stated closing time and date, the quotations will be opened by at least two authorised officers.  

A summary schedule will be prepared on which the name of each supplier and its prices will be recorded.  The officers will sign and date each submission and all pages therein containing pricing information.  The names of suppliers that have not replied, or replied after the stated closing time and date, will also be noted.  Each officer will then sign and date the summary schedule.

Each quotation submission will then be assessed in accordance with the criteria published in the quotation documentation.  

A written record will be held of the reasons for the decisions taken in respect of each submission and of the details of the submission deemed to offer the most advantageous offer.  This written record will be retained.

A recommendation to award the contract to the selected supplier will be forwarded along with supporting documentation to the officer with authority to ratify the recommendation.  

The authorised officer will complete a final check to ensure the availability of funds, that the product is still needed and that the procurement is to proceed.

Tender Policy

When the authorised member of staff receives written confirmation of the approval of the outline business case, option appraisal and availability of funding, they will begin a tender exercise to seek the most economically advantageous offer for the procurement.

The authorised member of staff will, in consultation with the end-user or project team, determine the appropriate tender procedure (open, restricted or negotiated) to apply to the procurement.

The authorised member of staff will, in consultation with the end-user or project team, prepare a performance-based specification upon which the suppliers will base their responses.  

The tender documentation will state the basis upon which the award decision will be made and will include a copy of the organisation's terms and conditions of contract.

The tender documentation will state the award criteria on which the procurement decision will be based. The award decision should be based upon the most economically advantageous offer and not normally on the basis of lowest price.

If a restricted or negotiated procedure has been selected, firms asking to participate in the exercise will be assessed only in terms of their financial standing and technical ability to fulfil the requirement.

Firms that are selected after this assessment will be issued with formal tender documentation.  Firms not selected to proceed will be advised in writing.

Tender submissions must be returned in sealed, unmarked envelopes before a clearly stated time and date.  

The time and date of receipt of each tender shall be recorded on the outside of the returning envelope.  

Returned tenders will be held, unopened, in a secure location until the stated closing time and date have passed.

Tenders that are received after the stated closing time and date will neither be opened nor considered.

After the stated closing time and date, the tenders will be opened by at least three authorised officers.  

A summary schedule will be prepared on which the name of each supplier and its prices will be recorded.  The officers will sign and date each submission and all pages therein containing pricing information.  The names of suppliers that have not replied, or have replied after the stated closing time and date, will also be noted.  Each officer will then sign and date the summary schedule.

Each tender submission will then be assessed in accordance with the criteria published in the tender documentation.  

A written record will be held of the reasons for the decisions taken in respect of each submission and of the details of the submission deemed to offer the most advantageous offer.  This written record will be retained.

A recommendation to award the contract to the selected supplier will be forwarded along with supporting documentation to the officer with authority to ratify the recommendation.  

The authorised officer will complete a final check to ensure the availability of funds, that the product is still needed and that the procurement is to proceed.

When the award decision has been made and approved, the authorised officer will initiate the procurement by creating, approving and issuing an official purchase order.

All tenderers will be notified, at the same time, of the outcome of the procurement.

Unsuccessful firms will be advised accordingly.  If they seek a debriefing, this will be given within 15 days of their request.
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