
A BUDGET HOLDERS GUIDE TO

PROCUREMENT PROCEDURES 
Principal’s Forward
Procurement  Guide

We spend over £8 million per annum on purchasing goods and services on behalf of the College and we must make sure that every penny counts.  Our Budgets are under constant pressure and it is vital to ensure our procurement practices achieve the best possible value for money.  This Procurement Guide aims to promote this good practice and bring together, in one place, policies and procedures as well as effective guidelines.

This Guide has been designed to provide easy reference; however, if you have any ideas about how it may be improved then the Procurement Officer would be pleased to hear from you.  In the meantime this Guide must be applied to all College Procurement.

Mark Dacey

Principal

1. Introduction

The procurement of goods, works and services is a high value activity within the College that has a critical impact on its performances and success. The Procurement Procedures gives guidance to budget holders and links to the aims of the Procurement Policies and Financial and Administratitive Polices and Procedures Manual.

All budget holders are responsible for procuring the goods and services they require within defined budgets. Purchasing authority may be delegated to members of staff within a department. In exercising this delegated authority, budget holders and members of staff are required to observe the College’s financial policies and procedures regarding the authorisation of expenditure and procurement.
2. What is Procurement?

Procurement is defined as:

“Procurement means the process of acquiring goods, works and services from suppliers/contractors. In other words, it covers everything from “paperclips to building works”.
All procurement activity within NPTC must comply with the European Procurement Directives and the College Financial Regulations. 
Staff must seek advice form the Procurement Officer before commencing any procurement tendering exercise, or high value purchase.
3. What is Best Value for Money?
“The optimum combination of whole life costs and benefits to meet the customer’s requirement”.

Tenders/quotes should not be awarded on the basis of lowest initial price alone. There must always be an assessment of quality and the costs that will be incurred by the College throughtout the life of the asset or contract period.
4. Aims 

The “Procurement Procedures” provide guidance in order to:

· Obtain value for money services for the College

· Ensure we comply with the law governing the spending of public money

· Give a legal and auditable framework to our procurement activities

5. To Achieve Value for Money

There are 2 main aspects that impact on value for money in terms of purchasing goods and/or services:

· Product specification – quality and quantity

· Source of supply – right time, right place, right price

If you are involved in the purchase of goods and/or services you must be clear on how to develop a specification for the product. This usually includes:

· Purpose of goods or services

· Necessary characteristics (size, finish etc)
· Performance

· Life span

· Equality/accessibility issues

· Reliability

· Installation arrangements

· Technical concurrence 

· Maintenance arrangements

Advice is available from the Procurement Officer on all of the above.

6. Promote Sustainable Development
Neath College is committed to securing the acquisition of goods and services in a way that ensures that there is the least impact on society and the environment throughout the full life cycle of the product.
Whilst a key element in public procurement is the achievement of value for money, purchasers and end-users can play an important part in meeting the College’s sustainable development objectives.

Budget holders should consider before committing expenditure “The 3 R’s”, reduce, re-use and recycle. 

7. European Union Procurement Directive
The EU Procurement Directives are enforced in UK Law through The Public Supply, Works and Service Regulations. Governing the way in which the public sector procurement process is conducted and directives are applicable over the following thresholds:

Services and Supplies  £139,893

Works Contracts  £3,497,313

The key areas of regulations imply:

Contracts that exceed the thresholds must be advertised in the Official Journal of the European Union (OJEU) so that all interested parties in member states have an equal opportunity to submit tenders.

All enquires must receive equal treatment in order to eliminate discrimination on the grounds of nationally of the contractor or the origin of the supplies, services or works.
All supplier selection, tendering and award procedures must involve the application of objective and transparent criteria.
8. Summary of Procedures
In order to achieve the aims of the College, the following guidance must be observed.
Summary of Procurement Procedures
Applicable to the purchase / lease / rental of all supplies, equipment, building related works and services required.

The Procurement Procedure is to be as per the following table:
	Category
	Value
	Supplier
	Procurement Procedure

	1
	Under £50


	Outside Supplier
	Petty Cash

	2
	Up to £1,999
	Outside or

Approved supplier 
	Quotations not required but Budget Holders should strive to achieve “best value”. 

Approved suppliers to be used whenever possible.

Budget Holders are asked to ensure that orders are a minimum of £50 when the Official Ordering System is used.

	3
	From £2,000 to £19,999
	Outside or

Approved supplier 
	Low Value Pricing Enquiry required unless Budget Holder is using approved suppliers, or framework arrangements.

Minimum of 3 written enquiries

	4
	From  £20,000 to £49,999
	Outside or
Approved supplier
	Quotations with supporting documents (contact Procurement Officer for advice) unless Budget Holder is using  approved frameworks. 
Minimum of 3 quotes required


	5
	Over £50,000
	Outside or

Approved supplier
	Tendering procedure required unless Budget Holder is using approved suppliers or
frameworks

Tenders exceeding (OJEU) threshold, must apply the OJEU process



The values quoted are all net of VAT.

Low Value Pricing Enquiry
1. Goods, Works or Services required should be identified by the Budget Holder, and an estimated value applied.  

During this identification stage it should be noted that the estimated value of goods or services should apply to the accumulated value of similar goods and services required over a financial year, not just for one off items.  

This estimate will be used to identify the procedures to be followed i.e. quotation or tender.  

2. If the estimated value is below £2,000, competitive prices should be obtained from established/approved suppliers and some evidence that market testing has been undertaken i.e. two or more faxes, e-mails or telephone quotations or catalogue prices should be obtained.  This information should be retained in the requisitioning department and attached to their copy order.
3. If the estimated value is likely to be over £2,000 but less than £20,000 the Budget Holder will consult with the Procurement Officer in the first instance to draw up a specification.  A decision can then be made whether the need can be met from existing procurement arrangements i.e. current frameworks or approved Consortium Contracts. 

4. A minimum of three written Low Value Pricing Enquiries are required.
5. Suppliers may be identified from the Approved Supplier List held by the Procurement Officer and on the Procurement website or additional suppliers may be invited accordingly.

6. The Low Value Pricing Enquiry will be communicated to suppliers, with a closing date. If three suppliers can’t be found documented evidence will be required to show that every attempt was made to find alternative suppliers.

7. Low Value Pricing Enquiries should only be accepted by those received before the closing date where stipulated. This is to allow for an analysis, evaluation and recommendation exercise to proceed in addition to the limited time that quotations may be valid for – usually 30 days. Documents received after the closing date shall be considered in the context of the procedure (e.g. no. of documents received, time, vfm) and subject to the discretion of the person leading the procedure.

8. The relative whole-life cost, quality of goods/services and knowledge of the supplier must be borne in mind when evaluating the submitted documents. Emphasis at all times on best value for money.
9. A College order for the goods/services quoted for is to be placed by the Budget Holder.
10. The Budget Holder shall retain all  documentation for a period of seven years. 
Quotations
1. Goods or Services required should be identified by the Budget Holder, and an estimated value applied.  

During this identification stage it should be noted that the estimated value of goods or services should apply to the accumulated value of similar goods and services required over a financial year, not just for one off items.  

2. If the estimated value is likely to be over £20,000 the Budget Holder is to consult with the Procurement Officer in the first instance. Together the Budget Holder and the Procurement Officer will draw up a specification.  A decision can then be made whether the need can be met from existing procurement arrangements i.e. Current frameworks or approved Consortium Contracts. 

3. The Procurement Officer/Budget Holder will incorporate the approved specification together with The Form of Tender and Standard Conditions into the quote. 

4. A minimum of three quotes are required,. 
5. A contract number can be allocated by the Procurement Officer.  

6. Wherever possible, suppliers will be identified from the Approved Supplier list held by the Procurement Officer.
7. Suupliers/Contractors should be given at least 3 weeks to complete the quotes.
8. Quotes should only be accepted by those received before the closing date. This is to allow for an analysis, evaluation and recommendation exercise to proceed. 
9. Documents received after the closing date, should only be considered if only one quote has been received.

10. If supplying a service, then under the ‘best Value for money’ an assessment including cost/quality should be included in the evaluation.

11. A College order for the goods/services quoted for is to be placed by the Budget Holder.

12. The Budget Holder shall retain all  documentation for a period of seven years. 
Tenders
1. Goods or Services required should be identified by the Budget Holder, and an estimated value applied.  

During this identification stage it should be noted that the estimated value of goods or services should apply to the accumulated value of similar goods and services required over a financial year, not just for one off items.  

2. If the estimated value is likely to be over £50,000 the Budget Holder is to consult with the Procurement Officer in the first instance. Together the Budget Holder and the Procurement Officer will draw up a specification.  
3. If the overall estimated value exceeds the OJEU thresholds, it must be advertised in the Official Journal of the European Union and a decision made on the type of procedure used in the tendering process.
4. The Procurement Officer/Budget Holder will incorporate the approved specification into an Invitation to Tender (ITT). The tender will include cost/quality weighting score, this will be reflected in the documents that will make up the (ITT).
5. A contract number will be allocated by the Procurement Officer.  

6. All tenders should be out for at least one month, but if over the OJEU threshold, then will follow the timescales required by the EU Procurement Directives. 
7. Tenders will be returned to the Procurement Officer/person leading the tender process.

8.  The Tenders will not be opened before the date and time specified in the tender document. 

9. All tenders received after the closing date/time will not be accepted. There will be no period of grace for delays in the post etc.  In exceptional circumstances where it is necessary for a late tender to be accepted, the reason for acceptance must be clearly recorded. The Procurement Officer/Leading person will return late tenders to the supplier with a covering letter explaining why the offer has not been considered.

10. Opening Tenders:

Tenders will be opened by a panel comprising the VP: FIS (or in his/her absence the Finance Manager), the relevant Budget Holder, the Procurement Officer and other nominated senior members of staff.  
11. The Tender Documents shall be recorded on the Tender Register. The Form of Tender and Pricing Schedules shall be signed by all present at the Tender opening.
12. Tenders will be evaluated using the weighted score system, by the Procurement Officer and evaluation team who were nominated before the tender closing date.

13. The Procurement Officer/ lead person will write a report on the award of the contract. A template of a report can be supplied by the Procurement Officer.
14. For tenders over £50,000 and up to £100,000, a report on the recommendation is to be submitted to the Finance and General Purposes Committee.

15. For tenders over £100,000, a report on the recommendation is to be submitted to the Corporation Board for final approval.

16. All decisions on which supplier/contractor is to be awarded the contract must be logged on the Tender Register.

17. The Procurement Officer/Leading person will produce the awarding letter and letters notifying those companies which were unsuccessful.

18. An official order for the goods/service tendered is to be placed by the Budget Holder quoting the Contract Number.

19. The Procurement Officer/Leading person shall retain all tender documentation for a period of seven years.


