Part 5 - RULES OF PROCEDURE

PROCUREMENT PROCEDURE RULES

SECTION 1 - SECTION SUMMARY

1.0

Procurement rules are set out across the following sections:

SECTION 1 - General Requirements

SECTION 2 — Exemptions from Procedure Rules

SECTION 3 — The Procurement Framework and Central Purchasing
SECTION 4 — Quotation and Tenders

4.1 General Requirements
4.2 Quotations (Procurement up to £50,000)
4.3 Tenders (Procurement over £50,000)
4.3.1 Selecting Suppliers
4.3.2 Open Competitive Tenders
4.3.3 Selective Tenders
4.3.4 The number of suppliers invited to tender
4.3.5 Going out to Tender
4.3.6 Receipt of Tenders
4.3.7 Opening of Tenders
4.3.8 Acceptance of Tenders
4.3.9 Tender Evaluation Panel

SECTION 5 — Other Procurement Rules
SECTION 6 — Official Order Rules

SECTION 1 - GENERAL REQUIREMENTS

1.1

Before undertaking any procurement, Departments should satisfy themselves that:

The works, goods or services are required and a need can be demonstrated

There are no reasonable alternatives e.g. sharing or utilising spare capacity/inventories
elsewhere within the Council

They are aware of the current statutory contract value thresholds in accordance with the
Public Contract Regulations 2015 (as amended) as shown on the Council’s Intranet.
Where relevant, they have considered the requirements of the Public Services (Social Value)
Act 2012 and have recorded/evidenced the outcomes against the associated requirements:-

% how what is proposed to be procured might improve the economic, social and
environmental well-being of the relevant area

% how, in conducting the process of procurement, it might act with a view to securing that

improvement.
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1.2

Procurement Procedure Rules apply to the procurement of ALL goods, works or services. The
Council’'s approved computerised ordering system will be used for all procurement, except
where otherwise detailed within these Procurement Procedure Rules.

Procurement can only take place where budgetary provision is available to fund the goods,
works or services required (see Financial Procedure Rules).

Where the Council contracts with a third party (who is not an officer of this Council) to supervise
a contract on its behalf, the Corporate Director/Head of Department entering into that contract
will be required to ensure that the third party complies with the requirements of these
Procurement Procedure Rules.

Where the Council enters into or administers a contract either as an agent, or on behalf of
another public body the Council’'s Procurement Procedure Rules will apply unless written
instructions have been received by the Council to the contrary.

These Procurement Procedure Rules will not apply where statute or subordinate legislation
prescribes otherwise.

Delegation relating to the engagement of consultancy services is set out separately within the
“Common to all Portfolio Holders” section of the Constitution. However, for completeness, the
Corporate Directors/Heads of Department only have delegated authority for the engagement of
consultancy services or specialist professional advice up to the value of £15,000 and
procurement rules must be followed. For schemes where fees are expected to exceed £15,000
consultation with the Portfolio Holder or Committee Chairman is required.

Procurement within the Council is co-ordinated by Governance Services and in all cases where
catalogues or other pre-negotiated approaches are not used, then consultation with Governance
Services should be undertaken to identify potential alternative options or additional procurement
opportunities.

Where building works form part of the procurement, then it is expected that Departments will
discuss their requirements with the internal surveyor as appropriate.

Use of Local Suppliers

All Procurement should be in line with the Council’s Procurement Strategy which includes the
recognition of the use of local suppliers and providing a fair basis for them to compete for the
provision of goods, works and services required by the Council.
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SECTION 2 - EXEMPTION FROM PROCUREMENT RULES

2.1

2.2

The Corporate Directors/Heads of Department shall be exempt from the need to obtain
competitive quotations/prices where any of the following circumstances apply:-

(@)
(b)

(c)

(h)

The goods or services are procured from an in-house service

The goods are proprietary items of which there is only one supplier, or are sold by all
suppliers at a fixed price

The matter is one of urgency as determined by the appropriate Corporate Director/Head
of Department following consultation with the responsible Portfolio Holder or the Leader
of the Council.

The contractor or supplier is specified for works to this Council for which an external
client is making payment.

Where the work is of a specialist nature and the Corporate Director/Head of Department
can demonstrate that it is not possible to obtain more than one quotation or tender.

For the engagement of Counsel by the Assistant Director (Governance).

Where a partnership arrangement has been entered into with a contractor or a supplier
as a result of competitive tendering, and the proposed procurement is within or related
to the documented scope of that partnership arrangement. In such cases the Corporate
Director/Head of Department must be able to demonstrate that the proposed
procurement through such a partnership arrangement is advantageous to the Council
(e.g. continuity of service or product supply, or extension of existing arrangements). The
documentation will be issued will take the form of a contract variation as determined in
the partnership contract and/or via the Official Ordering rules or if appropriate the
documentation to be issued will be as required by the Procurement Procedure Rules for
the value of the procurement. (EU limits must be observed to ensure no thresholds are
exceeded).

For purchases from petty cash.

In all cases where an exemption is applied the Corporate Director/Head of Department shall
maintain a record to evidence this.

Further exemption from Procurement Procedure Rules may be sought where a Head of
Department can demonstrate that exemption is justified by special circumstances.

(@)

Where no specific exemption is provided above:

» Where the value of the contract or procurement is estimated to be less than £50,000
exemption may be granted by the Chief Financial Officer in consultation with the
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Corporate Finance & Governance Portfolio Holder. The procuring service must publish
an Officer Decision to record this.

Where the total value of the contract, or procurement, is estimated to be between
£50,000 and £250,000 the Corporate Finance & Governance Portfolio Holder may, on
the recommendation of the Chief Financial Officer, grant exemption. In such cases a
formal Portfolio Holder decision must be made.

Where the total contract, or procurement, is estimated to exceed £250,000, the Cabinet,
or a Committee may, on the recommendation of the Chief Financial Officer, grant
exemption. In such cases a record of the exemption must be made in the minutes of the
Cabinet, or Committee.

Alternative/Indirect Service Delivery

Where the Council seeks to implement alternative delivery options, for whole or parts of
services, those procurements will be achieved in accordance with the Council’s Procurement
Strategy. Such procurements may not necessarily be able to be undertaken within Procurement
Procedure Rules given the number and combination of different procurement routes and
processes that may be applicable, but must:-

(i)

(ii)

(iii)

(iv)

Comply with all relevant statutory provisions including European Procurement
Directives.

Follow a documented process determined by the responsible Corporate Director/Head
of Department, the Chief Financial Officer and the Assistant Director (Governance), and
agreed by Management Team and the Cabinet, in advance of the process. The process
must demonstrate compliance with the principals of openness and accountability.

Be capable of providing clear probity trails, particularly in respect of the opening and
evaluation of any associated bids or tenders.

Comply with any Procurement Procedure Rules that remain applicable, or offer
alternatives that meet the requirements of the Assistant Director (Governance).

SECTION 3 - THE PROCUREMENT FRAMEWORK

3.1

All procurement is expected to following the following process/framework taking each step in
sequence noting that the overall value of procurement is not the initial consideration.
Governance Services should be consulted at the relevant stage of the process as necessary.
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Spending Need Identified ) If building works, discuss
requirements with internal surveyor
l where applicable
Is there a suitable Internal Provider / Contractor that Discuss arrangements with Internal
meets the procurement need? YES provider
>
NO YES Confirmation of price and other
See section 2.2 associated arrangements should be
Is there a suitable catalogue / central contract / —— > discussed with identified provider(s) or
framework or Government sponsored list in place framework/contract rules followed as
that meets the procurement need appropriate

Where more than one provider forms part of the

NO contract or framework, then the principles of Section

4.2.4 should be followed or quotation / tender rules
applied where necessary

Is there a suitable TDC let contract already in place

that meets the procurement need that can be ‘piggy Will proposed NO Discuss

! arrangement
backed aggregate —> . g
with external

< spend impact
NO |~ P me provider /
Yes (so can’t ‘pi back’) on Threshold confirm price /
| |
RI9gy Limits as set out P
. . place order
Is there a contract negotiated by another body in the
that meets the procurement need Reeulations?
(Tendered as appropriate in accordance with
Regulations)
NO L Select Suppliers from
> Constructionline following

Is the Procurement for Building Works?

No |

Is there a suitable Local / Other Supplier list that meets the procurement

auotation and tender rules

need?
YES NO
Based on Value of the Spend, Follow Based on Value of the Spend, Follow
Quotation and Tender Rules set out in Quotation and Tender Rules set out in
section 4.2 and 4.3 using local / section 4.2 and 4.3 but going out to
other supplier list(s) the wider market.
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3.2

Central Purchasing

This includes:

>

>

Central Contracts — Where the Council has taken advantage of negotiating with an external
provider for the supply of goods, works or services.

Partnership Agreements — Where the Council has decided to enter into partnership
agreements either directly with other public bodies, or as part of a consortium of public
bodies, for the procurement of goods, works or services.

Procurement Procedure Rules will be followed to select the supplier/contractor to be used
for central contracts or if this Council is undertaking the tendering process to select the
supplier/contractor under a partnership approach.

Specialist call-off contracts - Where contracts have been tendered/negotiated by other
public bodies and include the option for other Public Bodies to participate.

If the use of any such contract is not considered to offer Value for Money, then the relevant
Corporate Director/Head of Department should consult with the Chief Financial Officer and the
Assistant Director (Governance) in order to identify the most appropriate/advantageous
procurement route.

SECTION 4 - QUOTATIONS AND TENDERS

4.1

4.2

4.21

General Requirements

(@)

(b)

(c)

(d)
(e)

Disaggregation of any procurement, in order to apply a lower level to each of the parts is
not permitted.

Where any procurement spans a number of periods, or years, the total estimated cost will
be the cumulative total of all periods, or years covered.

The use of electronic “portals” or other electronic means must be used to widely advertise
goods, works or services required by the Council where appropriate, to ensure equal
opportunity between local and non-local suppliers.

Procurement up to £50,000 (excluding VAT) — Quotation Rules Apply (Section 4.2).

Procurement over £50,000 (excluding VAT) — Tender Rules Apply (Section 4.3).

QUOTATIONS (Procurement up to £50,000 excluding VAT)
After the appropriate procurement route has been identified by following the framework
set out in 3.1 above and if appropriate:

Procurement up to £10,000 (excluding VAT)
Where procurement is less than £2,500 then value for money should be demonstrated by
obtaining two prices where possible.
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42.2

423

Where procurement is in excess of £2,500, the seeking of two prices would be expected, with
evidence retained by the department.

Procurement over £10,000, but not expected to exceed £50,000 (excluding VAT)

A minimum of three quotations should be sought by the department in addition to the production of
a documented specification to include:

(i Identification of the procurement of goods, works or services required.

(i) Identification of any periods over which the goods, works or services are to be provided. In
appropriate cases, provide for the payment of liquidated damages by a contractor where
there is a failure to complete the contract within the period(s) specified.

(iii) Provision for the retention of stated sums/percentages and the retention period to be
applied where appropriate.

(iv) Provision for the contractor to provide a performance bond, or parent company guarantee
where appropriate.

(V) Unless an exemption is obtained from the Assistant Director (Governance), the Council
Standard Contract for Services must be used when seeking quotations for £25,000 and
above. When seeking an exemption, the relevant department will identify why any
additional or replacement terms and conditions are necessary for the service being sought.

(vi) All contractors or suppliers asked to provide a quotation must be advised that the quotation
must be sent to a specified e-mail address, and that quotations e-mailed to any other
Council e-mail address will be disqualified.

All quotations shall be sought electronically:

The responsible Corporate Director/Head of Department shall arrange for a secure e-mail address
to be set up on the Council’s e-mail system. Access to this e-mail address must not be available
until the time of quotation opening. Access to the secure e-mail address shall be controlled by an
independent senior member of staff not involved with the project or tender process or a member of
the Procurement Service.

Where the lowest quotation received exceeds £50,000 (excluding VAT), Tender Rules shall be
followed from that stage as if tenders had been sought.

If the value of the lowest quotation received exceeds the limit of the quotation category applied,
then the Corporate Director/Head of Department must seek sufficient further quotations applicable
to the level of the value of that lowest quotation.
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4.3

431

4.3.2

43.3

The Corporate Director/Head of Department is under no obligation to accept any of the quotations.
However where they are prepared to accept a quotation, the most financially advantageous
quotation should be accepted unless other factors such as quality, local supply, performance
and deliverability are also considered as part of the selection process. In accordance with the
Council’s overall requirements to demonstrate Value for Money. Evidence is expected to be
retained and recorded in an Officer Decision to support such decisions where procurement exceeds
£10,000.

TENDERS (Procurement greater than £50,000 excluding VAT)

After the appropriate procurement route has been identified by following the framework set
out in 3.1 above and if appropriate:

Selection of Suppliers

Tenders Over Statutory Thresholds

(a) Where the total estimated value of a proposed contract over its term is expected to exceed
the appropriate current Public Contract Regulations 2015 (as amended) thresholds, such
regulations will take precedence over these tender procedures.

Tenders Under Statutory Thresholds

The appropriate Corporate Director/Head of Department will determine whether to use Open
Competitive Tendering or Selective Tendering as set out separately below.

Open Competitive Tenders

A notice inviting tenders shall be prepared which should:-

(i) Set out the nature and purpose of the contract and specify that expressions of interest are
sought and set out details of where further information/tender documents can be obtained.

(i) Be advertised via the Council’s electronic “portal” that is open to all potential suppliers or
alternatively in at least one newspaper or journal circulating among suppliers/contractors
who undertake such contracts. The notice period to be allowed for potential suppliers to
request additional tender documentation should be determined by the Corporate
Director/Head of Department.

Following the expiry of the notice period, Tender documentation will be sent to interested parties in
accordance with SECTION 4.3.5.

Selective Tendering

Where the Council can access a central/framework arrangement, government sponsored list or a
contract negotiated by another public body as set out in SECTION 3.2 above, more than one
supplier may be eligible under such arrangements. If this is the case, tender documentation
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43.4

43.5

should be sent to the relevant parties in accordance with SECTION 4.3.5. In all other cases the
following process should be undertaken:

A public notice shall:-
1. Specify details of the goods, works or services to be tendered.

2. Specify a time limit determined by the Corporate Director/Head of Department during which
time potential suppliers can request that they be considered for inclusion in the associated
tender process.

3. After expiry of the period specified in the public notice, the responsible Corporate
Director/Head of Department will undertake an evaluation of the suppliers. This evaluation
may be subject to Tender Evaluation Panel review.

4. The responsible Corporate Director/Head of Department, and where appropriate the
Tender Evaluation Panel, will in consultation with the appropriate Portfolio Holder or
Chairman of the relevant Committee select those contractors suitable and capable to tender
for the proposed contract.

Following the conclusion of the evaluation process, Tender documentation will be sent to interested
parties in accordance with SECTION 4.3.5 below:

The Number of Suppliers Invited to Tender

Invitations to tender shall ensure fair competition and where possible include a mix of local and
non-local suppliers and shall be sent to:-

Not less than 4 contractors, with the maximum number as determined by the relevant Corporate
Director/Head of Department. (Where less than 4 suitable contractors have been identified from
the selection process, then all shall be invited to tender).

Going out to Tender

General Rules
Tenders must:

(i) Specify the goods, works or services to be supplied, contract value, any discounts or other
deductions that may apply, the period(s) during which the contract is to be performed and
any other relevant terms and conditions that the responsible Corporate Director/Head of
Department considers necessary.

(i) In appropriate cases, provide for the retention of stated sums/percentages and the retention
period to be applied.

(iii) In appropriate cases, provided for the payment of liquidated damages by a contractor where
there is a failure to complete the contract within the period(s) specified.
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4.3.6

(iv) In appropriate cases, and at the discretion of the responsible Corporate Director/Head of
Department, make provision requiring the contractor to provide a performance bond and/or
a parent company guarantee.

(v) Identify the basis on which the submitted tenders will be evaluated. (Where the evaluation
is other than a straightforward financial evaluation based upon lowest submitted price, the
proposed evaluation process must be submitted to the Tender Evaluation Panel for
agreement before tenders are sought).

(vi) Tenders are required to be submitted on a form of tender prepared by, or agreed by, the
Council which shall include a statement that the Council will not be bound to consider or
accept any tender.

(vii)  Specify the closing date and time by which tenders must be received.

(viii)  Where the Corporate Director/Head of Department considers that the Council may benefit
from the use of post tender negotiation, that officer shall ensure that such intention is
included in the documentation submitted to tenderers and before seeking tenders agree a
suitable procedure with the Tender Evaluation Panel.

(ix) Specify social value considerations as appropriate.

(x) Unless an exemption is obtained from the Assistant Director (Governance), the Council’s
Standard Contract for Services must be used. The draft contract must be supplied as part
of the tender exercise. When seeking an exemption, the relevant department will identify
why an alternative model contract is required or any additional or replacement terms and
conditions are necessary for the service being sought.

Receipt of Tenders

Unless determined otherwise by the responsible Corporate Director/Head of Department in
consultation with Governance Services, all tenders should be requested to be returned
electronically by e-mail. However, whatever form of tender response is implemented, all tenders
must be submitted in the same manner.

The responsible Corporate Director/Head of Department shall arrange for a secure e-mail address
to be set up on the Council’'s e-mail system. Access to this e-mail system must not be available
until the time of tender opening. Access to the secure e-mail address shall be controlled by an
independent senior member of staff not involved with the project or tender process or a member of
the Procurement Service.

Tender documentation sent to potential providers must state that tenders must only be sent to the
specified e-mail address and that tenders e-mailed to any other Council e-mail address or after the
closing date and time will be disqualified.
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43.7

As soon as practical after the closing date and time, a designated Governance Services Officer
will arrange for the formal recording of the tenders submitted.

In exceptional circumstances where hard copy tenders are requested, then the email requirement
above is replaced by the tender returns being addressed to the Head of Democratic Services &
Elections or their designated Officer. Prospective tenderers must be instructed to clearly mark
envelopes with the fact that it is a tender submission and that it is not to be opened until after the
relevant closing date and time.

Opening of Tenders

(a)(1) Electronic Submission of Tenders

Having obtained the necessary password from IT Services, the Head of Democratic Services &
Elections (or other officer to whom they have delegated the responsibility) will access the
appropriate electronic tenderbox and open, in turn, the Form of Tender document from the
Tenderers contained therein. That Officer will also check the “Spam” email box to ensure that no
Tendered documents have been misidentified.

That Officer will check that the Tenderer's email was received before the deadline for receipt of
tenders and will record the name of the Tenderer and the amount of the tender. The Officer will
then forward, by email, the Tenderer's email to the relevant Officer who is overseeing the tender
process. The Officer will then repeat the process for all of the Tenderers. The Officer will then
close down the electronic tenderbox and will then email the password to the relevant officer who is
overseeing the tender process so that they can conduct their own checks et cetera.

The Officer will also complete the Record of Tenders Received (containing the information set out
in (b) below) and they will also email that document to the relevant Officer who is overseeing the
tender process for their records et cetera.

(a)(2) Hard Copy Submission of Tenders

As soon as possible after the relevant closing date and time the hard copy tenders received will be
opened in the presence of:-

(i) The Head of Democratic Services & Elections or his nominated representative;

(i) The responsible Corporate Director/Head of Department or their nominated representative;
and

(iii) At their sole discretion as to the necessity of their attendance, the Council’'s Head of Internal
Audit, or their nominated representative.

The officer referred to in (i) above will open the tender envelope, locate the form of Tender, record
the name of the tenderer and the amount of the tender and initial against the amount on the Form
of Tender. The Officer referred to in (ii) above will also similarly append their initials. That process
will then be repeated for all of the Tender Envelopes.
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4.3.8

The Officer referred to in (i) above will also complete the Record of Tenders Received (containing
the information set out in (b) below) and they will produce two copies. One will be kept by that
Officer and the second will be handed to the Officer referred to in (ii) above for the records et cetera.

(b)

(c)

The Head of Democratic Services & Elections, or other officer to whom they have delegated
that responsibility, shall prepare and maintain a register of tenders received and shall record
in that register the following particulars:-

(i) The title and closing date and time for receipt of tenders

(i) The date upon which the tender was received (if it was a hard copy tender)

(iii) Where a tender is received after the closing time on the closing date and is
considered or accepted, the reason(s) why it was considered or accepted

(iv) The name of the tenderer and the amount of the tender

(v) The date upon which the tenders received were opened

(vi) All officers present at the opening of hard copy tenders shall immediately sign
against the relevant Record of Tenders Received document as evidence of such
tenders having been opened in their presence.

(vii)  The signature of the officer to whom the tenders were handed after opening

Any tender received after the closing time and date shall, unless Procurement Procedure
Rule 4.3.7 (b)(iii) applies thereto, be returned by the Head of Democratic Services &
Elections, or their delegated Officer promptly to the tenderer. The tender may be opened
to ascertain the name and postal or email address of the tenderer, but no details of the
tender shall be disclosed to any other party whether internal or external.

Acceptance of Tenders

(@)

(b)

Unless the requirements of Procurement Procedure Rules 4.3.5 (v) have been applied, the
most financially advantageous tender to the Council shall be accepted by the Corporate
Director/Head of Department (in consultation with the relevant Portfolio Holder or
Committee Chairman).

Where Procurement Procedure Rule 4.3.5 (v) applies, the tenders must be evaluated in
accordance with the agreed evaluation process/criteria, and evidence retained to
demonstrate this. The tender identified as most advantageous to the Council shall be
accepted by the Corporate Director/Head of Department (in consultation with the relevant
Portfolio Holder or Committee Chairman).

In those instances when only one Tender has been submitted but it is deemed
advantageous to the Council following the evaluation process, that tender shall be accepted
by the Corporate Director/Head of Department, in consultation with the Corporate Finance
& Governance Portfolio Holder and the relevant Portfolio Holder or Committee Chairman.
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The Corporate Director/Head of Department will produce a detailed report explaining why
this course of action has been pursued and the said report will be circulated, alongside the
Officer decision, to all members of the Council.

4.3.9 Tender Evaluation Consultation

The Council will undertake a Tender Evaluation Consultation of all tenders, estimated at over
£50,000 (excluding VAT) being sought. This should include, where appropriate, any proposed
method of evaluation of expressions of interest from prospective contractors. The Consultation will
be led by the relevant Corporate Director or their designated officer and will include officers
determined by them along with a senior officer from the department letting the contract.

The Tender Evaluation Consultation shall also have the right to include technical
assistance/expertise from other departments as considered necessary.

Officer decisions recording the award of contract should include reference to the views/comments
identified by the consultees.

An external representation can be accepted into any Tender Evaluation Consultation. In all cases
where an external representative is included, they must be asked to declare any potential interests.

SECTION 5 - OTHER PROCUREMENT RULES

5.1

5.2

5.3

Contract Clauses

Unless an exemption is obtained from the Assistant Director (Governance), the Council’s Standard
Contract for Services must be used. The draft Contract must be supplied as part of the tender
exercise. When seeking an exemption, the relevant department will identify why an alternative
model contract is required or any additional or replacement terms and conditions are necessary for
the service being sought. In all cases, contracts must follow any guidance issued by the Monitoring
Officer in this regard.

Authorised Officers

(@) Each Corporate Director/Head of Department is responsible for advising the Chief Financial
Officer, in writing, of those officers who are empowered to enter into contracts, or
procurement, on behalf of the Council, and any maximum limits on the values concerned.

(b) Each Corporate Director/Head of Department shall advise the Chief Financial Officer in
writing, immediately of any changes to those officers so empowered, or their limits.

(c) Only officers so empowered will be provided with a level of access to any computerised
procurement system operated by, or on behalf of, the Council, that enables them to
authorise official orders within the limits set.

Nominated Sub-Contractors and Suppliers
(a) Competitive quotations/tenders shall be sought for the execution of works or for the supply

of goods or materials by a nominated subcontractor in accordance with these Procurement
Procedure Rules, unless it is considered impractical to do so.
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(b)

(c)

(d)

Where the estimated value of the subcontract does not exceed £50,000 the responsible
Corporate Director/Head of Department shall determine whether it is practical to obtain
quotations.

Where the estimated value of the subcontract exceeds £50,000 and the responsible
Corporate Director/Head of Department considers the obtaining of tenders to be impractical
the approval of the Leader of the Council, relevant Portfolio Holder or Committee Chairman
for the proposed course of action shall be sought.

The invitation to a subcontractor to quote/tender shall include an undertaking that, if
selected, the subcontractor will enter into a contract with the main contractor on terms which
indemnify the main contractor against their own obligations under the main contract in
respect of goods, works or services included in their subcontract.

SECTION 6 — OFFICIAL ORDER RULES

6.1

General Requirements

ALL goods, works or services must be subject to an official order unless an exemption is provided
in Section 6.2 below.

(@)

(b)

All orders shall be placed using the Council’s approved ordering system, unless exempted
elsewhere in these Procurement Procedure Rules.

The format of the Council’s approved standard official purchase orders (either hard copy or
electronic) and any standard terms and conditions to be applied to each order shall be
determined by the: Assistant Director (Finance & IT) and the Assistant Director
(Governance).

In the event of the need to issue a variation to an order, this will be by issue of a further
order and must clearly identify the order number of the order to be varied.

All orders must:-

(i) Bear the name and logo of Tendring District Council
(i) Clearly identify goods, works, or services to be procured, and all other detail as
is mandatory on the Council’s approved ordering computer system.

(iii) Contain any other detail, terms and conditions that are applicable to that order.
For the engagement of consultancy services or specialist professional advice this
must include a condition relating to professional indemnity insurance.

(iv) Have a value or an accurate estimate of the value of the goods, works, or services
entered into on the Council’s electronic ordering system.

(v) Must be authorised by an officer duly authorised by the responsible Corporate
Director/Head of Department.
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6.2

Exemptions from Official Order Rules

Verbal orders, orders that are not accompanied by an official order or not exempt as set out below
should only be made in special/exceptional circumstances and only after consultation with the
Assistant Director (Finance & IT) or their designated officer. In the case of emergencies where an
officer needs to take appropriate action to protect the Council’s position or its assets then a verbal
order can be made but the Assistant Director (Finance & IT) must be informed as soon as practical
thereafter.

Where verbal orders are made they should be followed up by entering the necessary details on the
Council’s ordering system in accordance with 6.1 above as soon as possible.

A Corporate Director/Head of Department shall be exempt from the need to raise an official order
in the following circumstances:-

For cash purchases using the Council’'s Petty Cash system, where ordering using the
approved computer system is considered not to be practical. A maximum limit of £50
(excluding VAT) is applicable to each procurement made using the Council’s Petty Cash
system.

For the periodic payment of rent and National Non Domestic Rates.

For the periodic payment of former public utility supplies.

Where the nature of the goods, works or service requires an appropriate standard form
written contract.

For contract variations where a written contract requires a form of written contract
variation, that is not in the format of the Council’s standard official order.

For HRA assets where orders for goods, works or services are required to be raised
through the Council’s authorised Housing Management computer system.

For the engagement of Counsel by the: Assistant Director (Governance).

Where the Chief Financial Officer has agreed the use of purchase cards or where one of
the Council’s credit cards is used. However, whenever possible, an Official Order should
be raised as soon as possible for audit and recording purposes after the transaction has
been made using a corporate credit card.

Any other circumstances as agreed, in advance of the procurement, by the-Assistant
Director (Finance & IT).

Where goods or services are procured in-house.

(Cream)
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