STALBRIDGE TOWN COUNCIL PROCUREMENT POLICY

10.

11.

12.

Members and officers are responsible for obtaining value for money at all times. Any
officer procuring goods, services or works should ensure, as far as practicable, that
the best available terms are obtained, usually by obtaining prices from several
suppliers.

The RFO should verify the lawful nature of any proposed purchase before it is made
and in the case of new or infrequent purchases, should ensure that the legal power
being used is reported to the meeting at which the order is authorised and also
recorded in the minutes.

Every contract shall comply with these the council’s Standing Orders, this policy and
Financial Regulations, and no exceptions shall be made, except in an emergency.

For a contract for the supply of goods, services or works where the estimated value
will exceed the thresholds set by Parliament, the full requirements of The Public
Contracts Regulations 2015 or any superseding legislation (“the Legislation”), must
be followed in respect of the tendering, award and notification of that contract.

Where the estimated value is below the Government threshold, the council shall (with
the exception of items listed in paragraph 12) obtain prices as follows:

For contracts estimated to exceed £50,000 including VAT, the Clerk shall {seek
formal tenders from at least three suppliers agreed by the council OR advertise an
open invitation for tenders in compliance with any relevant provisions of the
Legislation. Tenders shall be invited in accordance with Appendix 1.

For contracts estimated to be over £20,000 including VAT, the council must comply
with any requirements of the Legislation regarding the advertising of contract
opportunities and the publication of notices about the award of contracts.

For contracts greater than £3,000 excluding VAT the Clerk / RFO shall seek at least 3
fixed-price quotes;

where the value is between £500 and £3,000 excluding VAT, the Clerk/ RFO shall try
to obtain 3 estimates which might include evidence of online prices, or recent prices
from regular suppliers.

For smaller purchases, the clerk shall seek to achieve value for money.

Contracts must not be split into smaller lots to avoid compliance with these rules.

The requirement to obtain competitive prices in these regulations need not apply to
contracts that relate to items (i) to (iv) below

i. specialist services, such as legal professionals acting in disputes;
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13.

14.

15.

16.

17.

18.

19.

20.

21.

i repairs to, or parts for, existing machinery or equipment;
iii. works, goods or services that constitute an extension of an existing contract;

iv. goods or services that are only available from one supplier or are sold at a
fixed price.

When applications are made to waive this financial regulation to enable a price to be
negotiated without competition, the reason should be set out in a recommendation to
the council. Avoidance of competition is not a valid reason.

The council shall not be obliged to accept the lowest or any tender, quote or
estimate.

Individual purchases within an agreed budget for that type of expenditure may be
authorised by:

« the Clerk, under delegated authority, for any items below £500 excluding VAT.

« the Clerk, in consultation with the Chair of the Council {or Chair of the
appropriate committee}, for any items below £2,000 excluding VAT.

* a duly delegated committee of the council for all items of expenditure within
their delegated budgets for items under £5,000 excluding VAT

Such authorisation must be supported by a minute in the case of council or
committee decisions or other auditable evidence ftrail.

No individual member, or informal group of members may issue an official order
unless instructed to do so in advance by a resolution of the council or make any
contract on behalf of the council.

No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the council except in an emergency.

In cases of serious risk to the delivery of council services or to public safety on
council premises, the clerk may authorise expenditure of up to £2,000 excluding VAT
on repair, replacement or other work that in their judgement is necessary, whether or
not there is any budget for such expenditure. The Clerk shall report such action to the
Chair as soon as possible and to [the council] as soon as practicable thereafter.

No expenditure shall be authorised, no contract entered into or tender accepted in
relation to any major project, unless the council is satisfied that the necessary funds
are available and that where a loan is required, Government borrowing approval has
been obtained first.

An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate. Copies
of orders shall be retained, along with evidence of receipt of goods.

Any ordering system can be misused and access to them shall be controlled by the
RFO.
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Appendix 1 - Tender process

1)

Any invitation to tender shall state the general nature of the intended contract and the
Clerk shall obtain the necessary technical assistance to prepare a specification in
appropriate cases.

The invitation shall in addition state that tenders must be addressed to the Clerk in
the ordinary course of post, unless an electronic tendering process has been agreed
by the council.

Where a postal process is used, each tendering firm shall be supplied with a
specifically marked envelope in which the tender is to be sealed and remain sealed
until the prescribed date for opening tenders for that contract. All sealed tenders
shall be opened at the same time on the prescribed date by the Clerk in the presence
of at least one member of council.

Where an electronic tendering process is used, the council shall use a specific email
address that will be monitored to ensure that nobody accesses any tender before the
expiry of the deadline for submission.

Any invitation to tender issued under this regulation shall be subject to Standing
Order 18 (Financial controls and procurement) and shall refer to the terms of the
Bribery Act 2010.

Where the council, or duly delegated committee, does not accept any tender, quote
or estimate, the work is not allocated and the council requires further pricing, no
person shall be permitted to submit a later tender, estimate or quote who was present
when the original decision-making process was being undertaken.
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