
SECTION 5 - PURCHASING ARRANGEMENTS
Introduction

5.1 The main elements of a purchasing system are:

· Purchasing Policy

· Quotations and Tenders

· Ordering

· Receipt of Goods or Services

Purchasing Policy

5.2 Schools have the right to choose whichever supplier or provider they wish.  However, prior to placing an order the school must follow the requirements of the Wakefield Scheme section 2.10. To ensure compliance with this requirement and to facilitate best value the school should have a formal Purchasing Policy. Governors should decide this policy based on the school’s annual purchasing requirements. The DfES Purchasing Guide referred to later describes this as the annual  “shopping list” and includes the day to day purchase of consumables, classroom resources as well as larger equipment and service contracts. 

5.3
In all cases the school will want to ensure best value. The YPO catalogue represents the best prices obtained from several suppliers and should always be considered even if only as a guide. Also using YPO exempts a school from carrying out its own competitive exercise under the Wakefield Scheme.

5.4
To further promote competition, Governors may wish to have their own list of suppliers and contractors. Initially, it can be compiled from quotations or tenders invited on the basis of the annual shopping list. In compiling the list it is prudent to obtain references from previous customers and ensure building contractors have an Inland Revenue CIS tax card (see Section 6.25).  A Governor’s list improves control by ensuring that orders are placed with contractors or suppliers who have proven capacity to provide a quality service at a competitive price. Regular review of the list and existing contracts by Governors is an important element of ensuring value for money.

5.5
In order to ensure value for money is obtained in the long term, the school should review all contracts at regular intervals. Schools are also encouraged to refer to the recent DfES publication “Purchasing Guide for Schools” available on their web site for further advice on obtaining Best Value.
Tenders and Quotations

5.6
Where it is necessary to obtain quotations or tenders (see the Wakefield Scheme para 2.10) the arrangements must be seen to be transparent.  This will mean ensuring that those asked to respond are quoting or tendering on exactly the same basis, particularly quality.  The more expensive the contract the more detailed the specification must be to ensure like for like comparisons when tenders are evaluated. The evaluation criteria should also be determined in advance of the contracts being opened. Care must be also be taken to ensure that any conditions imposed by a supplier or contractor do not affect the fairness of the evaluation or reduce the rights of the school in any way.  
5.7 Current contract values are:

· Verbal Quotations up to £2500.


At least three supplier’s prices should be obtained preferably from the approved list mentioned above. There should also be an agreed process within the Purchasing Policy as to who should evaluate the prices and agree which supplier will be chosen. The suppliers and prices obtained are best recorded on the copy of the order. Regular orders for the same items should be considered for an annual contract.

· Quotation (£2500 to £15000)


Again at least three approved suppliers should be asked to provide a written quotation of how much they would charge for goods or services required. All quotations must be in writing and sent in a plain envelope clearly marked “quotation for and the appropriate reference”. Envelopes should be kept securely and then opened at the same time in the presence of at least two members of staff. This procedures aims to ensure that no contractor can be given information about another contractors price. The Purchasing Policy will determine who is authorised to let the contract and this should be formally reported to Governing Body. All documentation must be retained for possible audit inspection.

· Tender (£15,000 and above)


As for quotations but a more formal process preferably based on a detailed written specification sent to the supplier or contractor. Again tenders must be opened at the same time in front of witnesses determined by the Governors. These witnesses must also sign a document agreeing the tender price each contractor or supplier has submitted.

5.8 Where other than the lowest tender is preferred, the evaluation panel should always seek prior approval from the Governing Body before awarding the contract.

5.9
It is important that any Governor or member of staff at the school declare any interest or connection with any of the contractors or suppliers involved. Where an approved list is in place this will have already been established and the interest recorded in the Register of Business Interests.

Ordering

5.10
The Governing Body must include in their Purchasing Policy who at the school can authorise orders (i.e. commit the school to expenditure) on behalf of the school and any financial limits on that approval.
5.11
Official pre-numbered orders should always be used. The order must include the basis agreed with the supplier or quote the contract reference, the quality and quantities ordered, delivery date if necessary and the price agreed.  It should be exceptional for orders to be placed verbally and in any event these must be subsequently confirmed by an official pre-numbered order. If required, WMDC order pads are available from the Finance Group (telephone 305531).  A sample order form is at the end of this section.

5.12
Order forms are pre-numbered and access to them should be controlled to ensure that blank forms are restricted to authorised staff only.  Orders must be signed by the person requesting the order (either directly or through a supporting requisition form) and then signed by an authorised person within the limits of their delegated authority. The person authorising the order must be aware that there is adequate provision in the school budget.

Receipt of Goods or Services

5.13
All goods and services should be checked on receipt, against the copy order and goods received note, for quality and quantity.  This check should be recorded (signed for) on the copy order; the goods received note should also be attached.  The carrier/supplier should be notified promptly of any shortages or rejected items. 

5.14
For larger contracts e.g. cleaning or building works where several payments are made over a period of time, a system of monitoring contract performance must be put into place. It will also be necessary to record payments made to ensure that they stay within the original order value or contract sum. For building work contracts it may be necessary to rely on the services of a qualified architect or quantity surveyor (Premises Support Team) for agreeing interim and final accounts.

Sample Order Form

[image: image1.jpg]WCity of Wakefield Metropolitan District Council
W Education, Libraries & Museums Department ORDER No. ED 114301

From:

Tl |

To:

Please supply the following goods or service to the above address in accordance
with the conditions stated. A Delivery Note must accompany each consignment of
goods and all invoices should be forwarded to the above address. Please quote
Order No. on Delivery Note(s) and Invoice(s).

Qty

Description of goods required or work to be done| Rate Cost £

Conditions of Order
The Council will not be responsible for any work done or goods supplied other
than stated on this official Order, duly signed.
The Council retains the right to reject works or goods which are faulty or which
are not in accordance with any sample or specification.
The goods or services must be invoiced to the above address immediately after
delivery or completion.
This order is placed on an immediate delivery basis at the prices quoted. No
alteration whatsoever in quantity, quality or specification will be allowed without
prior approval.
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