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PURCHASING POLICY

It is recognised that in all purchasing decisions, it is important to compare prices and
choose the most appropriate supplier.

If a particular supplier is not offering the cheapest option, there should be an explanation
as to why they have been chosen. It may be that from a Best Value point of view, they
offer something within the supply that is valuable but not necessarily of a monetary
nature.

As a general rule, it is recognised that ESPO offer quality goods at a competitive price
so they would be an appropriate supplier against which to measure other providers.

Requests for purchases can be generated through approvalmax or for a card purchase
on a purchase order form. These should be approved by the budget holder. Verbal
orders should not be placed except with prior consent obtained via the Business Manager
or the Headteacher. Single orders over the value of £10,000 should be countersigned
by the Headteacher.

Unless the amount requires formal approval by the Tender Committee and the Governing
Body as described below, authority is delegated to the Headteacher or whoever is
designated a budget holder by them.

The procedures to be followed governed by the value of orders are as follows:

1. Single orders up to the value of £1000 — should be authorised by the Budget Holder.

2. Single orders over £1000 and up to the value of £10000 —should be authorised by
the budget holder and Business Manager

3. Single orders over £10000 and up to the value of £25000 — should be authorised by
the Business Manager and Headteacher. three independent prices, wherever
practicable, have been obtained and retained.

4. Single orders over the value of £25000 and up to the value £75000 - the Audit and
Compliance Committee has the option of obtaining quotations or tenders. For
contracts at the higher level of the band, tendering may be more appropriate. These
will be considered and the supplier approved/appointed by the Board of Trustees.

5. Orders over the value of £75000 the formal tender process should be followed. The
procedure described in the following Tender Policy applies where the value of a
contract is likely to exceed £75000. Exceptions to this are permitted for contract
renewal or cases where there are insufficient agencies offering the product in
question. Frameworks can be used as an alternative or a consultant to complete the
tendering process on behalf of the Academy.
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