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Purpose: To provide a proposal for changes to procurement and purchasing
processes and thresholds.

Linked to Strategic Goal 5: Build Sustainability.

Members will be aware of the desire to review all our accounting processes, to
streamline and reduce bureaucracy, within a framework of appropriate delegation
of responsibility and accountability.

The attached document replaces existing Purchasing Thresholds document.
Significant changes:

Procurement

¢ Changing the threshold for 3 quotes to over £5,000 (currently £3,000 for
goods and services and £5,000 for works).

e The procurement process flow diagram is new and hopefully helps people
to understand how to navigate through a procurement process. For all
procurement activities over £5,000, advice should be sought from the
finance team as to best practice.

Purchasing
e Assuming that compliant procurement processes have been followed, we
are able to raise the thresholds for authorising purchase orders / invoices
and remove the need for senior finance managers to sign all orders.
e The purchasing process flow diagram sets out approval levels as follows:
0 Budget authorisers £200 (new level)
0 Wider leadership team £5,000 (new level)
0 Senior leadership team £25,000 (raised from current £3,000 for
goods and services and £5,000 for works)
0 Executive team over £25,000 (currently authority sits solely with the
Vice Principal Finance and Corporate Services)

The SLT considered these proposals and endorsed them.

Recommendation: Report is for approval.

Previous Committee Approvals: n/a
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Appendix 1 Procurement Thresholds and Process

Over EU thresholds: supplies and services £181, 302 Owver £50, 000 over 4 years Over £25,000
warks £4, 551, 413
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e 'From_ e Contact Procurement Officer / Finance Business Partner for advice.
Manager. Establish a panel to manage contr act award

and implementation. For over £100k notify F&GP If a ramewar k & applicable this would be pr eferred methodology.
committee of commencement of procurement activity.

|
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Establish an evaluation methodology by which you will evaluate quotes — balance of financial and quality oriter ia.

¥ ¥
Additionally, invite tender s via the QIEU Invite tender s on Public Contr acts Scotland Invite a minimum of 3 quotes on Quick Quotes aor by email
as an open tender with a closing date and (if less than £25 000) giving at keast 1 week for dosing
time for sealed bids to be received. date & time for the supplier to submit a quote
l ! ] !
Tender s are held centrally in the College unopened until the closing date and time. They ae opened _ ] .
Evaluat e
by the person initiating the tender, a member of the Executive team and the Finance team. ol e s — pr:?ferred
set out supplier
Evaluation will be completed to enswr e that the confract meets the required o iteria. l
- - ? '
Approval of award Up to £100k by Principal Approval of award by VP(F&CS)
Up to £250k by Finance and Gener al Pur poses Committee
Cver £250k by Regional Board l
Issue awar d notice on quick guotes or via email (if less
¥

than £25 000) to notify the successful supplier.
Public awar d notice on Scottish Gover nment Procur ement Hub and in the QJEU if over EU thr eshold.
Motify the other supplier s that they have not been
Motify the unsuccessful supplier s including feedback as o why they wer e unsuccessful. srETEE Tl




Appendix 2  Purchase Order Thresholds and Process

One off goods or services > £5,000 Regular supplier One off purchase
Regular purchases > £50,000 over a 4 year period i J,
v
Supplier on PECOS Supplier not on PECOS
Y
Undertake a compliant procurement process l
h 4 Y
rocurement threshaol nd pr Rai rder on P ,
(see procurement thresholds and processes) aise order on PECOS Contact procurement to set up Use appropriate manual
I account. Supply following info - process
¥ Full name of supplier, address, e Petty cash
Attach information email address for orders, email i e Credit card
showing outcome of address for remittances, bank e Manual order
procurement process name, account number and sort requisition
code, contact telephone number,

| :
Unable to source sufficient detail
to add to PECOS I
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Executive Team Senior Leadership Team Wider Leadership Team Budget authorisers

Over £25,000 Up to £25,000 Up to £5,000 Up to £200

Non-competitive action above £25,000 must be approved in
advance by SFC




