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Procurement Policy 
1. The objectives of the TVB LEP Procurement Policy are: 

a. to be clear about what we want to purchase; 

b. to buy at a fair and competitive price; 

c. to buy transparently; 

d. where there is a choice, with all else being equal, to buy from local suppliers; 

e. to use quick, effective and efficient procurement processes. 

2. The LEP’s Assurance Framework states that the decisions and activities of the LEP [should] 
give due regard to equalities, social value, environment, State Aid and public procurement 
rules, i.e. they are subject to the usual local authority checks and balances in order that the 
LEP acts prudently in spending public funds. 

3. In order to match appropriate levels of safeguard to the budgets and risks involved in each 
procurement decision, we will operate different processes at different levels of budget. These 
thresholds will be judged on the lifetime valuation of a contract and will be set at: 

a. Low: Up to {£5k} – The process followed will be at the Chief Executive Officer’s (CEO) 
discretion, bearing in mind the need to achieve the five objectives set out above; 

b. Medium: Up to {£50k} – The process will involve: 

i. notice of the invitation to quote, placed on the LEP website for normally no less than ten 
working days. 

ii. a written statement of the goods/services required and the proposed commercial terms; 

iii. a written statement of the evaluation criteria; 

iv. the final decision will be signed off by the CEO. 

c. High: Above {£50k} – The process will involve all the features set out at b. above, and 
may include these additional features: 

i. a preliminary screening of interested suppliers according to advertised criteria to 
produce a shortlist of potential suppliers; 

ii. a formal Invitation to Tender; 

iii. provision for clarification questions and answers during the Tender preparation period; 

iv. an evaluation scheme which includes interviews with potential suppliers; 
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v. sealed Tenders; 

vi. compliance with EU procurement rules where appropriate – the current threshold for 
non- central government contracting authorities (as at January 2018) for goods or 
services is 

£181,302. 

vii. A final decision signed off by the Executive Board on the recommendation of the CEO. 

4. When a member of staff identifies the need to procure good or services, the form at Annex A 
should be completed and the CEO notified. The Programmes Manager will record the 
procurement on the LEP’s Contracts Register. 

5. If the LEP wishes to enter into supply arrangements for goods or services but it is not possible 
to identify two or more potential suppliers, the following tender waiver action provisions can be 
used: 

a. the CEO (or another person acting on the instructions of the CEO) will brief the Chairman 
(or failing that the Deputy Chairman, or failing that any other member of the Executive 
Board) in writing about the circumstances and seek authority to negotiate with a single 
supplier; 

b. the written briefing will describe the circumstances of the procurement and explain the 
reasons why it is not possible to identify two or more potential suppliers and recommend a 
preferred supplier; 

c. depending on the value of the proposed contract it will also identify an appropriate level of 
sign-off for the proposed contract (e.g. CEO, Executive Board, Forum); 

d. once permission is obtained, the single supplier negotiation will proceed on the basis of a 
written brief setting out the LEP requirements, and a written quotation from the chosen 
supplier. The level of detail required will increase with the value of the proposed contract; 

e. no binding commitment will be made until the written brief and quotation have been 
approved at the level set out in the original brief; 

f. The Executive Board should be notified routinely of any tender waiver action, and why. 

6. In the event that there is a genuine emergency that does not allow sufficient time for the full 
procurement procedure to be implemented, the following urgency provisions can be used: 

a. the Chairman (or failing that the Deputy Chairman, or failing that any other member of the 
Executive Board) will be briefed about the circumstances and asked to declare that there is 
a genuine emergency and that the urgency provisions apply. 

b. the urgency provisions give wide discretion to the CEO (or another person acting on the 
instructions of the CEO) to place an order with a supplier who is able to meet the urgent 
needs of the LEP subject to: 

i. obtaining more than one quotation where this is possible and feasible; 
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ii. confirming the emergency arrangements in writing to the chosen supplier at the 
earliest feasible opportunity; 

iii. making a full written report to the next available meeting of the Executive Board after 
the emergency order is placed. 
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ANNEX A: PROCUREMENT FORM 

PART A: OBTAINING QUOTES 

Staff Member Name:  Date:  

Programme/Business Area:  

Brief description of goods/services 
required: 

 

Is tender waiver action or use of 
the urgency provision being 
proposed and if so, why? 

 

Please list any suppliers who you 
know can provide this work: 

 

Estimated amount of this work, 
including VAT: 

 

Estimated contract value threshold 
(Low/Medium/High): 

 

 

PART B: EVALUATING QUOTES 

Details of Quotes 

Please attach copies of all quotes and tenders. Continue on a separate sheet if necessary. Please 
attach tender evaluation sheets, if appropriate, for contracts over £5,000. 

Name of supplier Value of quotes Comments 
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Signed as appropriate for tender value 

Signed (Staff Member):  Date:  

Signed (CEO):  Date:  

 

Which supplier was chosen and why? 
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