Use this Form to Notify Children & Young People Commissioning Team of the school’s intension to purchase / commission a service or goods with an estimated contract value > £100,000
Use this Form to Notify Children & Young People Commissioning Team of the school’s intension to purchase / commission a service or goods with an estimated contract value > £100,000

School Details:

	School Name:
	………………………
	HCC School No:
	__ __ __

	Post Code:
	………………………
	School’s Full Address not needed

	Acting on behalf of Consortium / Partnership
	(where relevant)

	Name of Contact with in the school 
	…………………
	Tel No: (if different to school general number)
	…………………


Contract Details:

	Description of Service / Goods to be purchased:
	

	Is this purchase going out to tender?
	Yes / No
	If No,
	C8.__

	
	
	under which (Contract Regulations) Exception,  C8.--, has this been approved by your Chief Officer.

 [See School’s Commissioning Toolkit, section 2.2]

	What is the target start date?
	___ / ___ / ___
	The (Estimated / Actual) Value of Contract is:
	£……………

	
	
	(over full life of contract or 4 years if the contract has no end date)

	Actual Contract Start Date:
	__ / ___ / ____
	Contract Finish Date
	__ / ___ / ____

	Contract ID no:

Ie HCC / yr / Sch No / ----

Eg HCC/08/400/0001
	HCC / __ /___ /____
	Tender ID no:
If relevant / known
	…………………


Providers Details (when known):
	Name of Service Provider:
	
	Name of Provider’s Representative 
	

	Provider’s Address 
	
	Provider’s Status:
	

	
	
	Ie: Consultant / Private Organisation / Non HCC Public Organisation / School / Social Enterprise/Voluntary Organisation

	Provider’s Tel:
	
	Provider’s e-mail:
	


Names of Roles (under Contract Regulations):

	Senior Procurement Officer
	…………………….*
	Role in School:
	……………….
	I.e. Chair of Governors / Governor / Headteacher / Deputy Head / Bursar / Business Manager / …etc

	Contracting Officer
	…………………….*
	Role in School:
	……………….
	

	(*Can not be the same person)
	
	
	

	Contract Manager
	……………….
	Role in School:
	……………….
	


Authorisation:
	I am requesting assistance for the commissioning / procurement process from Children & Young People Commissioning Team for this.
	Tick box

	I can confirm that HCC contract Regulations have been followed.
	Tick box

	Signed:
	………………………
	Designation:
	………………………

	Print Name:
	………………………
	Date:
	___ / ___ /_____


When completed and Authorised:
Please send this form to:
	Children & Young People Commissioning Team,

	CH0131,  County Hall,

	Peggs Lane,

	Hertford,

	Herts.

	SG13 8DF


For C&YP Commissioning Use only:

	Date Received by C&YPCT:
	___ / ___ / ____
	Allocated to:
	…………………..

	> EU Threshold

YES / No
	SPG Informed:

___ / ___ / ____
	Allocated SPG Officer:

…………………..
	

	>£500,000

YES / No
	Key Decision:

YES / No
	On Forward Plan:

YES / No
	

	
	Date Chief Legal Officer Informed:

__ /__ / ___
	Signed by Chief Legal Officer

__ /__ / ___
	

	Action:
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