
	Appendix T9
SCHOOL PURCHASING APPRAISAL FORM




	
A Purchasing Appraisal Form must be completed before commencing any purchase where the Total Value is over £75,000.  For purchases between £5k and £75k this should be completed with appropriate effort proportionate to the total purchase Value, Risk and Complexity.

	Type / Description of Purchase



	Contract length
	Estimated Total Value



	Reason for purchase



	Identified priority in School Development Plan (and / or other Local Community Plan as Appropriate)



	Consultation



	Detail risks and any action needed to manage them



	Purchase Option



	 FORMCHECKBOX 
 HBS or existing contract
	 FORMCHECKBOX 
 Quotes
	 FORMCHECKBOX 
 Invitation to Tender
	 FORMCHECKBOX 
 Other
 (please detail)
	 FORMCHECKBOX 
 HCC Contract Regs. & good practice has been followed

	Any Approved Exemption (single tender): 
YES FORMCHECKBOX 


No FORMCHECKBOX 

(see Section 2.2, School’s Commissioning Toolkit or Contract Regulations, C8)


If “Yes” Complete and Attach The Single Tender Approval Form T9b.

	Name of Senior Procurement Officer is:
	…………………………………………………

	Name of Commissioning Officer is:
	…………………………………………………

	Name of Contract Manager is:
	…………………………………………………

	Signed 
……………………………Date ………


Senior Procurement Officer  
	Signed…………………………… Date ………

Commissioning Officer











�PAGE \# "'Page: '#'�'"  ��This form should be used to appraise the need for the expenditure and its priority (the appraisal must be in writing if the total value of the purchase exceeds £5,000)


�PAGE \# "'Page: '#'�'"  �� The whole of the value or estimated value (in money or equivalent value) for a single purchase, whether or not it comprises several lots or stages and/or to be paid or received by the school.





The Total Value shall be calculated as follows:





(a)	where the contract is for a fixed period, by taking the total price to be paid or which might be paid during the whole of the period of the contract including any likely extensions.





(b)	where the contract is for an uncertain duration by multiplying the monthly payment by 48;





(c)	for feasibility studies: the value of the scheme or contracts which may be awarded as a result;





(d)	for Nominated Suppliers and Sub-contractors: the Total Value shall be the value of that part of the main contract to be fulfilled by the Nominated Supplier or Sub-contractor.





�PAGE \# "'Page: '#'�'"  ��Consultation may include: consulting existing users of these products or services, including other schools; talking to trade associations and local chambers of commerce; attending trade fairs; consulting online databases; internet searches, eg supplier web pages; consultant advice; consulting trade journals and directories.  Consult users as appropriate about the proposed procurement method, contract standards, and also performance and user satisfaction monitoring.


Access to accurate and relevant commercial intelligence and knowledge of the marketplace is necessary in deciding which option is best for your purchase. You may need to research and understand the relevant market.  However, care must be taken to ensure this does not distort competition or prejudice any bidder or potential bidder.


Possible market research tools might include:


consulting existing users of these products or services, including other schools


talking to trade associations and local chambers of commerce


attending trade fairs


consulting on-line databases


internet searches, eg supplier web pages


consultant advice


consulting trade journals and directories.


Any direct contact with suppliers must be handled carefully.  Suppliers must understand that all contracts are subjected to competition.  To demonstrate that all suppliers are treated equally, any questions received and information provided should be carefully recorded.  If holding any meetings or seminars for consultation, ensure that they are minuted and circulated to all interested parties. 


Any significant investigation should be done within the formal competition process (eg Invitation to Tender).  Market research activity must not pre-empt that process.





�PAGE \# "'Page: '#'�'"  ��Assess the risks inherent in the purchase and determine the appropriate risk management strategy.  What risks are associated with the purchase and any implementation?  


�PAGE \# "'Page: '#'�'"  ��Which procedure in � HYPERLINK "\\\\PMS_1\\VOL1\\USERS\\AJ043\\handbook\\School Handbook\\manual\\Examples\\Legalnot\\SCHOOLSO.DOC" \l "so_8_1" ��Contract Regulations� applies.  If an Invitation to Tender is applicable, check the Schools Purchasing Toolkit to select the most appropriate tender documents.


�PAGE \# "'Page: '#'�'"  ��This may include joint purchasing with one or more schools, purchasing from a consortium (please check that you are able to do so first)  or  purchasing from a corporate contract.


�PAGE \# "'Page: '#'�'"  ��You must have authority to let contracts (including to satisfy Financial Regulations).
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