…………………… School
Memo

To:
………………….., (name & position of the person Authorised as Senior Procurement Officer)
From: 
………………….., (name & position of the person Authorised as Contracting  Officer)
CC:


Date:
……………………..
Re:
….(Name of Contract)…. – APPROVAL FOR SINGLE TENDER PROCESS.
[The information below is gained from ………………………………….]
………………(insert background information, including description of service/ goods required, stating why a single tender approach is in line with contract regulations in this specific case)………………
It is the school’s intention to put in place a ….. year(s) contract with ………..(name of proposed provider)…….. to deliver the service / goods / works under contract regulation indicated below. 
	Contract Regulation
	Tick One

	C.8.1
	By reason of regulation or legislation only one supplier of the product, work or service exists.
	

	C.8.2
	The value of the Contract is below £10,000, as defined in the rules for low value Contracts, and the cost of complying with a Tender procedure outweighs the likely benefits.
	

	C.8.3
	Only a Proprietary Product is suitable, or acceptable to customers or the Product consists of repairs or works to an existing Proprietary Product.
	

	C.8.4
	In the case of the Third Sector, there is a need for market or service development.
	

	C.8.5
	Services are provided by Third Sector organisations where some of their income, is or will be, derived from other public sector organisations and if the Council does not contract with the Third Sector organisation it would significantly affect the services provided or other greater gains or benefits would be lost.
	

	C.8.6
	In the case of Third Sector organisations it is proposed to renew or extend a contract and if the contract were not renewed or extended it would significantly affect the services provided or other greater gains or benefits would be lost.
	

	C.8.7
	In exceptional cases of such extreme urgency that a Tender process cannot be undertaken, in these cases the reasons for the urgency shall not be within the control of the Chief Officer or the Contracting Officer.
	

	C.8.8
	In all such cases above, the Chief Officer and the Contracting Officer must record and certify the reason(s) why a competitive process has not been used. The signed and dated certification must be kept in the contract file.
	


In line with Contract Regulation C.8 am seeking your authority to take this course of action.  If you require any further information please let me know.

Signed
…………………………………….

Print Name:
………………………..
Contracting Officer

I Authorise a single tender process as describe above in line with HCC Contract Regulations:
Signed
…………………………………….

Print Name:
………………………..

Senior Procurement Officer

Date…………………………………….
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