
 

1.5 Purchases with a total value of less than £50,000 
 
For purchases less than £50,000, the Purchaser is advised to complete the Pre 
Purchase Check List (Section 3.1) with appropriate effort proportionate to the 
total purchase value, risk and complexity. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

No 

YES 

YES 

No Go To Tender, (See section 4.11) 
Will need Full Contract, Appendix T2 

Is the total 
Value Less 
than £10k 

Is the total 
Value Less 
than £5k 

Is the total 
Value Less 
than £50k 

No YES 

Get at least  
THREE written quotes 

• Produce written specification (Sect 5.10) & evaluation criteria. 
• Identify deadline for return of quotes. 

Evaluate Quotes / Write to all bidders 

Always consider level of “Risk” in addition to contract value! (Section 5.4) 
 A low value contract may have high Risk and therefore warrant the use of a higher 
level agreement,  i.e. a £4k purchase but with a potentially high risk to the pupils or 
school, would warrant the use of a Mid contract not just the letter of agreement. 

Use the Mid  Contract 
Template, T3, and modify it to 
reflect the following: 

 Contract Value 
 Degree of Complexity 
 Risks 
 Nature of Service / 
Goods / Works 

Use template QuoteRequest, 
Appendix T8B 

One v  
po

Use Letter of Agreement 
Template, T4, and modify it 
to reflect the following: 

 Contract Value 
 Degree of Complexity 
 Risks 
 Nature of Service / 
Goods / Works 

Use template QuoteRequest 
Appendix T8A 

Get at least  
TWO written quotes 

 
 

 

Good practice (in line with FMSiS requirements) to record all 
contracts / agreements on the school’s Contract Register 

 

D15  
“Services” - Mid Contract, Appdx. T3a. 
“Goods” - Purchase Order plus Terms 
& Conditions, Appendix T3b 
Get at least 
erbal quote, where

ssible confirm in 
writing 
 
 
 
 

For “Services” use Letter of Agreement, Appendix T4. 
For “Goods” use a Purchase Order plus standard
Terms & Conditions, Appendix T3b  
 
 

Must be recorded on your Contract 
Register 

Sept’08 


