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PROCUREMENT QUICK REFERENCE GUIDE 
Buyers guide
Introduction
This buyers guide has been produced as a summary document to the University Procurement Manual and does not contain the full principles, practices, and conduct that all staff must adhere to when undertaking any procurement activity.  Users should always refer to the full manual when further information is required.
General Statement of Principles
The UoS is committed to obtaining best VFM and maintaining the highest standards of efficiency and integrity in the purchase of goods and services.  It is essential that all staff who commit expenditure are aware of the obligations placed upon them and comply with the University's Procurement Policy, Procedures and Guidelines as well as EU legislation. 

Policy Delivery and Operation
The University operates a system of devolved Procurement authority under which nominated budget holders are responsible for the management of their external resources. This system is supported by University Procurement Services (UPS), a central service, under the control of the Head of Procurement.  Personnel must comply with the principles and practices set out in the procurement manual, their contracts of employment as well as the University’s Financial Regulations. 

Procurement Strategy
The overriding aim of the University's Procurement Strategy is to influence the procurement process in all non-salary expenditure in support of the University's overall strategic objectives, a copy of which can be found on the Procurement website
Key Principles in Conducting Procurements 
Procurement Policy states that all procurement activities must be carried out in accordance with the University’s policies, procedures, regulations and guidelines which have been established to satisfy the following:

· Best value for money taking account of all factors – not just price alone.

· Genuine and fair competition
· Withstand scrutiny by internal and external auditors and examiners
· Encourage an innovative market response
· Protect the University's interests through adoption of standard Terms and Conditions of Purchase or Contract.

· An Ethical Code of Conduct 
· Compliance with all Legislation 
Terms & Conditions
The University's Terms and Conditions should always be used in contracts for the supply of goods or services. This is achieved through the processes of inviting Tenders or obtaining Quotations.  The latest T&C’s can be found on the Procurement Website.
Procurement Ethics – Code of Conduct
The University is committed to observing the highest standards of probity, integrity and fairness in the conduct of business and to comply with all applicable laws and regulations. The principles of ethical behaviour in Procurement activity are to be observed by staff at all times.   The University has various policies relating to ethics in procurement on the bribery Act, conflicts of interest, gifts & hospitality & fraud prevention and these should always considered during any Procurement exercise.
Procurement Routes & Tender Thresholds (see Appendix A)
1. Utilise existing Frameworks/Contracts
Details of frameworks for the UoS can be found on the Contracts Register which is held on the Procurement website.  If no available agreement in place then departments should follow the quotation/tendering procedure below as applicable.
2. If no contract in place then carry out a tender/quotation in line with the thresholds below
	Goods & Services Procurement Value (Ex VAT)
	Process

	Less than £3,000
	No quotes required.

	£3,001 to £24,999
	Minimum of 3 recorded quotations 

	£25,000 to £50,000
	Quotation in consultation with UPS via Public Contracts Scotland

	Over £50,000
	Contact UPS who will carry out tender (note any tenders above £172,514 will be subject to the EU regulations)

	Works - (Estates) Procurement Value (Ex VAT)
	Process

	Not exceeding £99,999
	Minimum of 3 written quotations

	Above £100,000
	Tender in consultation with UPS (Above £4.3m EU regulations apply)


The total value must be taken into account (total cost over duration of contract including any additional costs for maintenance, rental etc.) when deciding which process is to be applied.
If you are unsure of what contract to adopt or process to follow then you should contact a member of the Procurement Team or your departmental Procurement Co-ordinator.  Alternatively, email procurement.enquiries@strath.ac.uk. 
Purchase Ordering Procedures
When issuing a Purchase Order to a supplier, the information which should be included as a minimum is:
· Description of the goods/service requirements;

· Deliverables and timescales;

· Details of the premises the goods/services and deliverables are to be supplied;

· The Charges including any discounts; 

· Reference to adherence to the UoS Terms and Conditions (automatically added to electronic PO’s).

Electronic Purchase Orders 
All Purchase Orders must be raised on the eProcurement system, or via a University Purchase Card.  Paper PO Forms should only be used in exceptional circumstances.
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