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Purchasing  
 
The Trust wants to achieve the best value for money from all our purchases. This means it 
wants to get what it needs in the correct quality, quantity and time at the best price 
possible ensuring:  
 

● probity, it must be demonstrable that there is no corruption or private gain involved 
in the contractual relationships of the Trust; to this end, goods or services (other 
than those provided under contract of employment) must not be procured from 
individuals or organisations connected to a member, director or senior leader of the 
Trust or its academies (the definition of “connected” can be found in the Academies 
Financial Handbook, Section 3.2.2) 

● accountability, the Trust is publicly accountable for its expenditure and the conduct 
of its affairs;  

● fairness, that all those dealt with by the Trust are dealt with on a fair and equitable 
basis.  
 

Delegated Limits 
 

Budget Holder Budget Held Authorisation Level 

 
Budget Holders: 
Assigned Budget Holders 
Senior Management Team: 
Office Manager 
Bursar/Business Manager 
Headteacher/Principal 
Trustee Board: 
COO/CFO 
CEO 
Trust Resources Committee 
Trust Board of Trustees 

 
 
Departmental 

Budget 
 
All 
All 
All 
 
All 
All 
All 
All 

 
 
£1000.00 
 
£1,000.00 
£1,500.00 
£2,000.00 
 
£50,000.00 
£50,000.00 
£250,000.00 
No Limit 

 
A business case is required for any purchase that has not been included in our start budget 
(see Appendix 2 for template) 
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Leases and Rentals  
 
Any lease agreement should be subject to consultation with the COO/CFO and external 
auditors.  
 
There are two types of leases; operating and financing.  
 
Finance leases: These are not permitted by the DfE as schools are not allowed to borrow. 
Schools are only permitted to enter into operating leases.   
 
Operational Leases: At the end of an operating lease period, the goods are not owned by 
the school.  The danger with operating leases is such that the terms and conditions can be 
quite onerous.  It is therefore a requirement that schools advise the COO/CFO who will then 
arrange for the terms and conditions to be reviewed by the external auditors. 
As with any leasing arrangement, schools should note the following general points: -  
 

(i) there must be funds available to meet the payments throughout the term of the 
agreement;  

(ii) the agreement may well require the school to carry additional insurance to cover 
the full replacement cost of the asset;  

(iii) the agreement may require the asset to be serviced by the supplier or a third 
party to a level higher (and thus higher cost) than that the school would choose 
for itself;  

(iv) the full cost of the payments over the term of the agreement may be 
considerable, even allowing for initial savings in cash-flow.  

 
Lloyds Corporate Credit Card 
 
Lloyds Corporate Credit Card facilitates the purchase of goods or services with payments 
being made immediately.  When using a credit card there is no need for an official purchase 
order to arrange payment. Payment will be taken automatically by direct debit from the  
Trust’s bank account. It is the responsibility of each Academy to input the transactions into 
the Accounting System.  The above delegated limits apply. 
 
Ordering 
 
Official orders are to be raised for all work, goods and services other than: -  
 

(i) utility services (i.e. rent and rates, water, sewerage charges, electricity, 
telephone calls etc);  

(ii) TV licences, vehicle licences, other licences and subscriptions to professional 
associations etc. It is suggested, however, that an official order be issued for 
subscriptions to periodicals, including newspapers, on an annual or termly basis.  
This approach enables the spending commitment to be recorded and the copy 
order provides a means of checking the monthly, weekly or termly receipt of the 
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publication and assists in checking the invoice (by recording the invoice details 
on the copy order) so as to avoid over or duplicate payments.  Similar 
considerations apply to regularly recurring food orders and services e.g. milk and 
window cleaning.  It is suggested that a termly order is issued for these items; 
and  

(iii) purchases made by means of the Lloyds Corporate Credit Card 
 
The COO/CFO may, from time to time, specify other items for which no order is required. 
Academies are asked to contact the COO/CFO if they wish to request an extension of this 
discretion.  

 
No order should be raised which will take expenditure over the budget currently approved 
by the Trust board of Trustees, allowing for both sums already paid and commitments 
entered into but not yet paid.  

 
All orders must be prepared in the Trust’s Accounting System. There are detailed guidance 
notes on how to enter a Purchase Order. 

 
All orders issued from an Academy should be authorised as per the delegated authority 
below: 

 
It is suggested that the authority to sign orders should be restricted to a very limited 
number of senior staff.  A list of those members of staff authorised to sign orders should be 
retained by the COO/CFO for audit purposes.  

 
All orders should be despatched via the school office who must: - (i) ensure that each order 
is completed correctly (i.e. all mandatory items are completed); (ii) retain a copy of each 
order for subsequent checking purposes (iii) enter the commitment in the school’s financial 
system. 
 
Order Limits 
 
Purchase Orders may only be used for goods and services provided for the Trust. Private 

individuals and other organisations may not use official orders to obtain work, goods, 

materials and services net of VAT.  

● orders under £1,000 - can be ordered by budget holders, who will be responsible for 
ensuring that reasonable steps have been taken to achieve Best Value.  

● orders over £1,000 and under £1,500 – can be authorised by the Office Manager or 
Business Manager (as noted in the Delegated Limits above) 
 

● orders over £1,500 but less than £2,000 - can be authorised by the Headteacher.   

 

● orders over £2,000 but less than £50,000 - all goods/services must be subject to 
three written quotations and must be approved by the CEO/ COO/CFO if the 
following criteria apply:  
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o single order with a value over £2,000 
o a series of contracts which in total exceed £15,000 
o contracts which extend for more than 1 year which in total exceed £15,000,  

 

Written details of quotations obtained should be prepared and retained with the 
purchase order for audit purposes. Telephone quotes are acceptable if these are 
evidenced and emailed confirmation of quotes has been received before a purchase 
decision is made. If the budget holder decides to opt for a quote other than the 
lowest, the reasons for such a decision should be clearly documented and reported 
to the Finance Risk and Audit Committee. 

 

There may be occasions where 3 quotes are not available due to the nature of the 
goods/service or may not be cost effective or efficient to procure from another 
supplier.  In these instances, the delegated authorisation limits will apply: 

 

o Orders between £2,000 and £15,000 CEO and COO/CFO approval 
o Orders between £15,000 and £50,000 Finance Risk and Audit Committee / 

Board Approved 

 
In exceptional circumstances, the requirement for Board Approval on orders over 
£15,000 but below £50,000 may be waived; all such instances would need the 
approval of the Chair of Trustees, the Chair of the Finance Audit and Risk Committee, 
the CEO, and the COO/CFO. Such instances are expected to be very rare and may be 
due to extenuating operational reasons, i.e. need to have a very prompt turn around 
in the supply of goods/services.  
 

● orders over £50,000 – will be subject to a tendering policy and approved by the 
Trust’s Finance Risk and Audit Committee and/ or the Board of Trustees. 

 
It should be noted that all purchases for supplies/services will be conducted in accordance 
with the Procurement Act 2023 (current threshold of £214,904 for supplies and services).  
If it is estimated that the cost of a contract is above the Procurement Act 2023 threshold for 
procurement spending, the Trust will seek advice and ensure it runs a compliant buying 
process.  
 
Preparation for Tender  
 
Full consideration should be given to:  

● Objective of project  

● Overall requirements  

● Technical skills required  

● Timescale  

● Impact upon the provision and standard of education  

● After sales service requirements  
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● Quality  

● Form of contract  
 
It may be useful after all requirements have been established to rank requirements (eg. 
mandatory, desirable and additional) and award marks to suppliers on fulfilment of these 
requirements to help reach an overall decision. 
 
Invitation to Tender  
If a restricted tender is to be used then an invitation to tender must be issued. If an open 
tender is used an invitation to tender may be issued in response to an initial enquiry.  
 
Tender Acceptance Procedures  
The invitation to tender should state the date and time by which the completed tender 
document should be received by the academy.  Electronic tenders are acceptable. Tenders 
received after the submission deadline should not normally be accepted and must be 
approved by the Head Teacher or COO/CFO. 
  
Tender Opening Procedures  
All tenders submitted should be opened at the same time and the tender details should be 
recorded. Two persons should be present for the opening of tenders.  
A separate record should be established to record the names of the firms submitting 
tenders and the amount tendered. This record must be signed by both people present at the 
tender opening.  
Tendering Procedures  
The evaluation process should involve at least two people. Those involved should disclose all 
interests, business and otherwise, that might impact upon their objectivity. If there is a 
potential conflict of interest, then that person must withdraw from the tendering process. 
  
Those involved in making a decision, must take care not to accept gifts or hospitality from 
potential suppliers that could compromise or be seen to compromise their independence. 
  
Full records should be kept of all criteria used for evaluation and for contracts over £50,000 
a report should be prepared for the Trust’s Resources Committee, highlighting the relevant 
issues and recommending a decision. 
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Appendix 1 – Competitive Quotes Form 
Schedule of Quotations 

  
 
Academy Name:  _________________________________________________________ 
  
Goods or Services Purchasing:   ______________________________________________  
  
  
What will the Goods or Services be used for: 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
  
Budget Provision ______________________ 
 

Supplier Quote Comments 

   

   

   

Reasons for Accepting Quotation  
 
 
 
 
 
 
Order No._____________________ Authorised by ______________________________ 
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Appendix 2 - Business Case Template 

 

Academy Name:   

Project Name:  

 

Summary of project 
and/or use of reserves 

 

The Why - How does 
this align to the 
strategic plan and/ or 
the school 
development plan. 

 

Timescales  

Governance Approvals 
- who needs to sign 
this project off? 

 

CEO/LGB/FAR/Full 
Trust Board/ RSC/ 
Diocese? 

 

Options Considered  

Benefits  
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The financial analysis  

Return on Investment 

 

What are the gains 
(either financial or 
through outcomes) 
and how soon before 
they are realised? 

 

Barriers to onboard  

The Risks  

 

 


