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1. Executive Summary 

1.1 Lichfield District Council’s Contract Procedure Rules set out the contract and procurement governance 

arrangements for the Council. They contain the various activities needed in order to establish compliant 

contracting arrangements and articulate the increasing number of legal, regulatory and governance 

requirements in a single document to assist users. 

1.2 The Contract Procedure Rules form part of the Council’s Constitution. They apply to every Member and 

Officer of the Council, and to anyone acting on the Council’s behalf.  

1.3 The Contract Procedure Rules haven’t been updated for a number of years and in the intervening years 

the Council has seen changes itself, there have been updates in relation to procurement and contracting 

regulations and an in-house Procurement Team has been established. 

1.4 The Procurement Strategy was approved by Cabinet on 1 December 2020 and the primary focus is on 

sustainable procurement. The overarching aim is to deliver the Council’s Strategic objectives and best 

value through a straightforward, professional and focussed approach to procurement. 

1.5 The Procurement Strategy and its related Action Plan therefore included a task to ensure the 

procurement elements of the Contract Procedure Rules remain fit for purpose. It was therefore 

considered that now was an appropriate time for a thorough review of the Rules. A revised set of 

Contract Procedure Rules can be found at Appendix A. 

2. Recommendations 

 Council approves the revised Contract Procedure Rules shown at Appendix A for inclusion in the 

Constitution. 
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3.  Background 

What are the Contract Procedure Rules and why are they important? 

3.1. The Contract Procedure Rules (CPRs) form part of the governance arrangements of the Council and are 
the rules set by the Council to regulate its internal procedures for the conduct of procurement and 
contracting activities.  

3.2. It is vital that procurement and contracting activities are undertaken to ensure that the Council is 
meeting its legislative obligations as well as delivery value for money outcomes. The purpose of the 
CPRs is to ensure that all procurement and contracting activities are undertaken in line with legislation 
and best practice.  

3.3. The CPRs are in place to protect both the interests of the Council and all those who are involved with 
carrying out procurement and contracting administration.  

3.4. The CPRs therefore set out the procedures for procurement and contracting activity within the Council. 
They include: 

 When they must be applied  

 Pre-Procurement activities 

 Procurement pathways 

 Contract award activities 

 Scheme of delegation 

 Public Contract Regulations 2015 compliance 

3.5. The CPRs, attached at Appendix A, are based on a best practice version as suggested by Chartered 
Institute of Public Finance and Accountancy (CIPFA) which has then been reviewed and updated to 
reflect the needs of the Council and recent guidance from central government.  

3.6. The CPRs should not be seen in isolation, but rather as part of the overall regulatory framework of the 
Council as set out in the Constitution. They will underpin and complement the directorate procedures. 

Who do the Contract Procedure Rules apply to? 

3.7. CPRs apply to everyone involved in undertaking procurement and contracting activities on behalf of the 
Council. This includes all employees who procure goods, services or works on behalf of the Council or 
other bodies where the Council is the lead or accountable body, including the Joint Waste Service with 
Tamworth Borough Council and the Southern Staffordshire Building Control Partnership whereby 
Lichfield acts as the lead council. 

3.8. All Members and Officers have a general responsibility for taking reasonable action to provide for the 
security of the assets under their control, and for ensuring that the use of these resources is legal, 
properly authorised, provides value for money and achieves best value. 

3.9. The current CPRs fall under the responsibility of the Head of Governance and Performance (Monitoring 
Officer). With the presence of the in-house Procurement Team reporting into the Head of Finance & 
Procurement (S151 Officer), the new CRPs have been drafted to move this responsibility to the Head of 
Finance & Procurement (S151 Officer) to reflect these reporting lines. 

3.10. The Head of Finance & Procurement (S151 Officer) will be responsible for reporting, where appropriate, 
any breaches of the new CPRs. Any ambiguity arising from the interpretation of these Rules shall be 
settled by the Head of Finance & Procurement (S151 Officer) in the first instance and then the 
Monitoring Officer if required. 

3.11. There is a waiver or exception process that can be followed where it is not practicable to adhere to 
CPRs. However, the waiver or exception cannot be applied to procurements likely to exceed the Public 
Contract Regulations 2015 thresholds or would place the Council in breach of the law with respect to 
procurement. The Head of Finance & Procurement (S151 Officer) will report on waivers granted under 
the new CPRs on an annual basis. 



 

Contract Procedure Rules Review Process 

3.12. The Procurement Strategy was approved by Cabinet on 1 December 2020 and the primary focus is on 
sustainable procurement. The overarching aim is to deliver the Council’s Strategic objectives and best 
value through a straightforward, professional and focussed approach to procurement: 

 Straightforward: to eliminate unnecessary burdens arising from the procurement and to make 
procurement and payment processes more effective through e-procurement; 

 Professional: to ensure procurement and contract management skills are well embedded and 
distributed across the Council. 

 Focused: to use sound procurement practices and innovative procurement solutions to 
promote sustainability and best practice, in particular supporting the best use of resources 
agenda and making use of collaboration and partnership opportunities. 

3.13. The Procurement Strategy and its related Action Plan therefore included a task to ensure the 
procurement elements of the Contract Procedure Rules remain fit for purpose. 

3.14. The timing is also significant in that the Finance Procedure Rules have also recently undergone a 
thorough review. 

3.15. For the review of the Contract Procure Rules the following process took place: 

 An update of any administrative changes, for instance removal of references to Directors 

 Consultation with officers: 

o Monitoring Officer 

o Leadership Team 

o Principal Auditor 

o Governance Manager 

o Governance Officer 

o Insurance Manager 

o Health & Safety Manager 

o Selection of Officers who have been involved in procurement activities in the past 6 
months 

 Summary of Changes 

3.16. Thresholds - the new CPRs change the thresholds at which different procurement activities are 
undertaken as well as the inclusion of additional objectives which need to be considered. These changes 
in particular support the aim of eliminating unnecessary burdens as well as using sound procurement 
practices. 

3.17. Analysis from spend data in 2019/2020 shows that 91% of purchase orders raised were for below 
£10,000 which represented 23% of total spend. By amending the minimum procurement activity to be 
undertaken at this level we will reduce the burden on Officers whilst still achieving value for money 
purchases. Appendix B details this analysis further. 

  



 

3.18. A summary is provided below: 

Current CPRs New Proposed CPRs 

Under £1,000 
Use FWA or Best 

Value 
Under £1,000 Seek Value for Money 

£1,000 - £75,000 
Use FWA or 3 

quotations 
£1,000 - £9,999 

2 quotations or use of other 
approaches as listed 

£1,000 - £75,000 
Use FWA or 3 

quotations 
£10,000 - £74,999 

Corporate Contact > 
FWA/DPS > RFQ Process 

£75,000 – PCR2015 
Thresholds 

Use FWA or 3 Tenders 
£75,000 – PCR2015 

Thresholds 
Corporate Contact > 

FWA/DPS > ITT Process 

Above PCR2015 
Thresholds 

PCR2015 Procedures 
Above PCR2015 

Thresholds 

Corporate Contact > 
FWA/DPS > PCR2015 

Procedures 

Key: 
FWA – Framework Agreement (an overarching contractual arrangement established by a third-party 
such as Crown Commercial Services or Eastern Shires Purchasing Organisation that can be used by the 
Council to establish its own contract. 
DPS – Dynamic Purchasing System (similar to a FWA but new suppliers can join the DPS during its term) 

3.19. Advertising – the new CPRs include the move towards advertising opportunities where we are running 
our own procurement activity (such as an RFQ of ITT process). This will open up opportunities to a wider 
supplier base – including locally based suppliers in line with our Procurement Strategy aim of improving 
“the visibility of procurement opportunities and improve engagement with local suppliers”. 

3.20. Administration – the new CPRs introduce clear administrative pathways including a Procurement Initial 
Plan (used at pre-procurement stage) and detailed approval pathways (used at pre-procurement and 
contract award stages) to ensure that all relevant aspects of the CPRs and Procurement Strategy are 
being met. The Procurement Strategy Action Plan includes the development and publication of a fully 
populated forward looking procurement plan. 

Future Policies 

3.21. In line with the Procurement Strategy Action Plan task to recognised and embed social value and 
developing environmental sustainability criteria, the new CPRs include references to a number of 
policies that have yet to be completed: 

 Social Value Policy – including training, skills, education, local supply chains etc. 

 Sustainable Procurement Policy – including climate change and environmentally responsible 
sourcing 

 Think Local Policy – including encouraging locally based suppliers to engage in procurement 
activities 

These will be part of the work carried out by the Member Task Group in winter 2021. Once they have 
been approved, the CPRs will be updated and communications shared with Officers. 

Training & Communication 

3.22. In line with the Procurement Strategy Action Plan task of enhancing procurement knowledge across 
the Council, a training and communication plan will be developed in order to ensure that when the 
new CPRs come into force, Officers are best placed to understand and work in accordance with them 
and the Procurement Team. 

  



 

Date for Incorporation into the Constitution 

3.23. To enable the above training and communication work to be undertaken it is planned that the new 
CPRs will come into force no earlier than 1st January 2022. 

Alternative 
Options 

Maintain the current version of the Contract Procedures Rules – this would leave 
the Council at risk of non-compliance to regulations and best practice updates 

 

Consultation Consultation has taken place with appropriate Officers within the Council and 
feedback taken into consideration in the final draft CPRs. 
 
The Audit & Member Standards Committee (22/09/2021) have reviewed the 
proposed new CPRs at Appendix A and their feedback has been taken into 
consideration and the following changes made: 
 
D5.8 – insertion of direction to not deliberately underestimate the potential value 
of a contract in order to use a different Procurement Pathway added 
 
D19.1 – reference to the Sustainability Procurement Policy not having been 
developed yet included 
 
Appendix 5 – inclusion of reference than an annual report on the waivers issued 
will be brought to the Audit & Member Standards Committee on an annual basis 
(as is the current practice) by the S151 Officer.  
 

 

Financial 
Implications 

The updated Contract Procedure Rules include a number of updates that will help 
support the letting of contracts that meet value for money objectives as well as 
other priorities such as social value, sustainability and using local suppliers. The 
move towards a planned procurement approach will enable opportunities to 
obtain cashable and non-cashable savings. 

Approved by 
Section 151 
Officer 

Yes 

  

Legal Implications The new Contract Procedure Rules will enable the Council to act in line with 
current legislation and best practice.  

Approved by 
Monitoring Officer 

Yes 

  

Contribution to 
the Delivery of the 
Strategic Plan 

An up to date set of Contract Procedure Rules will enable us to target our 
resources to the priorities set out in the Strategic Plan 2020-24. 

 

Crime & Safety 
Issues 

There are no Crime and Community Safety Issues. 

Equality, Diversity 
and Human Rights 
Implications 

The new Contract Procedure Rules include reference to the Council’s Modern 
Slavery and Human Trafficking Statement as well as how to ensure our suppliers 
are working in line with the Modern Slavery Act. 



 

Environmental 
Impact 

The new Contract Procedure Rules include reference to the Council’s future 
Sustainable Procurement Policy. 

 

GDPR/Privacy 
Impact 
Assessment 

There are no specific implications. 
 

 

 Risk Description &  
Risk Owner 

Original Score 
(RYG)  

How We Manage It Current Score 
(RYG) 

A The Council does not have in 
place an approved set of 
Contract Procedure Rules that 
have been created in line with 
best practice or updated to 
reflect legislative changes.  
 
Head of Finance & Procurement 
(S151 Officer) 
 

 
 
 

Likelihood: Red 
Impact: Yellow 
Severity: Red 

The Procurement Manger has 
produced a set of Contract Procedure 
Rules based on best practice and these 
form part of the Council’s Constitution. 
These have been reviewed and 
updated to reflect current needs of 
Governance and Internal Control 
Processes, for approval by this 
Committee and then by Full Council. 

 
 
 

Likelihood: Green 
Impact: Green 

Severity: Green 

B The Council is at risk of legal 
challenge relating to 
procurement and contracting 
activity. 
 
Head of Finance & Procurement 
(S151 Officer) 
 

Likelihood: Yellow 
Impact: Red 

Severity: Red 

The Procurement Manger has 
produced a set of Contract Procedure 
Rules based on best practice and these 
form part of the Council’s Constitution. 
These have been reviewed and 
updated to reflect current needs of 
Governance and Internal Control 
Processes, for approval by this 
Committee and then by Full Council. 

Likelihood: Green 
Impact: Red 

Severity: Yellow 

   

Background documents Contract Procedure Rules (current version) 

   

Relevant web links 
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Notes to the Reader: 

 

 This document includes an active Table of Contents – by pressing the CTRL button on 

your keyboard and clicking on a heading you will be taken to that page automatically. 

 This document includes cross-references (in blue) that will take you to specific sections 

of the document. 

 Words with capital letters have definitions included within the glossary at the start of the 

document. 

 This document includes reference to a small number of policies that are currently under 

development and as such may not have been formally approved by the time these 

Contract Procedure Rules (CPRs) are approved. Once they have been formally 

approved these CPRs will be updated and the policies shared with Officers via the 

Council’s Intranet (Brian). Until they have been approved they are not applicable. 

 

<INSERT DATE OF PUBLICATION>  
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GLOSSARY 

Appendices The appendices to these Contract Procedure Rules (CPRs). 

Approval 
Pathways 

The approval pathways set out at Appendix 1 Approval Pathways. 

Area The administrative area of Lichfield District Council. 

Best Value The Council’s duty to secure continuous improvement in the way in 
which its functions are exercised, having regard to a combination of 
economy, efficiency and effectiveness in accordance with section 
3(1) of the Local Government Act 1999 and associated statutory 
guidance. Synonymous with Value for Money. 

Brian 
�&�R�X�Q�F�L�O�¶�V���,�Q�W�U�D�Q�H�W 

The Council’s intranet website accessible to employees and Council 
Members. 

Cabinet Member A Council Member who is part of the Cabinet.  

Conflict of Interest 
 

A set of circumstances that creates a risk that an individual’s ability 
to apply judgement or act in one role is, or could be, impaired or 
influenced by a secondary interest. 

Contract 
 

An agreement to supply goods/services/works formed when there is 
an offer by one party and an acceptance of that offer by a second 
party.  

Contract Award 
Notice 
 

A notice submitted to Contracts Finder or the FTS service to advise 
interested parties that a Contract has been awarded by the buyer to 
a named supplier(s).  

Contract Notice 
 

A notice submitted to Contracts Finder or the FTS service to advise 
interested parties of the intention of the buyer to go to market to buy 
goods/services/works.   

Contract Register 
 

The Council’s repository for all its current Contracts located in the 
Council’s e-tendering system and published on the Website.  

Contracts Finder 
 

The UK Government’s website which is used to place notices 
relating to early engagement, opportunities and contract awards in 
line with the Regulations. 

Corporate 
Contract 

The Council will, at any one time, have a number of Contracts in 
place that can be used by all departments to provide a variety or 
goods, services and works. For example, stationery and office 
supplies, scanning services, window cleaning etc. You can find a list 
of these on the Contract Register or by checking with the 
Procurement Team. You MUST speak to the relevant contract 
manager for the Corporate Contract before using it to make sure 
you follow the correct process and the overall spend through the 
Contract does not breach any thresholds. 

Council Lichfield District Council. 
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Council Members The elected councillors who sit on Full Council. 

CPRs These Contract Procedure Rules (including the Appendices). 

Dynamic 
Purchasing 
System 
(DPS) 

This is similar to a Framework Agreement in that it establishes an 
agreement with a number of suppliers attached; in contrast to a 
Framework Agreement it remains open during the term for any 
supplier to join that meets minimum requirements.  

EIR Environmental Information Regulations 2004. 

Financial 
Procedure Rules 

The Council’s Financial Procedure Rules, found at Part 4 of the 
Constitution. 

Find A Tender 
Service 
(FTS) 

The UK Government’s website which is used to place notices 
relating to early engagement, opportunities and contract awards in 
line with the Regulations. The FTS Service replaced the OJEU 
service for publishing notices in connection with above PCR2015 
Threshold procurement activities. 

FOIA The Freedom of Information Act 2000. 

Forward Plan A list of council decisions for forthcoming months which can be 
found on the public website. 

Framework 
Agreement 

An ‘umbrella’ agreement that sets out the prices, service levels, and 
terms and conditions for subsequent call-off orders. See section C5 
for further details. 

Future 
Procurement Plan 
 

The Council’s published list of future procurement activities found on 
the Website. The intention is to highlight to potential suppliers 
forthcoming opportunities. This is a statutory requirement under the 
Local Government Transparency Code.  

General Principles The General Principles set out at section A2.  

Invitation to 
Tender (ITT) 

The invitation to tender is a set of documents provided to suppliers 
against which they provide a Tender Submission.  

Light Touch 
Regime 
(LTR) 

The Light-Touch Regime is a specific set of rules for the 
procurement of certain services that tend to be of lower interest to 
cross-border providers. It includes certain social, health and 
education services. The list of services to which LTR applies is 
covered in section C4. 

Local 
Locally 

Within the Area. 

Local Authority 
Controlled 
Company 

Where a contracting authority sets up a separate legal entity and 
then awards contracts to that legal entity.  

Most 
Economically 

Awarding a Contract for goods/services/works based on a 
combination of overall cost and quality elements, not just cost alone.  
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Advantageous 
Tender  
(MEAT) 

Officer Employee of the Council. 

PCR2015 
Threshold(s) 

The financial thresholds detailed within the PCR2015 Regulations 
and updated from time to time by the Government. See Appendix 3 
Procurement Thresholds & Timescales for further details. 

Quote 
Quotation 

The response to a request for quotation or a Request for Quotation. 

Regulations The Public Contract Regulations 2015 as updated by the Public 
Procurement (EU Exit) Regulations 2020 and any other related 
amendments. 

Request for 
Quotation 
(RFQ) 

A formal procedure to request pricing and/or quality bid from a 
supplier for goods, services or works below £75,000.  Similar to an 
Invitation to Tender but in a shorter format. 

Residents Means residents of the Area. 

Selection 
Questionnaire  
(SQ) 
 

A questionnaire used in certain procurement procedures which 
allows the Council to shortlist the number of suppliers to be invited 
to tender. Above the PCR2015 Threshold this MUST reflect the 
Cabinet Office standard Selection Questionnaire and associated 
guidance. A Selection Questionnaire is NOT permitted for 
procurement activities valued between £25,000 and the 
Goods/Services PCR2015 Threshold (see section E4 for further 
details). Previously this was known as a pre-qualification 
questionnaire. 

Social Value Described in the Social Value Act as improvements to the economic, 
social and/or environmental well-being of the Area. The benefits 
sought could be in the form of social benefits (for example reducing 
anti-social behaviour), economic benefits (for example increasing 
local employment), or environmental benefits (for example reducing 
local congestion). 

Social Value Act The Public Services (Social Value) Act 2012, which requires the 
Council to consider, pre-procurement, how what it procures might 
improve the economic, social and environmental well-being of the 
Area, and how best to use the procurement process to secure that 
improvement.  There is also a duty to consider whether to undertake 
any consultation in making its decisions. 

Standstill Period A Mandatory 10-day period which MUST be applied to above 
PCR2015 Threshold procurement activities between the notification 
to suppliers of the decision to award the Contract and the date of 
signing/entering into the Contract. The period is intended to give 
unsuccessful tenderers the opportunity to challenge the award if 
they wish. The period is longer if notifications are not sent 
electronically. 
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Submission A Tender Submission, Quote or Quotation. 

Tender 
Submission 

The response provided by a supplier in relation to an Invitation to 
Tender. 

Think Local1 The Council’s policy to encourage the engagement of Local 
suppliers in procurement activities. 

Third-Party 
Framework 
Agreement 

An ‘umbrella’ agreement that sets out the prices, service levels, and 
terms and conditions for subsequent call-off orders that has been 
established by a third party organisation such as CCS, ESPO, YPO 
and is accessible to other public sector bodies to use.  

TUPE 
 

The Transfer of Undertakings (Protection of Employment) 
Regulations 2006.  Legislation which protects employment rights of 
those whose job will be transferred to a new employer upon change 
of contractor by award of a Contract. 

Value for Money 
(VFM) 

The optimum combination of whole-of-life costs and quality (or 
fitness for purpose) of the goods, works or Services to meet the 
Council’s requirement. 

VAT Value Added Tax. 

Website The Council’s public website www.lichfielddc.gov.uk  

  

                                                

1 The Think Local Policy is pending approval – until it has been approved by the relevant committees it 
is not in force. 
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Section A. Introduction 

 

A1. Mandatory Compliance 

A1.1 Officers MUST comply with these Contract Procedure Rules in all instances when 
buying2 goods, services and works on behalf of the Council and failure to comply may 
result in disciplinary procedures.  

A2. General Principles 

A2.1 These Contract Procedure Rules (“CPRs”) provide the framework that governs the 
Council’s procurement of Contracts for goods, services and works.   

A2.2 Following these CPRs helps the Council to demonstrate: 

A2.2.1 good internal governance; 

A2.2.2 stewardship and the proper spending of public monies; 

A2.2.3 value for money outcomes; and 

A2.2.4 compliance with relevant laws. 

A2.3 The purpose of all procurement activity is to: 

A2.3.1 achieve Value for Money for the Council and the Residents;  

A2.3.2 seek continuous improvement of the Council’s functions having regard to the 
optimum combination of economy, efficiency and effectiveness in keeping 
with the Council’s duty to seek Best Value (and Value for Money); 

A2.3.3 promote the well-being of the Council’s Residents and Area through the 
effective functioning of the Council, the efficient use of the Council’s 
resources, and a focus on the Social Value that can be achieved. 

A2.4 The Appendices to these CPRs provide further detail and form part of these CPRs as 
if they were drafted as one document.   Any questions about the application of these 
CPRs should be directed to the Head of Finance & Procurement (S151 Officer) and/or 
the Procurement Manager. 

A2.5 All figures in these CPRs are exclusive of VAT unless stated otherwise.  

A2.6 Heads of Service MUST: 

A2.6.1 ensure that these CPRs are followed; 

A2.6.2 ensure that audit trails are in place for all procurement activity in accordance 
with these CPRs. 

A3. When these CPRs apply 

A3.1 These CPRs apply: 

A3.1.1 whenever the Council intends to spend money (or provide other payments in 
kind) under Contracts for goods, services or works; 

A3.1.2 to expenditure from either capital or revenue sources; 

                                                

2 Buying, in addition to situations where the Council pays another party in return for goods, services 
and / or works, can include situations where the Council provides the opportunity for another party to 
make a profit from goods, services, and / or works even when the Council does not contribute towards 
them (for more details see section C9). 
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A3.1.3 to concession contracts3 (for further info, speak to the Procurement Team); 

A3.1.4 to spending of grants4 (for further info, speak to the Procurement Team); 

A3.1.5 to goods for re-sale; 

A3.1.6 to both Officers and Council Members; 

A3.1.7 to all bodies where the Council acts as the lead authority. 

A3.2 These CPRs do not apply: 

A3.2.1 to contracts of employment; 

A3.2.2 to the awarding of grants (for further info, speak to the relevant team’s Head 
of Service) 

A3.2.3 to acquisitions and disposals of land or buildings (these are covered by the 
Financial Procedure Rules and the Disposal of Land & Property Assets 
document [see Cabinet 7 July 2021]) – unless related to a Contract for works, 
services or goods; 

A3.2.4 to the seeking of offers in relation to financial services in connection with the 
issue, purchase, sale or transfer of securities or other financial instruments, 
in particular transactions by the Council to raise money or capital, including 
but not limited to Treasury Management; 

A3.2.5 to internal agreements between departments within the Council; 

A3.2.6 in the case of individual investments which are not deemed as the purchase 
of goods or services for the purposes of the Council’s CPR’s; 

A3.2.7 to any type of contract excluded under the Regulations.  

A3.3 In exceptional circumstances only, certain exemptions can be approved by following 
the process set out at Appendix 5 Exemption to CPRs.  The persons who are 
authorised to approve the exemptions are set out in Appendix 5 Exemption to 
CPRs.  Seeking an exemption of these CPRs does not exempt the Council from 
complying with the General Principles or with general law. 

A3.4 In the event of any issue arising as to the interpretation of these CPRs the matter will 
be referred to the Head of Finance & Procurement (S151 Officer) in first instance, and 
if required, the Monitoring Officer whose decision in that regard shall be final.   

A3.5 The Monitoring Officer, in consultation with the Head of Finance & Procurement (S151 
Officer), shall also be authorised to make minor changes to the Contract Procedure 
Rules designed to reflect legislative changes; to update job title or portfolio changes; 
to remove any inconsistency or ambiguity and/or give effect to any decisions of the 
Council. The Head of Finance & Procurement (S151 Officer) in consultation with the 
Monitoring Officer shall also produce guidance and/or protocols to assist in the 
interpretation of the CPRs. 

  

                                                

3 A concession contract is a contract for pecuniary (financial) interest for the execution of works or the 
provision / management of services by a supplier where the consideration must consist either solely in 
the right to exploit the services (i.e. to make money from third parties) or in that right together with 
payment from the procuring body. 
4 An arrangement will be a grant when one party gives a donation to another party without receiving a 
benefit in return.  The receiving party is not obliged to provide a service.  The receiving party can decide 
not to provide the service but would then have to repay the donation. 
Further information on grants can be found in the Financial Procedure Rules. 
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A4. Other Key Documents 

A4.1 These CPRs should be read alongside the following: 

A4.1.1 the Council’s Procurement Strategy;  

A4.1.2 the Council’s Constitution; 

A4.1.3 the Council’s Scheme of Delegation; 

A4.1.4 the Council’s Financial Procedure Rules; 

A4.1.5 the Council’s Social Value Policy; 

A4.1.6 the Local Government Transparency Code;  

A4.1.7 Any policies or guidance issued by Central Government; 

A4.1.8 Any other guidance provided by the Procurement Manager. 

A4.2 Anyone undertaking purchasing activity on behalf of the Council (but especially in the 
context of activities with a value above PCR2015 Thresholds) MUST refer to the 
following documents, where appropriate: 

A4.2.1 the Public Contract Regulations 2015 (as amended); 

A4.2.2 the Public Procurement (EU Exit) Regulations 2020 (as amended); 

A4.2.3 the Concession Contracts Regulations 2016; 

A4.2.4 the Public Services (Social Value) Act 2012; 

A4.2.5 the Bribery Act 2010; 

A4.2.6 the Small Business, Employment and Enterprise Act 2015; 

A4.2.7 the Equalities Act 2012; 

A4.2.8 the Modern Slavery Act 2015; 

A4.2.9 the Data Protection Act 2018; 

A4.2.10 any other relevant legislation. 
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Section B. Ethics  

 

B1. General 

B1.1 Ethics focus on what constitutes right or wrong behaviour.  You may come across 
ethical dilemmas during your work the Council and or during a procurement process. 

B2. Codes of Conduct 

B2.1 All procurement exercises MUST be carried out with openness and transparency and 
with integrity and fairness to all suppliers.  

B2.2 Officers MUST conduct themselves in line with the Council’s Code of Conduct for 
Employees including with regards to the receiving of hospitality and gifts and the 
giving and receiving of sponsorship. 

B2.3 Suppliers MUST agree to and adhere the Council’s Supplier Code of Conduct5 – this 
is included within RFQ/ITT documentation as well as being reference on all Purchase 
Orders. 

B3. Separation of Roles 

B3.1 Council Members are the driving force behind policy, strategy and approving the 
award of contracts over set thresholds. Council Members will not routinely be involved 
in procurement activity, for example being part of an evaluation panel. Council 
Members who are privy to confidential information MUST NOT disclose that 
information to any unauthorised party or organisation. 

B3.2 Officers involved in the procurement process and dealing with suppliers MUST be 
clear on the separation of client and contractor roles within the Council.   

B3.3 Officers who have both a client and contractor responsibility MUST be aware of the 
need for accountability and openness. 

B3.4 Officers who are privy to confidential information (for example in Tenders 
Submissions, Contracts or costs for either internal suppliers MUST NOT disclose that 
information to any unauthorised party or organisation.  

B3.5 For further information, see the Council Members’ Code of Conduct guidance 
document and the Council’s Code of Conduct for Employees. 

B4. Conflicts of Interest 

B4.1 Before or during a procurement activity conflicts of interest6 (potential, perceived or 
actual) may occur. It is the responsibility of all Officers, Council Members and third 
parties involved in a procurement activity to inform the Procurement Manager and or 
Head of Governance & Performance (Monitoring Officer) as soon as this is identified. 

B4.2 Where a conflict (potential, perceived or actual) is identified, it may be decided that 
the Officer, Member or third party concerned must not take any further part in the 
procurement process to preserve the integrity of the procedure or a mechanism(s) 
may be put in place to minimise the any risks if appropriate to do so.   

B4.3 For further advice or to report a potential Conflict of Interest contact the Procurement 
Manager and or Head of Governance & Performance (Monitoring Officer). 

                                                

5 The Supplier Code of Conduct is pending approval – until it has been approved by the relevant bodies 
it is not in force. 
6 Examples of conflict of interest include: personal relationship with a member of the supplier’s staff 
(including former Council staff); previously employed by the supplier; holding shares or other financial 
interest in the supplier. 
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B5. Corruption 

B5.1 Officers and Council Members MUST be aware that it is a serious criminal offence for 
them corruptly to receive or give any gift, loan, fee, reward or advantage for doing, or 
not doing, anything or showing favour, or disfavour, to any person in their official 
capacity.   

B5.2 If an allegation is made, it is for the individual to demonstrate that any such rewards 
have not been corruptly obtained.   

B5.3 For further guidance, see the Council’s Gifts and Hospitality policy on the Council’s 
Intranet (Brian). 

B6. Use of Financial Resources 

B6.1 Officers and Council Members MUST ensure that they use public funds entrusted to 
them in a responsible and lawful manner and in accordance with the Council’s 
Financial Procedure Rules.   

B7. Lobbying 

B7.1 It is recognised that lobbying is a normal and perfectly legitimate element of the 
process of local governance however it is important that Council Members protect 
their impartiality and integrity when dealing with external contractors and suppliers.  

B7.2 Council Members MUST NOT breach the Council’s Code of Conduct by listening to or 
receiving viewpoints from contractors and suppliers or other interested parties unless 
they make it clear that they are keeping an open mind. Indicating a bias toward a 
particular product, supplier or contractor would prejudice impartiality and could lead to 
a legal challenge against the Council. 
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Section C. Procurement Pathways 

 

C1. Procurement Stages 

C1.1 The procurement process is made up of 4 primary stages that follow on from each 
other in a cycle. 

 

 

C1.2 Pre-Procurement Stage – this covers activities that are needed in order to identify 
requirements, carry out research, undertake soft-market testing, write the 
specification, complete spend analysis and obtain any necessary approvals / 
permissions amongst other steps. 

C1.3 Procurement Stage – this covers the advertising of the opportunity, issuing 
documents to suppliers, answering questions, receiving bids, evaluation, interviews, 
site visits and preferred bidders are identified amongst other steps. 

C1.4 Contract Award & Implementation Stage – this covers the confirmation of the 
preferred bidder, obtaining any necessary approvals to award the contract, issuing 
letters and feedback to bidders, observing standstill periods, issuing final contracts for 
signature, following the signing & sealing process as applicable and then commencing 
implementation of the contract amongst other steps. 

C1.5 Contract Management Stage – this is the time when you ensure that the promises 
made by all parties to a contract, whether £500 or £5 million, are delivered as agreed; 
contract management meetings are attended, any concerns and issues raised and 
addressed in line with the agreed processes, KPIs are monitored, any variations, 
novations or extensions are sought and documentation is kept up to date amongst 
other steps. If the requirement is on-going then this stage will lead into another Pre-
Procurement Stage; where the requirement is no longer needed the cycle comes to a 
close once the Contract has expired.  

Pre-
Procurement 

Stage

Procurement 
Stage

Contract Award 
& 

Implementation 
Stage

Contract 
Management 

Stage
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C2. Procurement Pathway Flowchart 

C2.1 In order to identify the correct Procurement Pathway please use the flowchart below 

 

  

Under £1,000? 

£1,000 �t 
£4,999? 

Yes 

Yes 

£5,000 �t 
£9,999? 

£10,000 �t 
£74,999? 

Yes 

Pathway One �t Seek Value for Money 

Pathway Two �t Two written quotes  

Pathway Three�t Two written quotes  

Pathway Four�t Request for Quotation 

£75,000 �t PCR2015 
Threshold? 

Yes 

Pathway Five�t Invitation to Tender 

Above PCR2015 
Threshold? 

Pathway Six�t PCR2015 Procedure 

Light Touch 
Regime? 

No 

Yes Pathway Seven�t Light Touch Procedure 

N o
 

N o
 

N o
 

N o
 

N o
 

Yes 

Yes 
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C3. Procurement Pathway Descriptions 

Pathway One 

Estimated Contract 
Value7: 

Under £1,000 

Step 1 
Identify your requirement and get approval from the Budget Manager to start 
the procurement activity 

Step 2 

Is there a suitable Corporate Contract already in place? 

 YES – liaise with Contract Manager and proceed to Step 4 

 NO – proceed to Step 3 

Step 3 

Source the requirement whilst seeking Value for Money, applying Think 
Local8 approach and following the Sustainable Procurement Policy9 

Use of the Council’s e-tendering system is optional 

Carry out Conflict of Interest Check (see more information below) 

Step 4 
Obtain written10 approval to make the purchase from the appropriate Budget 
Manager 

Step 5 

Use a purchasing card to complete the purchase 

OR 

Raise a Purchase Order (linked to the Council’s General T&Cs of Purchase) 
– this needs to be raised at this point and NOT when the invoice is received 

Step 6 

Ensure the purchase is fulfilled, the order is receipted and the invoice is 
checked and approved / queried as necessary 

Invoices to be sent directly by the supplier to invoices@lichfielddc.gov.uk  

Payment will be made within 30 days as standard in line with the Council’s 
General T&Cs of Purchase 

Note: There is also the opportunity to use a Third-Party FWA / DPS for this Procurement 
Pathway but it is not mandated 

Conflict of Interest Check: You MUST carry out a conflict of interest check with all 
officers (and any third-parties or Council Members) that will be involved in the decision 
making process BEFORE any decision is made. If any conflicts (potential, perceived or 
actual) identified then you must follow the process detailed at section B4. 

 

  

                                                

7 Please refer to section D5 for further information on estimating the contract value 
8 Think Local – until approved this is not in force 
9 Sustainable Procurement Policy – until approved this is not in force 
10 Email is acceptable 
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Pathway Two  

Estimated Contract 
Value11: 

£1,000 to £4,999 

Step 1 

Identify your requirement and get approval from the Budget Manager to start 
the procurement activity 

You MUST complete a Procurement Initiation Plan if your requirement is 
complex, high risk or includes the collection/transfer/use of personal data 
(specialist T&Cs may be needed) 

If not already on the Future Procurement Plan it is optional to submit a 
request to add it (see the Procurement Team pages on the Council’s Intranet 
(Brian)) 

Step 2 

Is there a suitable Corporate Contract already in place? 

 YES – liaise with Contract Manager and proceed to Step 5 

 NO – proceed to Step 3 

Step 3 

Is there a suitable Third-Party FWA or DPS in place? 

 YES – follow the process identified in the Third-Party FWA / DPS and 
    then proceed to Step 5 

 NO – proceed to Step 4 

Step 4 

You MUST source the requirement whilst seeking Value for Money, applying 
Think Local12 approach and following the Sustainable Procurement Policy13 in 
line with one of the approved processes below: 

 Obtaining at least 2 written Quotes 

 Obtaining pricing from at least 2 on-line stores 

 Undertaking market research that evidences only one suitable 
supplier and seeking pricing from them 

 Carrying out another process as agreed with the Procurement 
Manager in advance 

Use of the Council’s e-tendering system is optional 

Evaluation to be based on MEAT14 approach 

Carry out Conflict of Interest Check (see more information below) 

Step 5 
Obtain written15 approval to make the purchase from the appropriate Budget 
Manager 

                                                

11 Please refer to section D5 for further information on estimating the contract value 
12 Think Local – until approved this is not in force 
13 Sustainable Procurement Policy – until approved this is not in force 
14 MEAT is Most Economically Advantageous Tender – the combination of quality and price 
15 Email is acceptable 
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Step 6 

Raise a Purchase Order (linked to the Council’s General T&Cs of Purchase) 
– this needs to be raised at this point and NOT when the invoice is received 

OR 

Where the requirement is specialist, complex or the Council’s General T&Cs 
of Purchase are not suitable, use one of the specialist sets of T&Cs available 
on the procurement pages of the Council’s Intranet (Brian) or from the 
Procurement Team as well as raising a Purchase Order – this needs to be 
raised at this point and NOT when the invoice is received 

ALL consultancy contracts must use specialist T&Cs (see section D10 for 
further details) 

Step 7 Maintain records in line with the Council’s Document Retention policy 

Step 8 

Ensure the purchase is fulfilled, the order is receipted and the invoice is 
checked and approved / queried as necessary 

Invoices to be sent directly by the supplier to invoices@lichfielddc.gov.uk  

Payment will be made within 30 days as standard in line with the Council’s 
General T&Cs of Purchase 

Conflict of Interest Check: You MUST carry out a conflict of interest check with all 
officers (and any third-parties or Council Members) that will be involved in the decision 
making process BEFORE any decision is made. If any conflicts (potential, perceived or 
actual) identified then you must follow the process detailed at section B4. 
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Pathway Three 

Estimated Contract 
Value16: 

£5,000 to £9,999 

Step 1 

Identify your requirement and get approval from the Budget Manager to start 
the procurement activity 

You MUST complete a Procurement Initiation Plan if your requirement is 
complex, high risk or includes the collection/transfer/use of personal data 

If not already on the Future Procurement Plan it is optional to submit a 
request to add it (see the Procurement Team pages on the Council’s Intranet 
(Brian)) 

Step 2 

Is there a suitable Corporate Contract already in place? 

 YES – liaise with Contract Manager and proceed to Step 5 

 NO – proceed to Step 3 

Step 3 

Is there a suitable Third-Party Framework Agreement or DPS in place? 

 YES – follow the process identified in the Third-Party FWA / DPS and 
    then proceed to Step 5 

 NO – proceed to Step 4 

Step 4 

You MUST source the requirement whilst seeking Value for Money, applying 
Think Local17 approach and following the Sustainable Procurement Policy18 in 
line with one of the approved processes below: 

 Obtaining at least 2 written Quotes 

 Obtaining pricing from at least 2 on-line stores 

 Undertaking market research that evidences only one suitable 
supplier and seeking pricing from them 

 Carrying out another process as agreed with the Procurement 
Manager in advance 

Use of the Council’s e-tendering system is optional 

Evaluation to be based on MEAT19 approach 

Carry out Conflict of Interest Check (see more information below) 

Step 5 
Complete the Contract Award Recommendation (template available on the 
procurement pages of the Council’s Intranet (Brian)) and obtain approval to 
award contract from the appropriate Budget Manager 

Step 6 
Raise a Purchase Order (linked to the Council’s General T&Cs of Purchase) 
– this needs to be raised at this point and NOT when the invoice is received 

                                                

16 Please refer to section D5 for further information on estimating the contract value 
17 Think Local – until approved this is not in force 
18 Sustainable Procurement Policy – until approved this is not in force 
19 MEAT is Most Economically Advantageous Tender – the combination of quality and price 



 

  Page 20 of 74 

OR 

Where the requirement is specialist, complex or the Council’s General T&Cs 
of Purchase are not suitable, use one of the specialist sets of T&Cs available 
on the procurement pages of the Council’s Intranet (Brian) or from the 
Procurement Team as well as raising a Purchase Order – this needs to be 
raised at this point and NOT when the invoice is received 

ALL consultancy contracts must use specialist T&Cs (see section D10 for 
further details) 

Step 7 
Submit a request to record a contract to the Contract Register via the link on 
the procurement pages on the Council’s Intranet (Brian) 

Step 8 Maintain records in line with the Council’s Document Retention policy 

Step 9 

Ensure the purchase is fulfilled, the order is receipted and the invoice is 
checked and approved / queried as necessary 

Invoices to be sent directly by the supplier to invoices@lichfielddc.gov.uk  

Payment will be made within 30 days as standard in line with the Council’s 
General T&Cs of Purchase 

Conflict of Interest Check: You MUST carry out a conflict of interest check with all 
officers (and any third-parties or Council Members) that will be involved in the decision 
making process BEFORE any decision is made. If any conflicts (potential, perceived or 
actual) identified then you must follow the process detailed at section B4. 
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Pathway Four 

Estimated Contract 
Value20: 

£10,000 to £74,999 

Step 1 

Identify your requirement  

You MUST complete a Procurement Initiation Plan and obtain the appropriate 
approvals needed  

You MUST liaise with the Procurement Team before progressing 

If not already on the Future Procurement Plan it is optional to submit a 
request to add it (see the Procurement Team pages on the Council’s Intranet 
(Brian)) 

Step 2 

Is there a suitable Corporate Contract already in place? 

 YES – liaise with Contract Manager and proceed to Step 6 

 NO – proceed to Step 3 

Step 3 

Is there a suitable Third-Party Framework Agreement or DPS in place? 

 YES – follow the process identified in the Third-Party FWA/ DPS and  
    then proceed to Step 6 

 NO – proceed to Step 4 

Step 4 

You MUST source the requirement whilst: 

 seeking Value for Money; 

 applying Think Local21 approach;  

 following the Sustainable Procurement Policy; 22and 

 applying the Social Value Policy23 / Social Value Act 2012 

Step 5 

Seek at least 3 written quotations using the Request for Quotation 
process at Appendix 7 RFQ Process 

Use of the Council’s e-tendering system is optional where the estimated 
contract value is between £10,000 and £24,999 

You MUST use the Council’s e-tendering system where the estimated 
contract value is £25,000 or greater 

Evaluation to be based on MEAT24 approach 

Carry out Conflict of Interest Check (see Appendix 7 RFQ Process for more 
information) 

                                                

20 Please refer to section D5 for further information on estimating the contract value 
21 Think Local – until approved this is not in force 
22 Sustainable Procurement Policy – until approved this is not in force 
23 Social Value Policy – until approved this is not in force 
24 MEAT is Most Economically Advantageous Tender – the combination of quality and price 
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Step 6 
Complete the Contract Award Recommendation and obtain approval to award 
contract from the appropriate Head of Service  

Step 7 Provide feedback to the successful and unsuccessful suppliers 

Step 8 

Draft a formal contract and ask the Procurement Team to issue for signature 
using the Council’s e-signature system25 (supplier to sign first, the Council to 
sign second) 

See section F6 for further information on signing & sealing 

Raise a Purchase Order - this needs to be raised at this point and NOT when 
the invoice is received 

Step 9 

Submit a request to record a contract to the Contract Register via the link on 
the procurement pages on the Council’s Intranet (Brian)  

OR 

If using the Council’s e-tendering system publish the Contract to the Contract 
Register 

Step 10 
If the contract value is £25,000 or greater publish a Contract Award Notice via 
the Councils e-tendering system26 

Step 11 Maintain records in line with the Council’s Document Retention policy 

Step 12 

Ensure the purchase is fulfilled, the order is receipted and the invoice is 
checked and approved / queried as necessary 

Invoices to be sent directly by the supplier to invoices@lichfielddc.gov.uk  

Payment will be made within 30 days as standard in line with the Council’s 
General T&Cs of Purchase 

Step 13 
Carry out contract management activities throughout the term of the Contract 
as per detailed within the T&Cs or as detailed at Section G Contract 
Management Stage 

 

  

                                                

25 In certain circumstances the Procurement Manager or Head of Finance & Procurement (S151 Officer)  
may approve the signing of contract in a different manner 
26 If approved by the Procurement Manager the Contract Award Notice can be submitted directly via 
Contracts Finder 
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