
Contract and Procurement Procedure Rules – Flowchart

Type of Contract (Clause 4).
Employment of Staff or Land 
Transaction

No

Total Contract Value 
Calculated (Clause 8)?

Calculate Total 
Contract Value 
(Definitions 

No

Is the Total Contract Value 
between £0 - £5,000?

Yes 

Pre-Purchasing steps undertaken?

Yes
Employee Contracts (see 
Employee Manual)
Land Transaction (Property 
Management Strategy/Financial 
Regulations)

Action needed (Clause 5)
Is there a current Corporate 
Contract?
Best Value Review?
Appraisal?
Committee Approval?
Prior Information Notice?
Records Established? 
(Clause 6)

Yes 

Identify Standards and Award 
Criteria (Clause 10)

£25,001 to 
£75,000
Three written 
Quotations based 
on a RFQ 
(Request for 
Quotation) 
document with 
simplified T & C’s.

£10,001 to £25,000
Minimum of three 
written quotations.

£75,001 and 
above (Not 
subject to EU 
regulations)
Formal tender -
Full tender 
process.

High Value Procurement
(Subject to European 
regulations)
Formal tender - Full tender 
process - OJEU/Web based 
publication/Specialist 
publication if appropriate. 

Prepare 
Specification

Receive Quotes

Advertise ITT, if required (Clause 8)

Shortlist (Clause 12)

Despatch ITT (Clause 11)

Evaluation and Award of Contract (Clause 15)

Contract Formalities (Clause 16)

Contract Management (Clauses 19 - 21)

One Oral 
Quotation 
needed

Submission, receipt and opening of tenders (Clause 13)

Yes 

No

No

Prepare ITT (Clause11) to include
- From of Tender + Tendering Certificate
- Instructions to Tenders and relevant 

information
- Specification
- Contract Terms (Clause 16)
- Bonds and Guarantees (Clause 17)

£5,001 to 
£10,000
Minimum of 
two written 
quotations.

Place Order


