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Town Council Guide to Procurement 

1.  Introduction 

 
The purpose of this guide is to provide an overview of the procurement of goods and 
services.  It is intended to complement, but not replace Town Council Standing Order and 
Financial Regulations. 
 
Procurement has a key role to play in implementing the overall vision and Aims of the 
Town Council.  Procurement practice should meet Town Council goals of sustainable 
development and resource minimisation by ensuring that products, suppliers and 
contractors have the best value performance.  The pursuit of sustainability and continual 
improvement is a key goal of the Procurement Policy and innovative ways of meeting 
objectives might be sought, using the techniques of whole life costing plus product and 
supplier assessment. 
 
The Town Council is committed to providing quality services irrespective of whether it 
uses its own staff or operates in partnership with private, voluntary or other public service 
providers.  It will use fair and open competition, and will use external as well as internal 
providers whether practical as a mean of securing efficient and effective service. 
 

2.  Principles of Good Practice Procurement 

 
“Best value may not always mean the cheapest.  Quality products or services which 
cost more may sustain themselves in the long term and therefore may be the better 
option where best value is concerned” 
 

 Take a strategic long term approach; look at the objectives of the service as well as 
the whole life costs. 

 Establish how the service will be delivered in the future to achieve the standard of 
performance of the best value. 

 Ensure that all realistic alternative options have been explored and that evidence to 
support decisions made can be provided.  It should be noted that these decisions 
will be audited by the section 151 Officer (RFO) as part of the best value inspection 
process. 

 Be clear about the overall specification and what outputs and outcomes are sought.  

 Review related services and activities so that the scope for improvement can be 
maximised and the cost of achieving improvements is kept to a minimum. 

 Explore the scope for cross agency work. 

 Research the market; speak to the private and voluntary sectors, to customers and 
to staff about the required outputs and outcomes. 

 Decide whether to continue providing the service in-house, in partnership or to use 
external providers, by effectively appraising the options.  Whatever decision is made, 



Revised Draft at 21.02.21 (P & F)  
 

3 | P a g e  
 

it must be a rational one, which can be defended as being in the interest of service 
users. 

 Seek and encourage innovation to find step changes in quality, performance and 
costs.  Do not limit this by specifying inputs and working methods. 

 Ensure that the appropriate legal financial and other specialist advice early in the 
procurement process has been sought, and that specialist involvement continues as 
appropriate throughout the process. 

 Ensure that risk has been recognised and managed.  In order to do this the present 
worth of assets, and recognise the commercial aspects of contracting. 

 Ensure that any major policy decision affecting procurement of any goods and 
services is submitted for Members approval. 

 

3.  The Procurement Process 

 
There are various stages involved in the procurement of goods or services.  This section 
provides an overview of these stages, which are explained in greater detail later in this 
guide.  Note that Project/Expenditure approval (Form of Authority to place Orders E.g. 
page 4) should be obtained from the section 152 Officer for orders over £7,500, before 
commencement of the procurement process. 
 

Stage Description 

Specification A Statement of requirements, the first step in any 
procurement Process should be to identify and define the 
need and estimate the Likely costs. 

Supplier Selection and 
Appraisal 
 

The next step is to identify potential suppliers who have 
the capability, capacity and commitment to meet the 
requirement. 

Quotations/Tendering Having established a list of potential suppliers and a 
robust specification suppliers are invited to tender or 
quote for provision of the goods or services. 

Tender Evaluation The majority of contracts are awarded to the supplier who 
submits the lowest cost tender or quotation.  However, in 
many cases, other factors are taken into consideration 
and the best value for money Tender or quotation is 
accepted.  

Post-Tender Negotiation
  

Once suppliers have submitted tenders or quotations, 
there may be opportunities to negotiate with a view to 
improve the overall bid. 

Contract Award Committee approval is required before contracts can be 
awarded for goods or services not previously approved. 

Contract Management Ensuring that the goods or services detailed in the 
specification are provided in accordance with the 
specification to the appropriate quality, within specified 
timescale and at the agreed price. 
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4.  Specifications 

 
The specification is the first step in the procurement process.  Put simply, a specification 
is the description of the product or service required. 
An effective specification should not be biased towards any one company and should 
enable suppliers to tender or quote the Town Council on a common basis. 
 
The content and format of a specification should ensure that there is no ambiguity, and 
that all relevant parts of the description are included. 
Note that the specification will form part of the contract with the selected supplier, and 
that changes/additions to the specification post-contract may entail extra costs.  It is 
therefore very important to include all key deliverables. 
 
Specifications should include where applicable: 

 The functions and performance required. 

 Any essential design requirements/limitations. 

 Relevant National or European standards. 

 Details of any existing suitable products. 

 Health and Safety considerations. 
 
In addition, specification for services should include: 

 Key deliverables 

 Timescale 

 Relevant experience required. 

 Details of information required to be submitted with the tender. 
 

5.  Supplier Selection and Appraisal 

 
Having stated a requirement by the production of a specification, the next step is to 
identify suppliers who are capable and willing to provide the goods or services.  This 
process falls into two stages: 
 

 Identification of potentially capable suppliers 

 Assessment of capabilities. 
 

Supplier Identification 
 
In many cases, a list of potential suppliers can be produced through previous experience 
and market knowledge.  (See Section 14).  Where Town Council Standing 
Orders/Financial Regulations apply (see section 6+9) then potential contracts must be 
advertised in trade journals and newspapers appropriate to the product or service being 
sought. 
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Supplier Appraisal 
 
Once potential suppliers have been identified, they should be assessed to ensure that 
they are capable of meeting requirements.  This assessment should be on a technical, 
commercial and financial grounds and may involved one of the following: 
 

 Requesting that potential suppliers complete a pre-qualification document 
providing information relevant to the contract. 

 Visiting and assessing the premises of a supplier. 

 Taking up references from appropriate professional organisations. 
 

Where possible, suppliers should be contacted prior to the issue of invitations to tender 
in order to establish: 
 

 That they are willing to tender for the work. 

 Timescales for return of tenders. 

 A contract name 
 
The level of time and effort involved in supplier selection and appraisal depends on the 
value, complexity and risk of the relevant product or service being purchased. 
 

Specialist Expertise 
 
If supplies/service can be supplied or local specialists are needed or the supplies/services 
are proprietary they can be sourced outside the normal procurement procedure (see 
Standing Order 39.z (d) and section 17 Appendix 2 of this document), subject to the 
approval of the section 151 Officer or appropriate Committee. 
 

6.  Quotations 

 
Contracts and orders should be awarded through competition to achieve Best Value 
whenever possible.  If in the case of specialist suppliers and there is a lack of competitors, 
then seek advice from the Section 151 Officer to obtain approval to purchase.  The 
relevant thresholds for quotation/tenders are as follows: 
 

Amount Requirement 

£7,500 to £20,000 A minimum of three quotations should be invited. 

£20,000 to £65,000 A minimum of four written quotations should be invited (see 
below for further details) Regard for Social Value will be 
required as routine for tenders received at this level and above. 

£65,000 or over Full tendering procedures are required (see section 9 and 
Paragraph 39.2 (a) of standing order) 
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Invitations to quote 
 
Invitations to submit quotations should normally be in writing.  Invitations must be issued 
in identical terms, simultaneously to all suppliers selected.  The instructions to suppliers 
must include the following: 
 

 The latest time of quotations. 

 A copy of specification. 

 Statement to the effect that non-compliance with instructions may lead to 
disqualification. 

 

7.  Expenditure 

 
Expenditure on goods and services within the estimates shall only be incurred after 
approval by the appropriate Committee, except that approval by the council of estimates 
of a Committee shall unless the Council otherwise decide be deemed to be approval for 
the Town Clerk to incur expenditure upon: 
 

 Claims which by the stature have to be met, including any County Court Judgement. 

 Salaries and wages and any other expenses of staff employed within the approved 
establishment. 

 Repairs and maintenance of buildings, grounds and equipment. 

 Normal day-to-day requirements of the service including minor works, supplies and 
replacement of equipment. 

 Supplies and services costing under £10,000, either capital or revenue, may be 
ordered by an authorised Officer from a previously approved budget subject to receipt 
of quotation where applicable. 

 Any proposed capital expenditure over £10,000 must be subject to specific Committee 
approval regardless of it being financed from a previously approved budget, although 
no such approval is needed in the case of revenue expenditure exceeding £10,000 
from a previously approved budget. 

 

8.  Authorisation of Expenditure 

 
 Expenditure on goods and services within the estimates approved by the Council may 

be authorised, subject to the provisions of the Council’s Standing Orders on Contracts, 
by the Town Clerk or by delegation to another Senior Officer. 

 The certification of an invoice prior to payment by those officers shall be taken to mean 
that the certifying officer is satisfied that the goods or services to be paid for have been 
received by the Council and represent proper value for money. 

 In case of emergency an order may be given by the persons authorised above and 
where items of a trivial amount are purchased from suppliers with whom no account 
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is held, payment may be made on the authority of the Town Clerk in cash or from the 
imprest account held for that purpose. 

 

9. Tendering 

 
Tendering is basically a more formal and exhaustive method of obtaining quotations.  
Legally, a tender submitted by a supplier is a legal offer, and when accepted by the Town 
Council, a formal contract exists. 
 
Tendering must be used for all purchases where there is a possibility that the overall 
contract value may exceed £65,000 although in some instances it may be advisable 
to use the tendering procedure below this figure. 
 

Invitations to Tender 
 
An invitation to tender comprises the following documentation. 
 

 Covering letter specifying date and time for return of Tender 

 Conditions of Tender 

 Conditions of Contract 

 Financial Cost Statement 

 Specification 

 Form of Offer 

 Stamped envelope for return of Tender specifying date and time for return. 
 

It is the responsibility of the Spending Officer to produce a Tender document, although 
the appropriate Manager can provide advice on format and content if required. 
 
Where the use of a third party is felt necessary, the above must still be complied with and 
tenders returned to the Town Council. 
 
Further information on preparation of a Specification is given in section 4 and a template 
example is given in section 16 Appendix 1. 
 

Financial Cost Statement 
 
The financial Cost Statement is the pricing schedule which tenderers must complete.  Its 
purpose is to ensure that all tenderers submit prices on a common basis and in a common 
format, making evaluation more straightforward.  For instance, with consultancy 
contracts, the Manager must consider whether the contract is to be priced on a fixed price 
or time based rate basis.  Similarly, where the contract is for the purchase of goods, are 
prices required per item or for multiple thereof? The financial Cost Statement should 
therefore state the basis of pricing, and leave spaces for the tender to insert prices. The 
mechanism for pricing scope variations, where applicable, should also be included here. 
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Social Value Impact Statement 
 
Social Value impact statements will be required for tenders over £20,000. These should 
be produced and submitted with tenders as per Appendix 3 of this procurement guide. 
 

Tendering Period 
 
The time allowed for return of tenders depends on the complexity of the contract, and the 
amount of information being requested as part of the tender submission.  Normally, a 
minimum period of two weeks should be allowed: however, this period may be reduced 
in some circumstances provided that all tenders have been contracted prior to the 
invitation to Tender, and are able and willing to meet the timescale. 
 
During the period between invitation to tender and receipt of tenders, it is vital that all 
tenderers are treated equitably and equally.  For instance, any queries of substance 
raised by one tenderer must be answered to all tenderers simultaneously.  Similarly, if 
one tenderer requests an extension to the tendering deadline, and this is accepted, then 
the deadline must be extended for all tenderers. 
 

Tender Opening 
 
When tenders are received they are opened simultaneously by a Councillor’s Tender 
Panel, which is to comprise a minimum of 2 councillors who will record prices and sign 
tender documents accordingly to ensure propriety and regularity.  This process will be 
administered and evaluated by a Manager and the result of tenders will then be reported 
to Committee. 
 

10.  Tender Evaluation 

 
Once tenders have been received from suppliers, they must be evaluated to ensure that 
the Best Value for money tender is accepted.  In majority of cases, pre-tender appraisal 
of suppliers, who are all accepted, subject to analysis to ensure that the tender is 
compliant.  However, in many contracts, particularly those for the provision of 
consultancy, research and other services, whilst all tenders may be capable of meeting 
the requirement, some may be capable of meeting it better than others.  In such cases, 
tenders are evaluated in terms of both cost (in £’s), and pre-defined quality criteria, and 
a judgement must be made, if the lowest cost involved is compensated by a suitable and 
relevant increase in quality.  This, in essence, is the assessment of Best Value. 
 

Cost 
 
The whole life cost of the asset or service being provided is to be assessed for each 
tender.  Note that cost does not necessarily equate with price as other factors such as 
maintenance costs and re-sale value should be considered.  Where the actual cost 
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exceeds the estimated cost, a 5% overspend may be permitted with the section 151 
Officers approval. 

 
Quality 
 
In order to ensure that the evaluation process can be seen to be ethical, quality criteria 
should be documented prior to the receipt of tenders.  Quality criteria may include such 
factors as proposed methodology, quality of staff, availability of resources etc.  
 

11.  Post Tender Evaluation 

 
Once bids (i.e. tenders or quotes) have been evaluated, it may be possible to improve the 
overall value for money of bids through the use of negotiation.  Effective negotiation is 
much more than simply bargaining or haggling, and demands certain skills which can be 
identified and put into practice.  For this reason, any post tender negotiation must be 
planned thoroughly. 
 
Post-tender negotiation may be entered into with the two or three tenderers who offer the 
best overall value for money as defined by the tender evaluation process.  However, in 
certain cases, where evaluation has proved a clear leader, only this tenderer needs to be 
negotiated with. 
 
In deciding when to negotiate, it is important to remember that potential areas of 
improvement may involve areas other than cost.  For instance, improved delivery times 
(for goods as well as service) can be negotiated which will raise the overall quality of the 
bid.  As far as the contract is concerned, even where one particular bid offers the lowest 
overall cost, there may still be opportunities for reductions in cost in certain areas. 
 
If during such negotiations the requirement is vastly changed, the Town Council should 
give serious consideration to re-tendering and reserve the right to do so if necessary. 
 

12.  Contract Award 

 
The authorisation of purchase or awards of contract involves separate levels of 
authorisation. 
 
The contract award must be authorised by: 
 

Amount Authority  

Up to £7,500 Manager/ Designated Spending Officer / RFO 

£7,501 - £65,000 Section 151 Officer (RFO – approval ) & Committee where 
relevant. 
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Amount Authority  

£65,001 and 
over 

Committee Approval 

 

Town Council Financial Regulation No 11: Contracts 
 
To be read in conjunction with Standing Orders 
 

 The Responsible Financial Officer should keep an approved list of tenderers and 
Follow tender procedures. 

 The Town Clerk shall arrange for the keeping of a Register of Tenderers received. 

 The final sum due under any major contract shall not be certified for payment until 
RFO or Town Clerk has carried out or arranged for an audit examination of the final 
Account. 

 Authorisation must also be obtained to ensure expenditure under the Order Book 
Scheme of Delegation, by an individual suitably empowered by the Management 
Team. The Mechanism for this authorisation involves purchase requisitions and/or 
Contract forms for use in connection with the Town Councils Accounting system. 

 
Tenders that fail to comply with the specification should not be treated as valid tenders.  
The lowest whole-life cost, after Post-Tender Negotiation is the method used to ascertain 
lowest tender, rather than price.  In certain circumstances, the lowest tender, whilst 
complying with the minimum requirements of the specification, will clearly result in 
additional costs for the Council, which will be avoided by accepting a higher tender.  In 
such circumstances, “preferred tender not the lowest” is required. 
 
Once the above authorisations have been obtained, a contract award letter will be sent 
by the Manager to the successful tenderers, for contracts in excess of £20,000.  The 
Manager will also notify unsuccessful tenderers accordingly.  For contracts below £10,000 
the successful supplier will be formally notified via the purchase order, which will be raised 
by the relevant nominated officer. 
 
Any unsuccessful tenderer may request a de-brief in respect of their tender although the 
Town Council reserves the right not to declare all information relating to the award of the 
relevant contract. 
 

13.  Contract Management 

 
Once a contract has been let, it is the responsibility of the Manager to ensure that as far 
as practicable, the goods or services are delivered to time, cost and quality.  The 
following measures may be applicable. 
 

 Detailed inspection of goods and equipment provide by contractor to ensure that 
they comply with the specification. 
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 Continual appraisal of the specification to ensure that matters such as delivery dates 
are adhered to. 

 For service contracts, regular progress meetings are advisable.  Milestones should 
be established and reviewed, and performance assessed against pre-agreed 
measures. 

 Procurement assistance is available with the above if required and the Section 151 
Officer should always be advised in case of unsatisfactory performance, in order 
that: 

o Suitable measures can be taken under the contract, such as 
compensation, and, as last resort termination. 

o Any such incidents will be considered before inviting the contractor to 
tender for other contracts. 

 

Variation and Extension 
 
From time to time, variation and extensions to contracts are required.  These require 
varying types and levels of approval, depending on their nature.  These generally fall into 
three areas. 
 

 Time extensions with no extra cost: These can be issued by the Manager to the 
contractor.  No further authorisation is required. 

 Extensions to fixed term contracts: These are classified as single tender actions, and 
require Section 1512 Officer Approval, unless reference was made in the original 
Tender Document to the possibility of extension. 

 Extra work within the same overall contract: The approval required here depends on 
the nature of the extra work.  If it is essentially, an area that would have formed part 
of the original specification had it been envisaged at the time, then no approval is 
necessary other than normal “incur expenditure” approval under the Section 151 
Officer. If, however, it is a distinct item of work separate to the specification, such as 
an extra phase, Committee approval is required. Obviously there are grey areas in 
this definition, and a pragmatic view should be applied. If in doubt speak to the 
appropriate manage or Section 151 Officer. 

 

14.  Regular Service Contracts 

 
Regular Service Contracts are arrangements with suppliers to provide an unspecified 
amount of goods and services at fixed prices, over a fixed period of time.  They are used 
to purchase items on a regular basis to avoid obtaining quotes/tenders on each occasion 
these items are required. 
 
The majority support specialist requirements of Council Facilities. 
Examples of those likely to be relevant are as follows; 
 

 Stationery 
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 Computer equipment/Ongoing support 

 Fuel Supplies 

 Contract Cleaning 

 Alarm and Fire Systems 
 
The Responsible Financial Officer has a full list of all contracts, and should be contacted 
in instances where opportunities for development of further contracts were identified. 
 
Note that the use of Regular Service Contract where they exist is mandatory, i.e.: 
other suppliers must not be used for the purchase of these foods or services 
unless authorised. 
 

15. Social Value 
 

The Town Council description of Social Value is: 

‘If £1 is spent on the direct delivery of services, can the same £1 also produce a 

wider benefit to the community’ 

The Town Council will have regards to social value and community engagement within 

the Procurement procedures, as required by the Town Council’s Financial Regulations, 

to considering price and quality value and in addition the economic, social and 

environmental benefits in its decision making, with a scoring matrix to support this. The 

scoring weighting should reflect the needs of the project / service being procured and will 

be identified within the specification stage of any tendering process. The council social 

value is described as follows: 

The Town Council Social value aims are: 

to move beyond making decisions purely based on financial cost or price alone.  Instead 

the councils will advocate to seek ‘value for money’ in its widest sense by considering the 

social benefits (involving people, culture, and interactions), economic benefits (such as 

money flow and financial resources to the town) and environmental benefits (involving the 

place in which people live, the planet and use of resources). 

16.  Employed Consultants 

 
It is important to be clear about the reasons for hiring an external consultant.  Before 
beginning the process of hiring an outside firm, Managers should have determined that 
in-house resources are not sufficient and that the extra expense involved in hiring a firm 
of consultants is clearly justified. 
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Managers should always prepare a detailed project brief before selecting a consultant.  If 
necessary, it can be refined later to take account of the consultants’ idea.  The brief 
becomes the consultants’ Terms of Reference. 
 
The discipline of preparing a detailed project brief is helpful because it forces Managers 
to consider what they want to achieve from the project.  It also helps them to assess the 
extent of the commitment they will need to make to the project in providing data to the 
consultants; attending meetings, reviewing results etc.  A clear project brief is also 
necessary to facilitate evaluation on completion. 
 
The lack of a project brief can lead to misunderstanding between consultants and client. 
 
The following is a checklist for Managers in the use of consultants. 
 
Check list for Managers 
This checklist is designed to provide Managers with a summary of good practice in 
commissioning and managing consultants. 
 
Identification of need: 

 Identify the objectives of the project and what the recommendations are intended to 
achieve or change. 

 Consider the availability of potential in-house resources before seeking to engage 
external consultants. 

 Assess and document the benefits of employing consultants in the light of probable 
cost. 

 Identify costs of Council’s contribution, i.e., time of Manager, Working party and 
staff. 

 Agree a budget. 

 Obtain approval Section 151 Officer and Committee, if appropriate. 

 Ensure that any committee report seeking approval for consultants specifically 
addresses the justification for commissioning consultants. 

 
Preparation of Project Brief: 

 The Project brief should include: 

 Background to the project 

 Project objectives 

 Expected product or deliverables 

 Project timetable 

 Council’s own contribution 

 Reporting requirements 

 Relevant source documents available for inspection. 
 
Request for Proposals or Invitation to Tender 

 The request for proposals or invitations to tender includes: 

 Basis upon which tenders are sought (fixed price or daily rate) 



Revised Draft at 21.02.21 (P & F)  
 

14 | P a g e  
 

 Specification of minimum number of tenders 

 Timetable for submitting proposals 

 Contact name and telephone numbers for enquiries 

 Details of any pre-bid conference 

 These documents include what the Council requires in each consultant’s proposal. 
This might include: 

o An outline of the consultants’ approach or understanding of the project 
o Summary of the firm’s relevant experience 
o Cost including proposed hours for each team member and rate/hour 
o References 

 
Selection of Consultants 

 Where larger projects are concerned, form a Working Party if appropriate. 

 Set comprehensive criteria against which proposals will be evaluated, including: 

 Price 

 Experience and qualifications of consultancy team members 

 Understanding of client’s needs 

 Feasibility and credibility of proposed approach 

 Ability to complete the project on time 

 Check references 

 Establish what previous work has been done for the authority by the consultants and 
how successful it was. 

 Clearly document why tenders were chosen and rejected. 
 
Employment of Consultants 

 Draft agreement ensuring that it contains the following elements: 

 Description of all project deliverables 

 Project schedule with key milestones 

 Fees, including definition of reimbursable expenses 

 How payment will be made 

 Reporting arrangements 

 Arbitration/termination arrangements 

 Involvement of named Council staff 

 Terms of reference agreed between the authority and the consultants should be 
attached to the agreement and incorporated by reference. 

 Agree clear end-point and procedures for “signing off” project when complete. 

 Once the contract is signed, give consultants official notification to proceed in 
writing.  This can include information to the consultants on the Authority’s preferred 
format for invoices. 

 
Monitoring Progress 

 Appoint a named Project Officer, and, where justified, Working Party responsible for 
overseeing progress. 

 Monitor consultants’ progress key milestones. 
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 Monitor costs against budget; ensure that the invoices are charged against correct 
account codes. 

 Arrange regular progress meetings. 

 Scrutinise invoices and obtain necessary approvals. 
 
Record Keeping 

 Set up and maintain contact file which should include: 

 Project brief or terms of reference 

 Minutes showing member approval, if needed 

 Agreement between authority and consultant 

 Document of the selection process 

 Record of payments made under the agreement 

 Implementation plan 
 
Reviewing Performance 
 

 Establish formal review process when project is finished. 

 Complete a project evaluation put in contract file 
 

17.  Appendix 1 Example of Tender Document 
 
Form of Tender – [Project Title/Description] 
 

To Client:   Weston-super-Mare Town Council 

Quote in Respect of: [Project Summary] 

Quote Return Deadline: [Deadline date and time] 

Sirs, 

Having read the requirements of the project management brief and associated 

documentation delivered I/We do hereby offer to execute and complete the whole of 

the works described for the annual sum of  

………………………………………………………... (in words) (exclusive of VAT)  

£…………………………………………………… (in numbers) (exclusive of VAT) 

I/We agree that the information supplied with this Form of Tender are complete and 

correct and that this quotation remains open for consideration for 12 weeks from the 

date fixed for the submission of quotations. In the event of our quotation being accepted 

we will execute a formal contract with Weston-super-Mare Town Council. We 

understand and acknowledge that no pledge is given to accept the lowest or any other 

tender. 
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We acknowledge that if our quotation is accepted, we will be appointed as Principle 

Contractor as defined in the Construction (Design & Management) Regulations 2015 

and we confirm that we will comply in all respects with the requirements set out therein. 

We have not computed the amount of my/our quotation figure by consultation with any 

other person, firm, company or organisation of any kind whatsoever (except where it 

was essential for the purpose of obtaining prices for materials and/or services). 

Contractor:……………………………………………………………………………….  

Date:………………………………… 

Address: ……………………………………………………………………………… 

 

Signature: ……………………………………………………………………………… 

 
18.  Appendix 2 Contract Standing Orders 

1. Procedures as to contracts are laid down as follows: 
 
1.1 Every contract shall comply with these financial regulations and no exceptions 

shall be made other than in an emergency as described at regulation 3.5 
provided that these Regulations shall not apply to contacts which relate to items 
1 to 5 below 
 
1. for the supply of gas, electricity, water, sewerage and telephone services. 
2. for specialist services such as provided by solicitors, accountants, 

surveyors and planning consultants. 
3. for works to be executed or goods/materials to be supplied which consist of 

repairs to or parts for existing machinery or equipment or plant. 
4. for work to be executed or goods or materials to be supplied which 

constitute and extension of an existing contract by the Council. 
5. for goods or materials proposed to be purchased which are propriety articles 

and/or are only sold at a fixed price. 
6. for additional audit work of the external Auditors up to an estimated £250 

£1000 (in excess of this sum the Clerk and RFO shall act after consultation 
with the Chairman and Vice Chairman of Policy & Finance Committee); 
 

1.2 Where it is intended to enter into a contract exceeding £5,000 in value for the 
supply of goods or materials of for the execution of works or specialist services 
other than those exceptions listed in paragraph 1.1 the RFO shall act in 
accordance with Standing Order 39. 
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1.3 When applications are made to waive financial regulations relating to contracts 
to enable a price to be negotiated without competition the reason shall be 
embodied in a Resolution of the Council. 

 
1.4 Any invitation to tender shall state the general nature of the intended contract 

and the Town Clerk / RFO shall obtain the necessary technical assistance to 
prepare a specification in appropriate cases. The invitation shall, in addition, 
state that the tenders must be addressed to the Town Clerk in the ordinary 
course of post. Each tendering firm shall be supplied with a specifically marked 
envelope in which the tender is to be sealed and remain sealed until the 
prescribed date for opening tenders for that contract. 

 
1.5 All sealed tenders (Above £25,000 as per Public Contracts 2014/24/EU) shall 

be opened at the same time on the prescribed date by the Town Clerk or RFO 
in the presence of at least two Members of the Council. 

 
1.6 If less than three tenders are received for contract above £25,000 10,000 or if 

all the tenders are identical the Council may make such an arrangement as it 
thinks fit for procuring the goods or materials or executing the works. 

1.7 Any invitation to tender issued under this regulation shall contain a statement 
to the effect of Standing Orders 39(e) and 39(f). 
 

1.8 When it is intended to enter into a contract of less that £25,000 in value for the 
supply of goods or materials or for the execution of works or specialist services 
other than those exceptions listed in paragraph 1.1, the RFO shall apply 
principles detailed in standing order 39.2(a) The RFO shall strive to obtain three 
estimates. Otherwise, regulation 10 (2) above shall apply. 

 
1.9 The Council shall not be obliged to accept the lowest or any tender, quote or 

estimate. 
 

1.10 The Council will work within its Procurement Policy. 
 

2. Where there is any procurement and award of a contract covered by the 
Regulations 2015 (“the regulations”) which is valued at £25,000 or more, the 
council shall comply with the relevant requirements of the Regulations. The full 
requirements of the Regulations, as applicable, shall be followed in respect of the 
tendering and award of public supply contract, public service contract or public 
works contract which exceeds thresholds in The Regulations set by the Public 
Contracts Directive 2014 / 24 / EU (which may change from time to time). 
 

 

19. Appendix 3 – Social value scoring Matrix for tenders: 
 
The matrix is based on the National TOM’s- Themes, Outcomes and Measures objectives 
in order to have regard for Nationally recognised measurements.  



Revised Draft at 21.02.21 (P & F)  
 

18 | P a g e  
 

 
Link to National Themes, Outcomes and Measures document 
 
The council will apply this model to its own strategy (2020 – 2030) and agreed themed 
Pillars being: 
 

 Weston View – Measures to promote and better present the Town. 

 Cleaner and Greener – Measures to improve the local environment. 

 Healthier and Happier – Measures to promote the health and wellbeing of local 
residents. 

 A Bright Future – Measures to support and enhance the local economy. 

 Heritage, Arts and Culture– Measures to ensure that Weston super Mare 
thrives as a vibrant place for arts and culture 

 

Town Council 
Strategy 
Theme 

Measurement  Description Scoring Requirement 

Weston View / 
Healthier and 
Happier 

Social Through this Theme 
the council is aiming 
to create, healthier 
and a more resilient 
community 

Interested parties must be 
able to demonstrate and 
provided detail via an impact 
statement of how there 
company has had regard for 
the local community within 
their tender documentation. 

Cleaner and 
Greener / 
Healthier and 
Happier 

Environmental Through this Theme 
the council is 
focused on 
decarbonisation and 
safeguarding the 
planet. 

Interested parties will be 
required to provide an 
environmental impact 
statement as part of the 
tender process to 
demonstrate regard to the 
environment within the 
works required. 

A Bright 
Future 

Growth This Theme 
supports the growth 
of responsible 
regional business 
via local jobs or 
utilising local skills 
and employment.  

The council will have regard 
for the local economy. 
Companies will be required 
to provide detail of how they 
have regard for local growth 
in the tender documents: 
companies that are able to 
demonstrate meeting this 
criteria will be preferred 
(subject to meeting all other 
criteria and cost comparison 
is competitive – this will be at 
the councils discretion) 
Interested parties must  be 
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Town Council 
Strategy 
Theme 

Measurement  Description Scoring Requirement 

able to demonstrate 
paying the RLW to staff 
they employ.  

Heritage, Arts 
and Culture 
(HAC) 

Innovation This Theme looks to 
support the towns 
Heritage, Arts and 
Culture where 
relevant. 

Depending on specifics 
within the tender, where 
relevant the Council will 
require an impact statement 
from interested parties which 
demonstrates regard to HAC 
and the positive impact their 
services will bring to this 
within the town. 

 


