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Delegated Duty  Value Delegated Authority  Method 

Ordering Goods and 

Services (raising 

requisitions; all 

requisitions must be 

completed with accurate 

and up to date pricing 

from chosen supplier) 

Up to £6,000 (inc 

VAT) 

Budget Holder Trust 

Procurement Manager or 

DH/AMA in times of absence) 

Selection from suppliers 

previously used or known 

for good service with 

consideration for best 

value. New suppliers will 

be checked in accordance 

with Trust Financial 

Regulations. 

 £6,001 to £35,000 

(inc VAT) 

As above Trust Procurement 

Manager to approve. Should 

budget be a concern Trust 

Procurement Manager has 

discussion with DH/AMA prior 

to approval.  

Minimum of three quotes: 

should item be specialist 

then consideration for best 

value required. Written 

details of quotations 

obtained will be held on 

the online finance system.  

Orders will not be placed 

until quotes are received.  

In exceptional 

circumstances when three 

quotes cannot be 

achieved a written 

explanation must be 

provided. 

  

 Above £35,001 (inc 

VAT)  

As above Trust Procurement 

Manager to approve plus 

approval from CFO, CEO & 

Trust FAC committee to 

approve from budget 

perspective. No orders to be 

placed without the correct 

approvals to be received. 

Approved Frameworks to 

be used. 

 Authority to accept 

other than lowest 

quotation or tender 

CFO & Accounting Officer if 

below £35,001 or if higher 

Written submission to 

Governor Panel of 

reasons why the quotes 
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and place order for 

goods that are 

unique and tender 

not possible 

than Finance & Audit 

Committee 

have not been sourced 

and action taken.  

Signatories for cheques, 

BACS payment 

authorisations and other 

bank transfers 

In accordance with 

limits set with bank. 

Payroll – Trust Finance Lead 

first authoriser with CEO or 

Deputy CEO as second 

authorisor 

Supplier payments – 2 from 

CFO/Trust Strategic Lead; 

Finance and Facilities. CEO 

to authorise should any 

invoices be above £35,000 

and if the PFI payment is to 

be made CEO to authorise 

Other payments – DH first 

authorises with CEO/AMA 

second.  

 

Virement of budget 

provision between budget 

headers  

Up to £20,000 Chief Finance Officer 

reporting to Accounting 

Officer 

 

 £20,001  As above plus reporting to 

the Finance & Audit 

Committee 

 

Disposal of assets Up to £5,000 Finance & Audit Committee  

Write-off of bad debts Items above 1% of 

income or £45,000 

whichever is 

smaller 

Approval by ESFA  

Purchase or sale of any 

freehold property 

Any ESFA approval required  

Granting or accept of any 

leasehold or tenancy 

Any ESFA approval required  
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agreement exceeding 

three years 

   

 
Approval to be sought from Trust Finance & Audit Committee either formally at the next 
scheduled meeting or in an e-way if time is a factor for the procurement. No orders to be sent 
to supplier without the relevant approvals. 
 
Please note the order value to determine the procurement level for quotes/tender limits is for 
the full contract value including VAT so if the contract terms are for longer than 1 year the full 
cost should be considered. 
 

Please note the above regulations do not apply to external audit contract which is 
recommended not to be put to tender on an annual basis. 
 
PFI contracts are not included with the Trust Procurement. 


