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1. Introduction 
 

1.1. Procurement is a complex function guided by numerous policies and statutes. A 
comprehensive Procurement Policy is critical to ensuring that all stakeholders involved in 
procurement follow the proper procedures and rules, and that there is a clear and 
consistent understanding of the regulations and organisational approach to procurement.  
 

 
1.2. This Procurement Policy has four main purposes:  
 

- To obtain best value in the way the Council spends money, so that it may in turn offer 
good quality and more cost-effective services to the public.  

- To support the ability of the Council’s officers to procure and manage goods, services 
and suppliers effectively, including informing all Council staff of the appropriate 
procedures and responsibilities.  

- To enable the Council to comply with legal obligations that govern the spending of 
public money such as the Public Contracts Regulations 2015. 

- Wherever possible, practicable and financially viable, support the local economy by 
prioritising local procurement of goods and services within Northamptonshire. 

 
2. Procurement principles 

 
2.1. The Council shall only enter into a contract with a supplier if it is satisfied as to the supplier’s 

suitability, eligibility, financial standing and technical capacity to undertake the contract by 
carrying out appropriate due diligence. 

 
2.2. The Council recognises the benefits to the economy of using local businesses and will seek 

out local contractors and suppliers wherever possible, practicable and financially viable.  
 
2.3. The Council recognises the importance of sustainability and will take into account the 

environmental, social and economic impacts of its purchasing decisions. The Council will 
encourage the purchase of locally sourced products and, where possible, prioritize products 
and materials that originate from sustainable sources and accredited sustainable companies. 
In order to: 

 
• Minimise waste and maximise efficiency 
• Minimise travel  
• Minimise energy consumption  
• Promote greater use of new sustainable technologies  
• Keep material consumption to a minimum 

 
2.4. All contractors and suppliers contracted for the Council will be required to comply with the 

Council’s Health & Safety policy and any rules specific to the site of operation. Provision of 
suitable risk assessments and method statements will be a condition of all such contractors. 

 
2.5. The Council requires all contractors contracted for the Council to maintain adequate 

insurance, including but not limited to Public Liability insurance of; 
• Contracts under £25,000 a minimum of £5 million. 
• Contracts over £25,000, a minimum of £10 million 

 
2.6 All procurement will adhere to the requirements set out in the council’s Financial Regulations. 

 
 
 
 



Adopted by Finance and Governance Committee 23.1.24 FG23/37  

3. Equality and sustainability 
 

3.1. The Council recognises the importance of sustainability and will take into account the 
environmental, social and economic impacts of its purchasing decisions. 

3.2. The Council recognises its duty to protect biodiversity under the Environmental Act 2021. To 
meet this duty the Council will wherever possible purchase products that protect biodiversity, 
for example peat-free compost. 

 
 

4. Pre-approval of contractors 
 

4.1. In respect of contracts that may be exempt from the Public Contracts Regulations 2015, the 
Council has a register of pre-approved contractors to supply routine services or who can be 
called on to provide emergency services. 

 
4.2. Contractors wishing to be included on the Council’s register of approved contractors will be 

required to complete a registration form (See Appendix A). 
 

4.3. The register of approved contractors will be reviewed periodically. 
 

5. Best value 
 

5.1. Normally the Council will accept the quotation, estimate or tender that provides best value for 
money, however, the Council is not obliged to accept the lowest of any tender, quotation or 
estimate. 

 
6. Purchases on account 

 
6.1. The Council maintains monthly accounts with suppliers of regular purchases. All purchases on 

Council accounts may only be made by authorised Council officers who must be provided with 
a receipt. Limits will be set on each account on the maximum value of individual purchases 
and the overall balance on the account. Expenditure over these limits must be authorised in 
advance by the council in accordance with the council's Financial Regulations. 

 
7. Specifications 

 
7.1. Enquiries and invitations to Tender shall be based on a written specification. The specification 

shall adequately describe the requirement procedure in sufficient detail to enable effective 
procurement in accordance with these rules. 

7.2. The specification must include: 
• Works required 

• Budget available 

• Advertising period 

• Closing date for submissions 

• Name and address of person to submit the tender and to request clarification 

• Weighting criteria 

• Project start date and completion date 

• Stand still period 

 
7.3. The tenders shall be kept in the custody of the Town Clerk until the time and date specified 

for their opening. 
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7.4. Tenders shall be opened by the Town Clerk in the presence of the Chairman or Vice-
Chairman of the Finance and Governance Committee. Tenders shall be date stamped and 
signed on all pages containing price information. 

 
7.5. Quotations and tenders may be received electronically provided they are kept in a separate 

secure folder under the control of the Town Clerk which is not to be opened until the deadline 
has passed for receipt of tenders. 

 
8. Acceptance of Quotations and Tenders 

 
8.1. Every successful quotation/tender shall be accepted in writing. The tender that offers best 

value to the Council shall be accepted. Each tender shall be evaluated for the price and 
quality to ascertain the most economically advantageous tender. 

8.2. Evaluation of tenders will be conducted based on pre-defined criteria, including but not 
limited to price, quality, compliance, and delivery terms.  

8.3. The contract will be awarded to the supplier that best meets the evaluation criteria, subject 
to approval by the designated procurement authority. 

8.4. Upon awarding the contract, all unsuccessful bidders will be informed promptly, providing 
feedback upon request. 

8.5. Where the authorised person considers it in the best interest of the Council, they may 
negotiate with the tenders whose tenders are being considered for acceptance. No 
negotiation on contracts whose value is in excess of £25,000 can take place without reference 
to the Chairman of the Finance and Governance Committee. Any negotiations which would 
distort competition is expressly forbidden. 

8.6. Arithmetical errors found in any tender when checking shall be dealt with as follows:  

• the tenderer shall have the error pointed out to them and be offered the opportunity 
to stand by their original tender,  

• or their corrected tender,  
• or withdraw it. 

 
 

9. Review 
 
 

9.1 The council will conduct a review of the list of preferred suppliers every two years. 
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APPLICATION FOR INCLUSION ON WELLINGBOROUGH TOWN 
COUNCIL’S APPROVED CONTRACTOR LIST 

 
 

Business 
 

 
Business 

address 

 

 
Postcode 

 

 
Telephone 

 
Email 

 
Services 
provided 

 

Years in 
business 

 

Memberships/ 
professional 

bodies 

 

 
 
 
 

Declaration 

 
 
 
 
 
• I understand that the Council requires me to hold Public Liability 

Insurance for contracts for a minimum of £10,000,000. 
• I confirm that I will supply a copy of my PLI policy schedule annually 

at renewal. 
• I am aware that I am required to comply with the Council’s health and 

safety and equality policies. 
 

Signed 
 

Date 

 
Name 

 

 
Position 

 

Please email completed form to clerk@wellingboroughtowncouncil.gov.uk
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