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Total Value 
>£75,000

No

Yes

O
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Placing an item on the Rolling Procurement Plan (RPP)

Total Value 
>£30,000

Programme or 
Project funded 

through external 
sources

Obtain approval 
from relevant 

Project/Pro’gme
Board

Obtain approval 
from Portfolio 
Advisory Board

Request contains 
unusual features

Notify 
Procurement 

Board

Cause for 
Concern or 

conflict with 
other matters

Within 72 hrs 
notify HOP of 

concerns

Send RPP to 
P’Board and Key 

Stakeholders 
every month

Publish on SHG 
website every 

month

No Requirement 
to place on RPP

Yes

No

Yes

No

Yes

No
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Yes
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Approval of the Specification

Total Value 
>£30,000

Yes

No

Yes

NoYes

No

Approve 
Specification

Programme or 
Project funded 

through external 
sources

Consult with 
Exco

Approve 
Specification

Approve 
Specification

Prepare 
Specification
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lio
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Consult with 
Exco

Classified as 
High Complexity 
(with National 
Importance)

Classified as 
High Complexity 
(with National 
Importance)

Classified as 
Low Complexity

No

Yes



Complete ATC
Form

Reviews ATC  form, 
Specification and 

Quote/Tender Pack
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Approve ATC 
Classified as 

Low Complexity

Complete
Specification

Reviews ATC  form, 
Specification and 

Quote/Tender Pack
Approve  ATC

Obtain Authority to Commence Procurement (ATC)

Confirm 
Procurement is on 

Rolling Procurement 
Plan

Total Value >£30,000

Classified as 
Medium Complexity

Reviews ATC  form, 
Specification and 

Quote/Tender Pack

Classified as 
High Complexity with 
National Importance

Approve  ATCConsult with Exco

Yes Yes

No

No

Yes

No

Yes



Produce 
Quotation pack

Advertise on e-
tendering portal
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Procurements Classified as Low Complexity or <£30,000

Receive Quotes / 
Tenders

Arrange for 
Contract  Docs to 

be signed
Evaluate Award Contract

Place Record of 
Contract on SHG 
Contract Register

Monitor 
Contract 

Performance

Invitation to 
Tender with at 

least 3 responses

Send Quote pack 
to interested 

parties

Produce Award 
Recomm’n

Report

Price less than 

the greater of 

110%, or £5,000, 

of the RPP value

Mobilisation

Yes

No

Give authority to 
Award

Respond to 
clarification 
questions

Total value is 
<£5,000

Total value is 
<£75,000

Obtain at least 3 
written 

quotations

Obtain at least 1 
written 

quotations

Advertise locally, 
if required

Refer to 
Procurement 

Board

No

No

Yes

Yes

Produce Tender 
pack

Proceed at 
Accounting 

Officers 
discretion
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Procurements Classified as Medium Complexity

Receive Tenders

Arrange for 
Contract  Docs to 

be signed

Evaluate 
Commercial 
component

Award Contract

Place Record of 
Contract on SHG 
Contract Register

Monitor Contract 
Performance

Produce Award 
Recomm’n

Report

Price less than 

the greater of 

110%, or £5,000, 

of the RPP value

Mobilisation

Give authority to 
Award

Respond to 
clarification 
questions

Advertise locally, 
if required

Refer to 
Procurement 

Board

No

Yes

Evaluate
Technical 

Component

Combine 
Technical &
Commercial 
Evaluation
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Advertise on e-
tendering portal
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Procurements Classified as High Complexity

Receive Tenders

Arrange for 
Contract  Docs to 

be signed

Evaluate 
Commercial 
component

Award Contract

Place Record of 
Contract on SHG 
Contract Register

Monitor Contract 
Performance

Produce Award 
Recomm’n

Report

Procurement of 

National 

Importance

Mobilisation

EXCO give authority 
to Award on the 

recommendation of 
Procurement Board

Respond to 
clarification 
questions

Advertise locally, 
if required

No

Yes

Evaluate
Technical 

Component

Combine 
Technical &
Commercial 
Evaluation

H
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Consult with 
Exco
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Give authority to 
Award


