
 

 

FINANCIAL PROCEDURE RULES 

 
STATUS 
 
These Financial Procedure Rules provide a framework for managing the Council’s financial affairs. They 
apply to every Officer and Member of the Council and anyone acting on its behalf. 
 
The Chief Finance Officer is responsible for issuing advice and guidance to underpin the Financial 
Procedure Rules that Officers and Members of the Council and anyone acting on its behalf are required to 
follow. 
 
Failure to comply with the requirements of the Financial Procedure Rules may, if appropriate, lead to action 
being taken against officers under the Council’s Disciplinary Procedure and against Members by the 
Council’s Standards Committee.   
 
1. GENERAL 
 
 Statutory References 
 
1.1 Under Section 151 of the Local Government Act 1972, the Chief Finance Officer is responsible for 
the financial affairs of the Council and is particularly responsible for: 
 
(a) Supervising arrangements for the receipt of income due to the Council and   expenditure incurred by 
the Council. 
 
(b) The preparation and presentation of final accounts. 
 
(c) The maintenance of a continuous and effective internal audit of the Council’s activities. 
 
1.2 Under Section 114 of the Local Government Finance Act 1988 the Chief Finance Officer or in her/his 
absence a designated member of his staff has a duty to make a report if it appears to him that the Council, a 
Committee, a Member or Officer of the Council or joint committee on which the Council is represented: 
 
(a) has made or is about to make a decision which involves or would involve the Council incurring 
expenditure which is unlawful; 
 
(b) has taken or is about to take a course of action which, if pursued to its conclusion, would be unlawful 
or likely to cause a loss or deficiency on the part of the Council; or 
 
(c) is about to enter an item of account, the entry of which is unlawful. 
 
The Chief Finance Officer must make a report under Section 114 if it appears to her/him that the Council’s 
expenditure (including commitments) in a financial year is likely to exceed the resources (including sums 
borrowed) available to meet them. 
 
Any Officer of the Council who is or should be aware of the circumstances specified at (a), (b) and (c) above 
or any expenditure which is likely to exceed the amounts allocated in the Council’s Budgets shall notify the 
Chief Finance Officer to enable her/him to carry out their statutory duty. 
 
General 
 
1.3 Reference in these Rules to Portfolio Holders refer equally to Committees which manage budgets. 
 References to Directors include the two Directors, the Chief Executive and the Assistant Directors. 
 References to Departments refer to the accompanying administrative organisations. 
 In the absence of the Chief Finance Officer the Financial Services Manager, as deputy s151 officer, 
has delegated authority to carry out all actions within this part of the Constitution. 
  
1.4 Each Director shall consult the Chief Finance Officer with respect to any matter within his control 
which is liable materially to affect the finances of the Council before any provisional or other commitment is 
incurred or before reporting thereon to Members. 
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1.5 In allocating the duties of officers within their Departments, each Director shall arrange for internal 
checks to ensure that:- 
 
(a) The duty of keeping records relating to income shall not be carried out by officers who are also 
responsible for the collection of income. 
 
(b) The duties of issuing orders, certifying the receipt of goods or the completion of work, and approving 
accounts for payment shall be carried out by different officers. 
 
1.6 It is the duty of all officers appointing consultants to carry out work on behalf of the Council to bring 
these Rules to the attention of those consultants and instruct them to follow such procedures as are relevant. 
 
2. ACCOUNTING 
 
2.1 All accounting procedures and records of the Council and its officers shall be in a form approved by 
the Chief Finance Officer. Where such procedures and records are maintained in an Assistant Directorate 
other than that of the Chief Finance Officer the Director or Assistant shall, before giving approval, gain the 
Chief Finance Officer’s approval to any proposed changes. 
 
2.2 No accounting procedure or financial records shall be amended or discontinued without the prior 
approval of the Chief Finance Officer. 
 
2.3 All accounts and accounting records of the Council shall be compiled by the Chief Finance Officer or 
under her/his direction. 
 
2.4 The Chief Finance Officer shall ensure that all accounts, accounting records, balance sheets, etc of 
the Council are properly completed, presented to the Members and submitted to external audit in 
accordance with statutory requirements. 
 
3. BUDGETS - GENERAL 
 
3.1 Budget Preparation – will cover the forthcoming five year period and be subject to a timetable 
prepared by the Chief Finance Officer and approved by Cabinet. The Chief Finance Officer will produce the 
Five Year Medium Term Financial Plan on an annual basis in consultation with Cabinet Members and 
Management Team for approval by the Council. Regular updates of the strategic financial position will be 
provided to the Cabinet and Council. 
 
3.2 The detailed form of capital and revenue estimates shall be determined by the Chief Finance Officer 
in accordance with any general directions of the Cabinet and after consultation with the Management Team. 
 
3.3 Revenue Budgets – Staffing budgets shall be prepared by the Chief Finance Officer in consultation 
with the relevant Director. All other estimates of revenue income and expenditure shall be prepared by 
appropriate Directors in consultation with the Chief Finance Officer and submitted to Members for approval. 
The Chief Finance Officer shall collate the estimates and submit them to the Cabinet with a report setting out 
how this compares to the Council’s existing Medium Term Financial Plan. 
 
3.4 Capital budgets shall be prepared in the form of a rolling five-year Capital Programme. The Chief 
Finance Officer shall review and estimate the capital resources available to the Council over the five year 
period. Bids for the use of capital resources shall be made in a form agreed by the Cabinet, to include an 
appropriate level of project appraisal and an assessment of the revenue consequences of the capital 
scheme. The Cabinet shall be responsible for the allocation of resources within a viable Capital Programme 
for submission to the Council for approval. 
 
4. BUDGETARY CONTROL 
 
It is the duty of the Cabinet and/or every Committee to monitor and regulate the Council’s performance 
against the targets set out in the Corporate and Service Plans and how resources have been utilized against 
the approved Budget during each budget period.  
 
Financial sustainability of the Council is paramount and projected variations to approved budgets and 
service delivery must be properly managed within a robust control system. Directors and other Budget 
holders responsible for budgets shall maintain an effective system of budgetary control. Budgets are the 



 

 

reflection of service plans and variations in either must be matched to the other in performance and other 
reports.  
 
All budgets will be assigned to a budget holder who is responsible and accountable for spending and 
generating income in accordance with the approved budget and associated service plan. Budget holders are 
responsible for the underlying reliability of the financial data and service performance. The responsibility of 
Officers for budgets will be clearly defined and determined by the Chief Executive and Directors, who shall 
determine relevant procedures to be followed by those officers. (See 4.2) 
 
The Chief Finance Officer shall make available to all budget holders information on commitments, receipts 
and payments to enable them to carry out these duties and to allow them to monitor performance and make 
proposal/take decisions on changes. Budget holders will be provided with training to assist them (provided 
by the Chief Finance Officer). Each Director/budget holder shall utilize the Council’s corporate financial 
management system to maintain records of orders raised and other commitments, recording their effect on 
budgeted expenditure. 
 
The Chief Finance Officer has overall responsibility for the Budget Framework including the Budget 
Timetable, Budgetary Control reporting arrangements and preparation of the Year End Statement of 
Accounts.  Each Budget will have a single named Manager, determined by Management Team. The Chief 
Finance Officer is responsible for ensuring that the Budget and Council Tax Setting is carried out in 
accordance with the statutory deadlines. 
 
Finance Section responsibilities: 
 
The Chief Finance Officer is responsible for the following areas of budget setting and budgetary control: 
 

 assisting Assistant Directors and budget holders in the preparation of draft budgets 

 provision of timely, accurate, relevant financial information to budget holders to enable effective 
budgetary control to be carried out 

 budgetary control reporting arrangements 

 provision of financial advice and training to budget holders 

 to actively use information from Directors on service trends that may have a impact on budgets. 

  
Responsibilities of Directors: 
 

 preparation of detailed revenue budgets, including the compilation of information produced centrally, 
to the standards and timescales set by the Chief Finance Officer. 

 liaison with Accountancy and other staff in the provision of budgets 

 identification of areas in which budget savings and/or efficiencies can be made 

 assistance in the preparation of service reviews and the implementation of these and other approved 
changes to budgets. 

 identification of development proposals and implementation if approved 

 ensuring that budgets are consistent with approved service plans 

 identification and subsequent review of meaningful profiles for budgets “signing off” detailed budgets 
and profiles to indicate that managers accept their content and accuracy and believe that they are 
sufficient to deliver the service 

 monitoring budgets using monthly budgetary control reports and managing the service within budget 

 Where overspends are identified, or projected, to alert Directors or Management Team as 
appropriate and to propose actions to correct the overspending 

 notifying Directors and/or Management Team of potential underspendings/ increased income that 
could be of corporate benefit to the Council 

 compliance with the Council’s Financial Procedure Rules 

 provision of timely, relevant and accurate explanations for budget variances as required by the Chief 
Finance Officer, Management Team and Members 

 update Finance staff on service trends that may have an impact on budgets. 



 

 

 developing performance information to complement budgetary control processes 

 
Responsibilities of Members: 
 
Members generally are responsible for taking an overview of the Council’s finances and its performance 
against budgets. In particular: 
 

 Full Council is required to review periodically the adequacy of the Council’s overall budget. 

 Portfolio holders are required, in conjunction with budget holders, to monitor and manage budgets for 
the services under their control. 

 
Budget monitoring reports shall be produced by the Chief Finance Officer on the first working day of each 
month. The Service Accountants are responsible for checking the reports prior to their distribution. Each 
Director and Portfolio Holder will receive budget monitoring reports for their services.  A summary report will 
be produced for publication electronically for Members and officers. 
 
Reports will be submitted to the Management Team, Cabinet and Council quarterly on the Authority’s 
projected Income and Expenditure compared with the budget.   
 
4.3 The inclusion of items in approved budgets represents the authority to incur expenditure except 
where the Cabinet has a reservation on such items.  
 
4.4 The Cabinet shall not approve a supplementary revenue estimate or amend a capital budget without 
Directors first having consulted with the Chief Finance Officer on the financial implications. A comment will 
be sought from the Chief Finance Officer to be incorporated to the Report on the proposal made to Council 
to approve a supplementary revenue or capital estimate. 
 
4.5 Nothing in these regulations shall prevent a Director from incurring expenditure which is essential to 
meet any immediate needs created by an emergency subject to their action being reported forthwith to the 
Cabinet. 
 
5. SUPPLEMENTARY REVENUE ESTIMATES 
 
General 
 
5.1 Prior to any request for a supplementary revenue estimate being made Portfolio Holders and 
Directors should consider whether the expenditure can be accommodated within existing budgets by the use 
of virement.  All requests for supplementary revenue estimates must be discussed with the Chief Finance 
Officer prior to being considered by Cabinet. 
 
5.2 No supplementary estimates below £25,000 should be granted; instead virement should be identified 
to accommodate the expenditure; 
 
5.3 The Cabinet is able to grant supplementary revenue estimates up to a value of £100,000.  
Supplementary revenue estimates above that limit can only be approved by Full Council. 
 
General Fund 
 
5.4 Supplementary revenue estimates shall only be granted where suitable virement cannot be 
identified.  Such supplementary estimates shall be restricted to the following genuinely exceptional and 
inescapable items of expenditure: 
 
(a) contractual claims, court and litigation costs; 
 
(b) health and safety items constituting a risk to “life and limb”; 
 
(c) additional expenditure arising from tenders following competitive tendering of services (conversely, 
savings on such tendering should be returned to contingencies); 
 
(d) additional legislative responsibilities. 
 



 

 

5.5 Supplementary revenue estimates may be allowed for income-generating schemes where 
expenditure in the year will result in increased net income in subsequent years which will, at least, cover the 
amount of the supplementary estimate; 
 
5.6 No supplementary revenue estimates should be granted that have an ongoing financial implication 
for subsequent years.  
 
Reporting  
 
5.7 Regular reports to the Cabinet shall clearly state the ongoing implications of proposed expenditure, 
identify the source of finance being used for supplementary estimates and the balance available within the 
Working Balance. 
 
6. UNSPENT GRANTS 
 
6.1 Where 
 
(a) a grant or contribution has been received in a financial year for which there are no conditions; and 
 
(b) the grant is unspent at the end of the financial year, the relevant Assistant Director can request that 
the grant be carried forward to the following financial year. 
 
6.2. The mechanism for the carry forward is the granting of a supplementary revenue estimate for the 
income. Items up to a value of £100,000 can be approved by Cabinet with larger requests to be considered 
by Full Council. 
 
6.3. All requests for the carry forward of unspent grants should be discussed with the Chief Finance 
Officer prior to submission to Cabinet for approval. 
 
UNDERSPENT BUDGETS  
 
General 
 
6.4 All requests for the carry forward of unspent budgets should be discussed with the Chief Finance 
Officer and the relevant Portfolio Holder should be consulted. 
 
6.5 The mechanism, for the carry forward is the granting of a supplementary revenue estimate, on the 
strength of an underspending in the previous year. Items up to a value of £100,000 can be approved by 
Cabinet with larger requests to be considered by full Council.  
 
6.6 Requests for carry forwards must be submitted to the Chief Finance Officer by the deadline set 
annually by the Chief Finance Officer and be accompanied by an explanation of the service need and 
implications. Carry forwards must be for use on specific items of expenditure which have no on-going cost 
implications for subsequent years. 
 
6.7 In many cases, requests for carry forward of budgets will be made before the final expenditure for the 
financial year is known.  Approvals can be made in these instances but will be subject to possible withdrawal 
if the Assistant Directorate, Department or Council budget is subsequently found to be overspent. 
 
6.8 A minimum limit of £10,000 per item will usually apply to the gross value of savings considered for 
carry forward.  
 
The Assistant Director will be required to identify and explain the reasons for his opinion that 
underspendings have arisen from savings.  
 
In the context of this policy, underspends are defined as underspending of expenditure budgets or additional 
income against income budgets provided that those savings have not been anticipated for corporate use.  
 
Limitations 
 
6.9 An Assistant Director will not be allowed to carry forward any unspent budget where the overall net 
expenditure for the year exceeds the Assistant Director’s revenue budget. 
 



 

 

In these circumstances the Assistant Director may be required to deduct the overspending from its budget 
for the following year.  Individual cases will be considered on their merits, taking into account the degree to 
which external factors are responsible for the overspending.  
 
The amount of any unspent estimates to be carried forward will be limited to the Assistant Director’s overall 
net underspending for the year, where this is a smaller amount.  
 
6.10 Where a budget is approved for a Council year, rather than a financial year (for example the 
Chairman’s Allowance) any underspend will be automatically carried forward if requested. 
 
6.11 Subject to these limitations, approval for the carry forward of qualifying unspent budgets will not 
normally be withheld. However, corporate considerations, particularly budgetary constraints, may cause 
individual provisions to be over-ridden or the whole policy to be suspended in the overall interests of the 
Council.  
 
7. TRANSFER OF BUDGETS (VIREMENT) 
 
7.1 Virement is intended to enable the Cabinet, Directors and their staff to manage budgets with a 
degree of flexibility within the overall Budget and Policy Framework to optimise the use of resources.  
However, it may be appropriate to suspend these provisions and apply more restrictive procedures if 
required by the Council’s financial position. 
 
Virements are administered by the Chief Finance Officer. 
 
7.2 The overall Revenue and Capital Budget is approved by Council and published in the Annual Budget 
book. Assistant Directors are authorised to spend in accordance with the estimates that make up the Budget 
and in accordance with the Contract Procedure Rules. Virement will be required if resources are to be 
moved between the lines set out in the Budget Book. 
 
Virement must not create additional overall budget Commitment. Assistant Directors are expected to 
exercise discretion in managing their budgets responsibly and prudently, for example by avoiding future 
commitments for which they have not identified resources. 
 
7.3 Virement can only be applied to direct expenditure.  It cannot be applied to the budget headings such 
as Capital Charges, Recharged Employees, Central Support Recharges, Departmental Recharges or 
Indirect Income.  In general, virement will not be allowed from employee budgets. 
 
Following consultation with the Chief Finance Officer, the responsible Assistant Director(s) shall be entitled 
to transfer budgets from with and between any one service to another up to a maximum limit of £60,000 per 
transfer. 
 
The Cabinet shall be entitled to transfer budgets from within and between any one service to another up to a 
limit of £100,000 per transfer. 
 
Beyond these limits, approval to transfers can only be given by full Council. 
 
The Corporate Financial Monitoring process should be used for approval where appropriate. 
 
Virement requests must include details of the reason for the transfer and details of the impact on service 
delivery. 
 
7.4 Virements will only be allowed where they are within these rules and generally in accordance with 
the policies of the Council and there will be no overall effect on the Budgets of the General Fund. 
 
7.5. These virement rules must also be applied where additional income is received above levels 
included in the approved budget. 
 
7.6. Where an approved budget is a lump-sum budget or contingency intended for allocation during the 
year, its allocation will not be treated as a virement, provided that the amount is used in accordance with the 
purposes for which it has been established and there is an approved basis and terms, including financial 
limits, on which it will be allocated. 
 



 

 

7.7 The Chief Finance Officer is able to transfer budgets to correct allocations, to reflect restructures and 
in the case of ‘housekeeping’ where budgets could be held under more appropriate headings. 
 
8. CAPITAL EXPENDITURE 
 
8.1 Capital expenditure shall not be incurred unless it forms part of the approved Capital Programme and 
has been allocated an expenditure account by the Chief Finance Officer. 
 
8.2 The Cabinet may adjust the phasing of expenditure, by deferment or advancement, of existing 
approved schemes in the Capital Programme. 
 
8.3 The Cabinet may transfer Capital Programme provisions from one approved scheme to another 
approved scheme, subject to a limit of £100,000 per individual transfer. 
 
8.4 The Cabinet may allocate available capital resources within the Capital Programme to new schemes 
which are urgent, necessary and generally in accordance with Council priorities, subject to a limit of 
£100,000 per individual allocation, provided in all cases the Chief Finance Officer is consulted and is 
satisfied with the affordability and advisability of the proposed use of resources. 
 
Beyond these limits, amendments to the Capital Programme can only be made by Council. 
 
9. FINANCING OF CAPITAL EXPENDITURE 
 
The Chief Finance Officer may adjust the planned method of financing capital expenditure within the 
aggregate resources available to the Council, provided that such ‘switching’ of financing is in the Council’s 
interest and in accordance with the Prudential Framework and Treasury Management Policy and Statement.  
Factors to be taken into account in such adjustments shall include prudence, affordability, financial 
advantage, flexibility and risk considerations. 
 
10. RESERVES AND WORKING BALANCES 
 
10.1 The power to establish financial reserves is restricted to full Council except that Cabinet is able to set 
aside amounts (up to £100,000 in aggregate) where this would assist in the efficient operation of the 
Council’s activities. The Chief Finance Officer must be consulted and be satisfied with the proposed setting 
aside of resources. 
 
10.2 The purpose and limits on the operation of each significant reserve should be set out in the annual 
Medium Term Financial Plan. 
 
10.3 Unless determined otherwise by Council, the use of resources held in reserves and the Council’s 
working balances shall be determined by full Council (as agreed in the annual Revenue Budget, Capital 
Programme or otherwise) except that Cabinet is able to make or adjust transfers from reserves not 
exceeding £100,000 after consultation with the Chief Finance Officer where these would assist in the 
financial management of the Council. 
 
10.4 The Chief Finance Officer is required, as part of the annual budget process, to carry out a formal 
review of balances and reserves and to advise the Council on their adequacy.  In particular she/he is 
responsible for: 
 
(a) preparing a statement for Council showing the estimated opening working balance for the year 
ahead, the addition to/withdrawal from balances, and the estimated end of year balance, including reference 
to the extent to which such reserves are to be used to finance recurrent expenditure. 
 
(b) reporting on the annual review of earmarked reserves, listing the various earmarked reserves, the 
purposes for which they are held, showing the estimated opening balances for the year, planned 
addition/withdrawals and the estimated closing balances, and advising on their appropriate levels. 
 
(c) making a statement on the adequacy of the general reserves and provisions in respect of the 
forthcoming financial year and the Council’s Medium Term Financial Plan, taking into account the strategic, 
operational and financial risks facing the authority. 
 
The advice given by the Chief Finance Officer should be recorded formally in the minutes of the Council 
meeting, including whether or not that advice has been accepted. 



 

 

 
10.5 Following the closure of the accounts for a financial year, the Chief Finance Officer will report to 
Cabinet and Audit Committee on the transfers to and the use of reserves and working balances for that year 
and seek approval of those transactions by full Council. 
 
11. MEDIUM TERM FINANCIAL PLAN 
 
11.1 The Chief Finance Officer is required to produce and seek approval from Council for a Medium Term 
Financial Plan, detailing the Council’s projected financial position for a period of five years ahead.  The Plan 
should be drawn up by reference to the Council’s Corporate Plan and include the financial implications of 
that Plan.  As a minimum the Medium Term Financial Plan should contain 
 

 current and projected revenue budgets, including the revenue effects of capital and other 
investments; 

 projections of council tax levels to finance those budgets; 

 an indication of identifiable budgetary pressures and an action plan to deal with those pressures; 

 capital expenditure plans and resource projections; 

 projections of reserves and working balances; and 

 an assessment of the adequacy of reserves and the risks attaching to the assumptions in the Plan. 
 
11.2 The Plan should be updated at regular intervals during the year and form part of the Annual Budget 
Process. All significant proposals with financial implications should be assessed against the Medium Term 
Financial Plan and the effects of those proposals reported at the time of making a decision. 
 
12. EXTERNAL AUDIT 
 
12.1 The Council’s activities will be audited by the External Auditor appointed in accordance with the 
requirements of the Local Audit and Accountability Act 2014. 
 
13. INTERNAL AUDIT 
 
13.1 Regulation 6 of the Accounts and Audit Regulations 2011 requires the Council to maintain an 
adequate and effective Internal Audit.  Arrangements for that audit will be approved by the Audit Committee. 
 
13.2 The Internal Audit Annual Plan will be submitted for approval by the Audit Committee.  An Annual 
Report of the activities of Internal Audit and the completion of the Audit Plan are to be submitted to the Chief 
Finance Officer within three months of the end of each financial year and subsequently reported to the 
Committee. 
 
13.3 A continuous risk based internal audit, under the independent control and direction of the Chief 
Finance Officer, shall be arranged to carry out an examination of accounting, financial and other operations 
of the Council. 
 
13.4 For the purpose of Internal Audit, the Chief Finance Officer or her/his authorised representative shall 
have authority to: 
 
(a) enter at all reasonable times on any Council premises or land 
 
(b) have access to all records, documents and correspondence relating to any financial or other 
transaction of the Council 
 
(c) require and receive such explanations as are necessary concerning any matter under examination, 
and 
 
(d) require any employee of the Council to produce cash, stores or any other Council property under his 
control. 
 
13.5 The Internal Auditor shall have the right to report any concerns directly to the Chief Executive, 
appropriate Councillors and the District Auditor. 
 



 

 

14. BANKING ARRANGEMENTS, CHEQUES AND BACS 
 
14.1 All arrangements with the Council’s bankers shall be made or approved by the Chief Finance Officer, 
who shall be authorised to operate such banking accounts as they may consider necessary including the 
designation of authorised signatories. 
 
14.2 All cheques, or other payment instruments/stationery excluding those drawn on authorised imprest 
accounts, shall be ordered only on the authority of the Chief Finance Officer, who shall make proper 
arrangements for their safe custody. 
 
14.3 Cheques on the Council’s main banking accounts shall bear the facsimile signature of the Chief 
Finance Officer or be signed by the Chief Finance Officer or other officer authorised to do so in accordance 
with the Council’s banking arrangements be signed in accordance with the bank mandate (i.e. single 
signature under £10,000, two signatures over £10,000). 
 
14.34 Payments made by BACS shall be authorised by the Chief Finance Officer or his/her representative 
in accordance with the Council’s banking arrangements. 
 
15. IMPREST ACCOUNTS 
 
15.1 The Chief Finance Officer shall provide such petty cash and advance accounts as he/she considers 
appropriate for such officers of the Council as may need them for the purposes of defraying petty cash and 
other expenses. Such accounts shall be maintained on the imprest system. 
 
15.2 Where he/she considers it appropriate, the Chief Finance Officer shall open an account with the 
Council’s bankers for use by the imprest holder who shall not allow such account to be overdrawn. It shall be 
a standing instruction to the Council’s bankers that the amount of any overdrawn balance on an imprest 
holder’s banking account shall forthwith be reported to the Chief Finance Officer. 
 
15.3 No income received on behalf of the Council may be paid into an imprest account but must be 
banked or paid to the authority as provided elsewhere in these regulations. 
 
15.4 Payments shall be limited to minor items of expenditure and to such other items as the Chief Finance 
Officer may approve and shall be supported by a receipted voucher to the extent that the Chief Finance 
Officer may require. 
 
15.5 An officer responsible for an imprest account shall carry out periodic reconciliations of his/her 
account and give the Chief Finance Officer a certificate as to the state of his/her imprest advance. 
 
On leaving the employment of the Council, or otherwise ceasing to be entitled to hold an imprest advance, 
an officer shall account to the Chief Finance Officer for the amount advanced to him/her. 
 
15.7 All cash floats held are to be confirmed to the Chief Finance Officer in writing at the end of each 
financial year. 
 
15.8 Every transfer of official money from one member of staff to another shall be evidenced in the 
records of the Departments concerned by the signature of the receiving officer, or by an official receipt. 
 
16. CONTRACTS  
 
16.1 The Contract Procedure Rules deal with the regulation and control of contracts for the execution of 
work and the supply of goods, materials and services awarded by the Council.  These Rules should be 
followed in conjunction with those Rules. 
 
16.2 In the paragraphs under this section reference to the “relevant person” shall mean the appropriate 
Director, an officer nominated by him/her in writing for that contract or a private architect, engineer or other 
consultant engaged by the Council for the purpose of that contract. 
 
The Chief Finance Officer shall be consulted as to any Performance Bonds to be obtained or given in 
respect of a proposed contract. 
 
16.3 Each Director responsible for the awarding of contracts, which provide for payment to be made by 
instalments, shall arrange for the keeping of a register, to the satisfaction of the Chief Finance Officer, to 



 

 

show the state of account on each contract between the Council and a contractor, together with any other 
payments and related professional fees. 
 
16.4 Payments to contractors on account of contracts shall be made only on a certificate issued by the 
relevant person. 
 
16.5 Subject to the provisions of the contract in each case, every variation shall be authorised in writing by 
the relevant person.  Each variation shall include an estimate of the increase or reduction in cost arising from 
that variation of the contract. 
 
16.6 When the net effect of such variations exceeds the following limits, this shall be reported as soon as 
possible to the Cabinet or relevant Committee of the Council through the Corporate Financial Monitoring 
process where the overspend is greater than £10,000 of 10% of the contract sum, whichever is greater. 
 
Provided that it shall not be necessary to report such net effect in the case of contracts undertaken under 
agency or contractual arrangements on behalf of another local or public authority where that authority has 
approved the cost of the variation. 
 
16.7 Where the relevant person issues a certificate and the amount to be paid on that certificate, when 
added to amounts previously certified for payment, would result in the contract sum or budgetary provision 
being exceeded, then the certificate shall be accompanied by a report fully explaining the position from the 
relevant person to the Chief Finance Officer. 
 
16.8 The final certificate of completion of any contract shall not be issued until the relevant person has 
produced to the Chief Finance Officer a detailed final statement of account and all relevant documents, if 
required. 
 
16.9 The Chief Finance Officer shall, to the extent that is considered necessary, examine final accounts 
for contracts and shall be entitled to make all such enquiries and receive such information and explanations 
as may be required in order to be satisfied as to the accuracy of the accounts. 
 
16.10 Every works contract and every other contract which is estimated to exceed £60,000 in value or 
amount shall include provision for liquidated damages, except where the contract is a partnering contract 
entered into under the Council’s procurement policy. Where there has been a delay in the completion of a 
contract and an extension of time is not appropriate to be authorised, the relevant person shall impose the 
liquidated damages clause in all instances, unless, after consultation with the Monitoring Officer, it is decided 
it is inappropriate to do so. 
 
16.11 A report as to final costs under each contract shall, after agreement of the final account, be 
incorporated into the Post Implementation Review submitted to the Senior Management Team, Cabinet or 
relevant Committee by the appropriate Director after consultation with the Chief Finance Officer. 
 
16.12 Claims from contractors in respect of matters not clearly within the term of any existing contract shall 
be referred to the Monitoring Officer for consideration of the Council’s legal liability and, where necessary, to 
the Chief Finance Officer for financial consideration, before a settlement is reached. 
 
16.13 Where a contractor enters into liquidation or receivers are appointed or the contractor makes 
arrangement or composition with his/her creditors, the relevant person shall report the full circumstances in 
writing to the Cabinet or relevant Committee of the Council as soon as they are known to him/her. 
 
16.14 Every Officer and Member of the Council has a responsibility to declare any links or personal 
interests that they may have with purchasers, suppliers and /or contractors if they are engaged in contractual 
or purchasing decisions on behalf of the Council, in accordance with established Codes of Conduct. 
 
17. ORDERS FOR WORK, GOODS AND SERVICES 
 
17.1 The following procedures and those in Rule 18 relate primarily to the electronic entry and 
authorisation of purchase orders and certification of creditor invoices using the Integra financial information 
system.  The same principles apply to non-purchase order invoices and to purchases using procurement 
(purchasing) cards. 
 
17.2 Official orders shall be issued in advance for all work, goods or services to be supplied to the council, 
except for:  



 

 

 

 supplies of public utility services, or other services, where paid by direct debit; 

 petty cash purposes; 

 works on Council properties that fall within the planned maintenance contract administered by the 
Council’s property services contractor; 

 such other exceptions as the Chief Finance Officer may approve. 

 
Orders for works arranged with the Council’s property services contractor must follow the specific 
procedures so arranged for this purpose through the Corporate Asset Manager. Initially a work request form, 
appropriately authorised, should be submitted to the Council’s property services contractor and once a 
suitable contractor has been arranged to carry out the work, an official order should be raised direct to that 
contractor. Full details of the procedure are available on SharePoint. 
 
In exceptional circumstances where an order cannot be dispatched at the time of making the commitment, 
the supplier should be given an order number and the Confirmation Order issued not later than the next 
working day. 
 
17.3 Official orders shall be in the form approved by the Chief Finance Officer and are to be approved 
only by officers authorised by the appropriate Director who shall be responsible for official orders issued from 
his department. The Director shall ensure that:  
 

 value for money is obtained in all cases, primarily by obtaining and recording alternative quotations 
for the supply;  

 the order is allocated to the correct accounting code and that the relevant budget is not exceeded  

 
17.4 Each order should record the agreed price for the supply or the estimated cost of the supply, delivery 
and invoicing addresses. 
 
17.5 Each order shall conform with the directions of the Council with respect to central purchasing and the 
standardisation of supplies and materials. 
 
17.6 Orders must never be split to avoid authorisation limits. 
 
17.7 When the work, goods or services to which the order relates has been received or carried out, 
appropriate confirmation of this must be obtained (normally in the form of a delivery note, advice note or 
works schedule) – only then should the receipt be recorded by means of the entry of a Goods Received Note 
(GRN) in Integra. 
 
17.8 Procurement cards will be issued to Officers based on an assessment of needs.  Cardholders must 
follow procedures laid down by the Chief Finance Officer: cards will be withdrawn if the facility is misused. 
 
18. PAYMENT OF ACCOUNTS 
 
18.1  Apart from Credit Card, petty cash and other payments from imprest accounts, the payment of 
monies due from the Council shall be by BACS payment or other instrument drawn on the Council’s banking 
account by the Chief Finance Officer. 
 
All requests for payment submitted to the Chief Finance Officer must be in the form prescribed by him/her. 
 
18.2 The Director issuing an order is responsible for ensuring that the work, goods or services to which an 
account relates has been carried out or supplied as requested to a satisfactory standard. Normally this is 
evidenced on Integra by entry of a Goods Received Note, or for a non-purchase order invoice by completion 
of the appropriate boxes on the certification voucher. 
 
18.3 Any significant price variation between the purchase order and the resulting invoice will require 
certification by an appropriate officer. Non-purchase order invoices will require manual certification by 
signature. Before certifying an account, the certifying officer shall, save to the extent that the Chief Finance 
Officer may otherwise determine, satisfy himself that: 
 



 

 

(a) the work, goods or services to which the account relates have been received, carried out, examined 
and approved. 
 
(b) the quantities, prices, extension, calculations, discounts, other allowances, credits and tax are 
correct 
 
(c) the account has not been previously passed for payment and is a proper liability of the Council 
 
18.4 Periodically a list of officers authorised to approve such records shall be circulated by the Chief 
Finance Officer to each Director together with specimen signatures for confirmation by that Director. The 
Director shall ensure that this list be amended on the occasion of any changes to signatories. The Director 
shall ensure that adequate separation of duties exists by arranging that the officer certifying an account for 
payment is a different person to the one who ordered the supply. 
 
18.5 Properly certified accounts (either by electronic means, in terms of purchase order price variations, 
or by manual signature) shall be passed without delay to the Chief Finance Officer who shall examine them 
to the extent that he considers necessary, for which purpose he shall be entitled to make such enquiries and 
to receive such information and explanations as he/she may require. 
 
18.6 Amendments should not normally be made to an invoice. Where an amendment is required or where 
an invoice is received that does not quote a purchase order number and that invoice falls within the ordering 
criteria, the invoice shall be returned to the supplier for replacement. 
 
18.7 Accrual of expenditure is normally dealt with by entry of Goods Received Notes in the Integra 
system. For any expenditure that falls outside the purchase ordering system, each Director shall, as soon as 
possible after 31 March, and not later than a date specified by the Chief Finance Officer in each year, notify 
the Chief Finance Officer of all outstanding expenditure relating to the previous financial year which has not 
been paid at that date. 
 
19. PAYROLL 
 
19.1 The payment of all salaries, pensions, compensation and other emoluments to all employees or 
former employees of the Council shall be made by the Chief Finance Officer or under arrangements 
approved and controlled by him/her. 
 
19.2 Each Director shall notify the Assistant Director Resources as soon as possible and in the form 
prescribed by him/her, of all matters affecting the payment of such emoluments, and in particular: 
 
(a) appointments, resignations, dismissals, retirements, suspensions, secondments and transfers 
 
(b) absences from duty for sickness or other reason, apart from approved leave 
 
(c) changes in remuneration, other than normal increments and pay awards and agreements of general 
application 
 
(d) information necessary to maintain records of service for superannuation, income tax, national 
insurance, etc. 
 
19.3 Appointments of all employees shall be made in accordance with the regulations of the Council and 
the approved grades and rates of pay. 
 
19.4 All time records or other pay documents shall be in a form prescribed or approved by the Assistant 
Director Resources and shall be certified in manuscript by or on behalf of the appropriate Director. The 
names of officers authorised to certify such records shall be sent to the Assistant Director Resources by 
each Director together with specimen signatures and shall be amended on the occasion of any change. 
 
20. TRAVELLING, SUBSISTENCE AND ATTENDANCE ALLOWANCES 
 
20.1 All claims for payment of car allowances, subsistence allowances, travelling and incidental expenses 
shall be submitted to the Chief Finance Officer, duly certified in a form approved by him/her, made up to a 
specified day of each month, within a prescribed period. The names of officers authorised to certify such 
records shall be sent to the Chief Finance Officer by each Director together with specimen signatures and 
shall be amended on the occasion of any change. 



 

 

 
20.2 The certification by or on behalf of the Director shall be taken to mean that the certifying officer is 
satisfied that the journeys were authorised, the expenses properly and necessarily incurred and that the 
allowances are properly payable by the Council. 
 
20.3 Officers shall normally submit claims for expenses at monthly intervals. Any claims submitted more 
than two months after the expenses were incurred will be paid only with the express approval of the Chief 
Finance Officer. All claims for a financial year are to be submitted within one month of 31 March. 
 
20.4 Payments to Members, including co-opted members of the Council or its Cabinet, Committees or 
Sub-Committees, Panels and Working Parties, who are entitled to claim travelling or other allowances will be 
made by the Chief Finance Officer upon receipt of the prescribed form duly completed. Any claims submitted 
more than two months after the expenses were incurred will be paid only with the express approval of the 
Monitoring Officer. All claims for a financial year are to be submitted within one month of 31 March. 
 
21. INCOME 
 
21.1 The collection of all money due to the Council shall be under the supervision of the Chief Finance 
Officer and all systems, procedures and documentation involved in the assessment, collection, receipt and 
recovery of all income due to the Council shall be approved by him/her.  All account forms shall require 
remittances to be sent in accordance with instructions issued by the Chief Finance Officer. 
 
21.2 Subject to arrangements made by the Chief Finance Officer, each Director shall either furnish 
him/her with such particulars in connection with work done, goods supplied or services rendered and of all 
other amounts due as may be required to record correctly all sums due to the Council and to ensure the 
prompt rendering of accounts for the recovery of income due, or shall arrange to record those transactions 
and details in the appropriate system within his Department. 
 
21.3 When raising sales invoices on the Integra system, each Director shall ensure that the customer 
details, fees, VAT treatment, period covered and details of the debt are recorded accurately and that the 
debt can be substantiated if disputer by the customer. 
 
21.4 Recovery of outstanding sundry debts shall be administered by the Chief Finance Officer but 
responsibility for the debt lies with the originating Director, who shall liaise with the debtor and instruct the 
Chief Finance Officer on the best means of recovery. 
 
21.5 The Chief Finance Officer shall be notified promptly of all money due to the Council including 
contracts, leases and other agreements and arrangements entered into which involve the receipt of income 
by the Council and the Chief Finance Officer shall have the right to inspect any documents or other evidence 
in this connection as may be decided. 
 
21.6 All receipt forms, books, tickets and other such items shall be ordered and supplied to Departments 
by the Chief Finance Officer, who shall be satisfied with the arrangements for their control. 
 
21.7 All amounts received by an authorised officer of the Council shall be immediately acknowledged by 
the issue of an official receipt, ticket or similar voucher. 
 
21.8 All income received by an officer on behalf of the Council shall without delay be paid to the Chief 
Finance Officer, or, as directed, to the Council’s banking account or transmitted directly to any other body or 
person entitled thereto. No deduction may be made from such income save to the extent that the Chief 
Finance Officer may specifically authorise. Each officer who so banks income shall enter on the paying-in 
slip a reference to the related debt (such as the receipt number, invoice number or the name of the debtor) 
or otherwise indicate the origin of the cheque. On the reverse of each cheque, the officer shall enter the 
name of his/her Assistant Directorate, office or location, or otherwise identify the cashier. When a receipt is 
issued the receipt number should be indicated on the reverse of the cheque.  Where the banking covers a 
range of income sources the officer making the banking must ensure a return analysing the income and 
agreeing to the amount of the banking is forwarded to the Chief Finance Officer at the time of the banking. 
 
21.9 Personal cheques shall not be cashed out of money held on behalf of the Council. 
 
21.10 Every transfer of official money from one member of staff to another shall be evidenced in the 
records of the Departments concerned by the signature of the receiving officer, or by an official receipt. 
 



 

 

21.11 Each Director shall as soon as possible after 31 March, and not later than a date specified by the 
Chief Finance Officer in each year, notify the Chief Finance Officer of all outstanding income due relating to 
the previous year which has not previously been notified. 
 
21.12 At least once per year, each Director shall, in consultation with the Chief Finance Officer, review 
scales of charges or fees relating to his/her Directorate in accordance with the Corporate Charging Policy, 
budget timetable and budget strategy. Consultation shall be carried out in accordance with the Corporate 
Charging Policy. Proposals should be approved by Cabinet or Committee as appropriate. 
 
22. EXTERNAL ARRANGEMENTS (PARTNERSHIPS, EXTERNAL FUNDING ARRANGEMENTS 
AND WORK FOR THIRD PARTIES) 
 
22.1 Partnerships are likely to play a key role in delivering community strategies and in helping to promote 
and improve the well-being of the area. Local authorities are working in partnership with others – public 
agencies, private communities, community groups and voluntary organisations. On other occasions the 
Council may agree to provide services funded by outside bodies, sometimes acting as an accountable body. 
There may be occasions when the Council is requested to provide services on behalf of other bodies, often 
provided under a Service Level Agreement. The External Arrangements Rules deal with the regulation and 
control of such arrangements. These rules should be followed in conjunction with those Rules. 
 
22.2 In particular, the key controls for Assistant Directors are:- 
 
Partnerships: 
 
(a) If appropriate, to be aware of their responsibilities under the Council’s Financial Procedure Rules and 
the Contract Procedure Rules 
 
(b) To ensure that risk management processes are in place to identify and assess all known risks 
 
(c) To ensure that project appraisal processes are in place to assess the viability of the project in terms 
of resources, staffing and expertise. 
 
(d) To agree and accept formally the roles and responsibilities of each of the partners involved in the 
project before the project commences. 
 
(e) To communicate regularly with other partners throughout the project so that problems can be 
identified and shared to achieve their successful resolution. 
 
(f) To ensure the Council’s insurers are informed of the proposals and suitable insurance is arranged. 
 
External Funding Arrangements: 
 
(g) To ensure that key conditions of funding and any statutory requirements are complied with and that 
the responsibilities of the Accountable Body are clearly understood. 
 
(h) To ensure that funds are acquired only to meet the priorities approved in the policy framework by the 
Council. 
 
(i) To ensure that any match-finding requirements are given due consideration prior to entering into 
long-term agreements and that future revenue budgets reflect these requirements. 
 
(j) To ensure that the consequences for the Council, or for any partners for whom the Council may be 
acting as Agent, of exceeding the funding or expenditure requirements are clearly set out and understood. 
 
(k) To ensure the consequences for the Council’s VAT position are understood. 
 
(l) To ensure the Council’s insurers are informed of the proposals and suitable insurance is arranged. 
 
Work for Third Parties 
 
(m) To ensure that proposals are costed properly in accordance with guidance provided by the Chief 
Finance Officer including consideration of any VAT implications. 
 



 

 

(n) To ensure that contracts are drawn up using guidance provided by the Chief Finance Officer and that 
the formal approvals process is adhered to. 
 
(o) To issue guidance with regard to the financial aspects of third party contracts and the maintenance of 
the contract register. 
 
(p) To ensure the Council’s insurers are informed of the proposal and suitable insurance is arranged. 
 
23. PRUDENTIAL FRAMEWORK 
 
23.1 The Council is obliged to adhere to the requirements of the CIPFA Code on a Prudential Framework 
for Local Authority Capital Finance.  The Chief Finance Officer is responsible for preparing the indicators 
stipulated by the Code and reporting them to Council for approval.  The indicators are to be reviewed at least 
annually and on major amendments to the Capital Programme. 
 
23.2 The Prudential Indicators are to be taken into account in managing the Council’s finances, 
particularly its projections of future expenditure and resources. 
 
23.3 The Council is required to approve and keep up to date a Treasury Management Policy Statement 
and agree an annual Strategy Statement to direct its treasury activities. 
 
23.4 Capital financing decisions are to be made in accordance with the Council’s Treasury Management 
Policy and Strategy and the Prudential Code. 
 
23.5 The Council’s performance against its prudential indicators should be monitored regularly by the 
Chief Finance Officer and reported to Council and Performance Sub-Committee at least once during each 
year and at the end of each year. 
 
24. INVESTMENTS, BORROWINGS, LEASING AND TRUST FUNDS 
 
24.1 All investments and borrowing of money and leasing arrangements shall be made in the name of the 
Council. 
 
24.2 All investment and borrowing transactions shall be carried out in accordance with the Council’s 
approved Treasury Management Policy and Strategy Statements. 
 
24.3 All securities the property of or in the name of the Council and the title deeds of all property in its 
ownership shall be kept in the custody of the Monitoring Officer. 
 
24.4 The Chief Finance Officer shall be the Council’s registrar of stocks, bonds and mortgages and shall 
maintain records of all leasings and borrowing of money by the Council. 
 
24.5 All trust funds shall wherever possible be in the name of the Council. 
 
24.6 All officers acting as trustees by virtue of their official position shall deposit all securities etc. relating 
to the trust with the Chief Finance Officer unless the deed otherwise provides. 
 
24.7 The Chief Finance Officer shall seek and accept tenders for leasing facilities for the acquisition of 
assets where this is an appropriate method of financing subject to consultation with the relevant Portfolio 
Holder(s) and Director(s). 
 
25. LAND AND BUILDINGS 
 
25.1 The Monitoring Officer shall maintain a terrier or register of all Land and Buildings owned by the 
Council and a register of leases recording the responsible Assistant Director, purpose for which held, 
location, extent and plan reference, purchase details, particulars of nature of interest and rents payable and 
particulars of tenancies granted. 
 
25.2 All contracts for the acquisition or disposal of land/buildings shall be signed or sealed and the 
Monitoring Officer shall arrange for the secure custody of all title deeds. 
 



 

 

25.3 The Monitoring Officer shall be responsible for instituting routine inspection of all Council Land and 
Buildings and ensuring that schedules of maintenance are prepared and work instigated and supervised on 
behalf of the Council as advised. 
 
26. INVENTORIES 
 
26.1 Inventories recording furniture, fittings and equipment, plant and machinery held by each Directorate 
shall be maintained by the Assistant Director concerned. The form of the inventories shall be settled by the 
appropriate Assistant Director after consultation with the Chief Finance Officer.  All items contained therein 
shall, as far as possible, be suitably marked as council property. 
 
26.2 Each Assistant Director shall be responsible for maintaining at least an annual physical check of all 
items on the inventory, for taking action in relation to surpluses or deficiencies and revising the inventory 
accordingly. In some areas, more frequent spot-checks may be appropriate in addition. The Chief Finance 
Officer must be informed of any significant discrepancies discovered on checking inventories. 
 
26.3 A copy of each inventory should be submitted to the Chief Finance Officer when requested. 
 
Where assets are to be disposed of the relevant Assistant Director shall be required to keep comprehensive 
records of the disposal. 
 
26.4 The Council’s property shall not be removed otherwise than in accordance with the ordinary course 
of the Council’s business or used otherwise than for the Council’s purposes except in accordance with 
specific directions issued by the Assistant Director concerned. 
 
27. STOCKS AND STORES 
 
27.1 Each Assistant Director shall be responsible for the care and custody of the stocks and stores in 
his/her Department and for the maintenance of appropriate records in a form approved by the Chief Finance 
Officer. 
 
27.2 Stocks shall not be in excess of normal requirements except in special circumstances with the 
approval of the Assistant Director concerned. 
 
27.3  Assistant Directors shall arrange for periodical test examinations of stocks by persons other than 
storekeepers and shall ensure that all stocks are checked at least once in every year. 
 
27.4 The Chief Finance Officer shall be entitled to receive from each Assistant Director such information 
as he/she requires in relation to stores for the accounting, costing and financial records.  Surplus materials, 
stores or equipment shall be disposed of by competitive tender or public auction unless the Cabinet decides 
otherwise in a particular case. Where the aggregate value of surplus materials, stores or equipment etc. to 
be disposed of does not exceed £5,000 in any one financial year, the appropriate Assistant Director, in 
conjunction with the Chief Finance Officer, shall be authorised to make the appropriate arrangements for 
disposal. 
 
28. AMOUNTS TO BE WRITTEN-OFF 
 
28.1 The Chief Finance Officer is authorised to write-off debts which for all accounts for an individual 
debtor do not exceed £20,000. 
 
28.2 The Chief Finance Officer is authorised to write-off stocks and stores up to £20,000 for any one item 
in any one financial year. 
 
28.3 The Chief Finance Officer, in consultation with the Portfolio Holder responsible for financial matters, 
be authorised to write-off irrecoverable business rate debts in excess of £20,000 but which do not exceed 
£100,000 and in all cases exceeding £100,000 where further recovery action is impossible because the 
debtor is subject to bankruptcy, liquidation or an administration order. In such cases to comply with 
requirements of the Official Receiver and other similar bodies the debt may be written-off on Council records 
prior to formal approval by the Chief Finance Officer providing that approval is given within 14 days. 
 
28.4 The Chief Finance Officer shall be supplied with such information with regard to write-offs as is 
considered necessary. 
 



 

 

28.5 The Director People and Places is authorised to write-off debts relating to penalty charge notices. 
 
28.6 For debts which fall outside the categories stated in paragraphs 28.1 to 28.5 Cabinet approval will be 
required. This will be included in the Corporate Financial Monitoring process. 
 
29. SECURITY 
 
29.1 Each Assistant Director is responsible for maintaining proper security at all times for all buildings, 
stocks, stores, furniture, equipment, cash etc., under his/her control. 
 
29.2 Maximum limits for cash holdings shall be agreed with the Chief Finance Officer and shall not be 
exceeded without his/her express permission. 
 
29.3 Persons responsible for keys to safes and similar containers shall make arrangements to ensure the 
safe custody of the keys at all times; the loss of any such keys must be reported to the Chief Finance Officer 
immediately. 
 
29.4 Each Assistant Director shall maintain a register of key holders in a secure place. 
 
29.5 The Assistant Director Policy and Performance shall be responsible for maintaining proper security 
and privacy as respects information held in the computer installation. 
 
29.6 The responsibility for all hardware, software, information held and ensuring that the standards as set 
by the Assistant Director Policy and Performance within each Directorate rests with the appropriate Director. 
 
29.7 The security of personal possessions in the work environment is the responsibility of the owner and 
the Council will accept no responsibility for the security of any items not necessary for the service of the 
Council. 
 
30. INSURANCES 
 
30.1 The Chief Finance Officer shall effect all insurance cover, where appropriate by competitive 
tendering, and negotiate all claims in consultation with appropriate Assistant Directors where necessary. 
 
30.2 Assistant Directors shall notify the Chief Finance Officer immediately of all new risks, properties or 
vehicles which may require to be insured and of any alterations affecting existing insurances. 
 
30.3 Assistant Directors shall forthwith notify the Chief Finance Officer in writing of any loss, liability or 
damage or any event likely to lead to any claim against the Council. 
 
30.4 All appropriate employees of the Council shall be included in a suitable fidelity guarantee insurance. 
 
30.5 The Chief Finance Officer shall annually, or at such other period as is considered necessary, review 
the level of risk and external insurance in consultation with the appropriate Assistant Director. 
 
31. FINANCIAL STATIONERY 
 
31.1 All official receipt forms, cheques, tickets, stores requisition notes, order books and other documents 
representing money shall be ordered, controlled and issued by and be in the custody of the Chief Finance 
Officer, who shall supply the requirements of all Directorates.  A register shall be kept by him of all receipts 
and issues of such documents, and each issue shall be acknowledged by the signature of the officer to 
whom the issue is made, the quantity issued to be determined by ascertained needs.  The officer 
responsible for the stationery shall ensure that it is stored in a secure place and that unauthorised access is 
prevented. 
 
32. INDEMNITIES 
 
32.1 Directors should consult with the Chief Finance Officer and Monitoring Officer regarding the terms of 
any indemnity which the Council is requested to give. 
 



 

 

33. IRREGULARITIES 
 
33.1 Whenever any matter arises which involves, or is thought to involve, financial irregularities 
concerning cash, stores or other property of the Council, or any suspected irregularity in the exercise of its 
functions the Director concerned shall immediately notify the Chief Finance Officer who shall take such steps 
as he/she considers necessary by way of investigation and report as detailed in the Anti-Bribery, Fraud and 
Corruption Policy. Directors should, meanwhile, take any appropriate action to prevent further loss and 
secure records and documents against removal or alteration. 
 
33.2 The Chief Finance Officer should decide whether to involve the Police in matters of serious 
irregularities and inform the Leader or appropriate Chairman accordingly. 
 
33.3 Full details of procedures for dealing with suspected irregularities are given in the Anti-Bribery, Fraud 
and Corruption Policy. 
 
Definitions of principal irregularities are: 
 
Fraud is ‘the intentional distortion of financial statements or other records by persons internal or external to 
the Authority which is carried out to conceal the misappropriation of assets or otherwise for gain’.  
 
Theft is ’dishonestly appropriating property belonging to another with the intention of permanently depriving 
them’. 
 
Corruption is ‘the offering, giving, soliciting or acceptance of an inducement or reward which may influence 
the action of any person’. 
 
Bribery is the offer, promise or giving of a financial or other advantage to another person, intending to 
induce them to perform improperly a relevant function or activity, or to reward a person for such improper 
performance. 
 
33. DEPARTURES TO FINANCIAL PROCEDURE RULES 
 
33.1 In the event of it being impracticable to apply any of these rules in any particular case, the Chief 
Finance Officer is authorised to waive compliance, subject to reporting any major departures to the next 
following Cabinet. 
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BRIEF GUIDE TO CONTRACT PROCEDURE RULES 
 
These Contract Procedure Rules (issued in accordance with section 135 of the Local Government Act 1972) 
are intended to promote good procurement practice and public accountability and deter corruption, ensuring 
value for money on all Council spend. The rules are the best defence against allegations that a procurement 
process has been conducted unlawfully. 
 
Legal challenges against public procurement are increasing with potentially serious consequences for the 
Council and its officers if procurement activity is not undertaken to the highest standards of probity and 
professionalism. 
 
These Rules are complimented by the Sustainable Procurement and Commissioning Strategy and the 
Procurement Toolkit maintained by the Procurement Team. The guidance can be found on the Council’s 
SharePoint. 
 
For the purposes of these rules, where there is a requirement for communication to be in writing, this shall be 
deemed to include e-mail transmissions as well as hard copy. In addition, the term “contract”, refers to both 
paper/hard copy documents and process and their replication by electronic media. 
 
In accordance with the Constitution, the Monitoring Officer in consultation with the Chief Finance Officer, is 
authorised to make technical amendments from time to time to these Contract Procedure Rules. 
 
Important Tips. 
 

 Follow the rules if you procure goods, services or building work. This is very much in your own 
interest as well as that of the Council. 

 Ensure that all known future procurements projects are placed on the Council’s Procurement 
Schedule in advance as part of the annual review or as they arise. 

 Take all necessary legal, financial, HR and professional advice. Do this early in the procurement 
process to avoid abortive effort and to allow time for consideration of all relevant issues. 

 Declare any personal conflict of interest, financial or otherwise, in a contract. Corruption is a criminal 
offence. 

 Check you have correct and appropriate authorisation before you proceed. 

 Check whether there is an existing contract or an appropriate framework agreement that you can 
make use of before undergoing a competitive process. 

 Consider your procurement objectives and available procurement routes such as collaboration, use 
of framework agreements or exemptions/waivers at the outset. 

 Consider risk, including non-financial factors, at the outset e.g. data protection, safeguarding. 

 If your procurement affects any of the Council’s land and building you must contact the Corporate 
Asset Manager. 

 Use the Council’s chosen e-tendering portal, The Chest. 

 Use the Procurement Toolkit that can be found on SharePoint. 

 Ensure you have agreed your contract documents including selection and award criteria, weightings 
and draft terms and conditions before you publish any OJEU advert, Pre-qualification Questionnaire 
(PQQ) or tender. 

 Pre-market engagement in now allowed and encouraged under the Public Contracts Regulations 
2015. The nature of the pre-market engagement should be agreed with the Procurement Team. 
Once the procurement has commenced contact should be via The Chest only. 

 Tenders take time with minimum timescales specified for some aspects of the process. Ensure you 
consult with the Procurement Team to draw up an appropriate procurement timetable. For tenders 
above the OJEU threshold minimum timescales are mandatory by law.  

 Take into account mobilisation periods, elections, public holidays and other events which may impact 
the decision making or implementation process.  

 Take into account any approval process (including Forward Plan) if required by the Procurement 
Schedule or if your procurement is not on the Procurement Schedule. 



 

 

 Ensure your service and any potential changes being considered as part of this procurement are 
assessed for their ultimate social value, impact on equality and impact on sustainability before 
proceeding. 

 Keep bids confidential during the bidding process. 

 Keep records of dealings with suppliers and contractors. 

 Complete a written contract where appropriate, and  Council order before the supply of goods, 
services or works begin. 

 Nominate an appropriately qualified contract manager with responsibility for ensuring the contract 
delivers as intended. 

 Share lessons learned about what went well or not so well during the procurement, feedback to the 
Procurement Team. 

 Assess each contract 6-12 months after award to see how well it met the procurement needs and 
Value for Money requirements. 

 Remember that all information regarding your procurement process could be subject to a Freedom of 
Information Request or Environmental Information Regulations request. Requests for information 
concerning tender processes and suppliers/contractors are relatively common and publication of 
tenders is part of the movement towards greater transparency. However, before releasing any 
information consult the Principal Performance and Intelligence Officer and the Procurement Team. 

 Under the Government’s transparency requirements all contracts over £10,000 must be included on 
the electronic contracts register once the contract is awarded or extended. This should also include 
waivers and exemptions. 

 
SECTION 1: SCOPE OF CONTRACT PROCEDURE RULES 
 
1. BASIC PRINCIPLES 
 
1.1 The following basic principles shall apply to all procurement and disposal procedures and contracts:- 
 

 All procurement activity will comply with the EU Treaty and Procurement Directives, UK Legislation, 
the Council Constitution and all other relevant policies and procedures; 

 The Council will undertake procurement activity using the most efficient and effective methods and 
will select the most appropriate delivery mechanisms to ensure Value for Money; 

 All procurement activity will include due consideration of social, economic and environmental factors 
and will be assessed on Whole Life Costing; 

 Robust contract management will support improved service delivery through continuous 
improvement in the quality of goods, works and services; and 

 Procurement will be fair, open and transparent and undertaken to the highest standards of probity, 
integrity, honesty and professionalism. 

 
1.2 These rules apply equally to tenders and requests for quotations. 
 
1.3 All contracts must have an appropriate funded budget. 
 
1.4 These Contract Procedure Rules shall be reviewed and updated annually. These Rules and 
Amendments to them shall be agreed and approved by the full Council. 
 
2. DIRECTORS’ AND ASSISTANT DIRECTORS’ RESPONSIBILITIES 
 
2.1 Directors and Assistant Directors shall:- 
 
2.1.1 Review and update the Council’s Procurement Schedule (including exemptions and waivers) at least 
annually. 
 
2.1.2 Ensure the central registers of: 
 
 (a) contracts completed by signature, rather than by the Council’s seal and arrange their 

safekeeping on Council premises; 



 

 

 
 (b) exemptions recorded under Rule 3; 
 
 (c) are updated for all procurements. 
 
2.1.3 Compile and keep under continuous review a written schedule of all standing delegations made by 
them under these Contract Procedures 
 
3. EXEMPTIONS AND WAIVERS 
 
Exemptions 
 
3.1 Nothing in these Rules shall require written quotations or tenders to be invited if:- 
 
 (a) the total estimated value is less than £10,000 although obtaining quotes to ensure best 

value is encouraged. Where quotations have been sought they should be retained in a format agreed 
by the Procurement and Contracts Manager; or 

 
 (b) the goods, services or works are proprietary or of such a specialised nature that they can 

only be obtained from one particular supplier; or are sold only at a fixed price and no reasonably 
satisfactory alternative is available; or 

 
 (c) the prices of the goods or materials are wholly controlled by trade organisations or 

Government Order and no reasonably satisfactory alternative is available; or 
 
 (d) a purchase is to be made at a public auction, provided that the person bidding is satisfied 

that the cost of the purchase is reasonable compared to the cost of alternative methods of purchase; 
or 

 
 (e) the purchase is through an alternative contract or Framework Agreement available to the 

Council and which has been put together as a result of a lawfully tendered competition; or 
 
 (f) the contract is with professional persons for the provision of services where the personal 

skill of those persons is of primary importance; or 
 
 (g) for other reasons certified by the relevant Director there would be no genuine competition; or 
 
 (h) the contract is for the execution of work, the supply of goods, or services certified by the 

relevant Director as being required so urgently as not to permit the invitation of quotations or tenders; 
or 

 
 (i) the works to be executed or the goods, works or services fall within the scope of the existing 

contract; an extension of an existing contract as stated in the initial contract agreement; or 
 
 (j) the works to be executed or the goods, works or services fall within the scope of an existing 

contract where there is a genuinely justifiable case to use the existing contract to maintain continuity 
of supply. Extensions will not be considered where to do so would breach EU Procurement 
legislation. 

 
The Procurement Team and the Chief Finance Officer must be consulted before an exemption is agreed by 
the relevant Director under clauses (b) to (j). These exemptions will be included in the Procurement 
Schedule or, if issued under clauses (b) to (j), will be reported by the relevant Director as part of the 
Corporate Financial Monitoring process. 
 
Waiving the Rules 
 
3.2.1 Subject to UK and EU law any of these rules may be waived in consultation with the Procurement 
Team and the Chief Finance Officer. Waivers should be included in the Procurement Schedule to be 
approved by Council as part of the budget setting process. If this is not possible, waivers shall be approved 
by the Monitoring Officer where they are satisfied that to do so is justified in special circumstances and those 
special circumstances and the advantages and disadvantages of the alternative options are identified. 
Waivers should be reported to the next meeting of the Cabinet or relevant Committee of the Council if over 



 

 

£100,000 or by the relevant Director as part of the Corporate Financial Monitoring process if less than 
£100,000. 
 
3.2.2 All waivers will be recoded centrally in a format agreed by the Procurements and Contracts Manager. 
 
4. FRAMEWORK AGREEMENTS 
 
4.1 Where the Council identifies and adopts suitable Framework agreement(s) that have been tendered 
and awarded by central or local government or other public body or statutory undertaker the Council may 
benefit from using those agreements without entering into a separate procurement process, provided:- 
 
4.1.1 There are one or more suitable suppliers who are party to the framework; 
 
4.1.2 An options appraisal proportionate to the contract value has been conducted to ensure the council is 
obtaining best value; 
 
4.1.3 The duration of any call off contract that results is calculated to take account of the nature and 
volatility of the market for the goods, works or services that are being procured; 
 
4.1.4 All framework instructions are complied with, such as those relating to:- 
 

 which organisations can access the framework; 

 use of direct award or mini competition; 

 terms and conditions; and 

 contract duration; 

 
4.1.5 The use of the Framework Agreement is recorded in the electronic Contract Register. This should 
include framework reference numbers, lot numbers and the name and company registration number (where 
appropriate) of the supplier. 
 
5. CONSORTIA 
 
5.1 Where the Council joins one or more bodies/contracting authorities in a consortium or partnership 
and the contract is being tendered and awarded by that consortium or partnership, the Council shall not be 
required to invite further tenders, provided that these Rules have been followed to the extent that they are 
not inconsistent with the procedure(s) adopted by that consortium or partnership for awarding contracts. 
 
6. COLLABORATIVE CONTRACTS (EXCLUDING FRAMEWORK AGREEMENTS) 
 
6.1 In order to secure Value for Money, the Council may enter into collaborative procurement 
arrangements. This may be with or through another local authority, government department, statutory 
undertaker or public service purchasing consortium. 
 
The views of the relevant Portfolio Holder shall be sought before any decision is made as to whether to enter 
into collaborative procurement arrangements. 
 
6.2 Before undertaking a collaborative agreement, Officers should contact the Procurement Team. 
Fundamentally it is the responsibility of the lead authority putting in place a collaborative procurement 
process or framework agreement to ensure the process is fully compliant with all relevant procurement 
legislation. However, the Council has a clear responsibility not to utilise any contractual agreement which is 
not fully compliant and can be held accountable should they do so. 
 
6.3 Where collaborative agreements are entered into the Officer must:- 
 

 clarify who is the contracting authority; 

 ensure there is a legal agreement that protects the interests of the Council, which may include the 
use of a memorandum of agreement; 

 ensure that where the overall contract values are above EU Thresholds the contract was let in 
accordance with EU procedures and that any procurement activity below the EU Thresholds is 
conducted with due regard to the EU Treaty-based principles; and 



 

 

 ensure that the duration of any call off contract is calculated to take account of the nature and 
volatility of market for the goods, works or services being procured. 

  
7. PARTNERSHIPS 
 
7.1 Whenever the Council enters into a formal partnership the Council will ensure Governance 
arrangements are agreed in writing and include tendering responsibilities and arrangements. 
 
7.2 Where the Council acts as Lead Authority in the partnership these Contract Procedure Rules shall 
whenever practicable be followed. 
 
7.3 Before entering into contracts, written agreements shall be made with funding partners regarding the 
level of and conditions attached to any funding. 
 
7.4 Where the Council is not the lead partner, the tendering procedure rules agreed by the partnership 
shall be followed. 
 
8. ACCOUNTABLE BODY 
 
8.1 Tendering arrangements must conform with this Council’s and any appointed partner(s) Contract 
Procedure Rules, and be capable of providing evidence of this to the Council, its agents and auditors. 
 
N.B. Failure to follow the funding body’s tendering rule is likely to result in funds being clawed back, leading 
to a potential budget deficit to be financed by the Council 
 
9. E-PROCUREMENT 
 
9.1 The use of e-procurement technology does not negate the requirement to comply with all elements of 
these Contract Procedure Rules, particularly those relating to competition and Value for Money. 
 
10. RELEVANT CONTRACTS 
 
10.1 All Relevant Contracts must comply with these Contract Procedure Rules. A Relevant Contract is 
any arrangement made by, or on behalf of, the Council, other than those in 10.2 below. 
 
10.2 Relevant Contracts do not include: 
 

 contracts of employment which make an individual a direct employee of the Council, or 

 agreements regarding the acquisition, disposal, or transfer of land (for which the Financial 
Framework shall apply). 

 
10.3 Providing Services to External Organisations 
 

 The Monitoring Officer, the Chief Finance Officer, other Directors as appropriate, Financial Services 
(insurance) and the Procurement Team must be consulted where contracts to work for organisations 
other than the Council are contemplated. 

 
SECTION 2: COMMON REQUIREMENTS 
 
11. STEPS PRIOR TO PROCUREMENT 
 
11.1 As part of the budget process for the following financial year, the Council will prepare a Procurement 
Schedule. This will be considered by Overview and Scrutiny Committee, Cabinet and approved by Council 
as part of the Budget and Policy Framework and will be included in the Forward Plan. 
 
11.2 The Procurement Schedule will include:- 
 
(a) the title of the contract; 
 
(b) the service and officer responsible; 
 



 

 

(c) a brief summary of the goods or services covered; 
 
(d) proposed start and end dates; 
 
(e) a review date and extension period (if applicable); 
 
(f) estimated value by band (Under £10k, £10k - £100k, Over £100k to OJEU, Over OJEU); 
 
(g) the process to be followed, if known (e.g. request for quotation, invitation to tender, use of existing 
framework, full OJEU); and 
 
(h) the proposed decision route (officer Administrative Decisions, DED, Cabinet) 
 
11.3 Each Assistant Director is responsible for ensuring the Procurement Schedule is updated. It should 
include waivers and exemptions. 
 
11.4 At the beginning of each financial year the Council  shall publish a Prior Information notice (PIN) in 
the Official Journal of the European Union (OJEU) listing the contracts for supplies or services above the 
relevant EU thresholds that it expects to procure during that financial year. In relation to works contracts the 
Council shall publish a PIN as above when the works have been approved. The formal advice of the 
Monitoring Officer must be sought for the following contracts: 
 

 where the Contract value exceeds the EU threshold 

 those involving leasing arrangements, where the advice of the Chief Finance Officer will also be 
required 

 where there may be significant Intellectual Property Rights, copyright and confidentiality 
considerations (e.g. in the case of consultancies) 

 where risk assessments show the contract to be of medium or high risk or those that are complex in 
any other way. 

 
11.5 Tenders and Requests for Quotation shall wherever practicable be widely and appropriately 
advertised to ensure equality of opportunity for potential suppliers to compete if they so choose. 
 
11.6 Officers must ensure that appropriate authorisation has been given to proceed with the procurement 
and that the processes within the financial regulations are followed. 
 
11.7 Officers must ensure that provision for resources for the management of the contract and for support 
from internal specialists, for its entirety, have been identified and where necessary included in a business 
case. 
 
11.8 Officers must assess the procurement process in a manner commensurate with its complexity and 
value. Officers must:- 
 

 appraise the need for the expenditure and its priority; 

 define the objectives of the procurement process; 

 conduct an options appraisal to consider how the contract should be packaged and what 
procurement method is most likely to achieve the objectives and demonstrate value for money, 
including internal or external sourcing, partnering and collaborative procurement arrangements; 

 assess the risks associated with the procurement process and how to manage them; 

 consult the Corporate Asset Manager for all procurement relating to the Council’s land and buildings; 

 consult end users, internally and externally, about their expectations, the proposed procurement 
method, and expected  contract standards and performance; 

 consider what terms and conditions (T&Cs) should be used, including use of:- 

o Council standard T&Cs for straight forward procurements; 

o the most recent edition of professional/industry standard T&Cs where appropriate (e.g. JCT 
Minor Works Contract); 

o specialist T&Cs drafted by Legal Services for more complex, high spend or high risk 
procurements; and 



 

 

o the T&Cs relating to any framework (if applicable); 

 ensure conflicts of interest are identified, including where staff members have, directly or indirectly, a 
financial, economic or other personal interest which might be perceived to compromise their 
impartiality and independence in the procurement process. Any potential conflicts should be 
identified to the Monitoring Officer; and 

 set out these matters in writing if the Contract value of the Procurement exceeds £25,000. 

 
12. TRANSFER OF UNDERTAKINGS (PROTECTION OF EMPLOYMENT) REGULATIONS 2006 
(TUPE) 
 
12.1 In all cases where a request for Quotation or Invitation to Tender for services may result in a transfer 
of employees to or from the Council the Council will:- 
 

 issue a statement on the application of the Acquired Rights Directive(s) and the Transfer of 
Undertakings (Protection of Employment) Regulations 2006; and 

 consult staff who may be affected. 

  
13. NON-COMMERCIAL CONSIDERATIONS, EQUALITIES & COMMUNITY BENEFIT 
 
13.1 Under procurement law, public bodies are only able to take social and environmental matters into 
account in the decision to award a contract to the extent that those matters are directly relevant to the 
subject matter of the contract. However, in compliance with public procurement law, public bodies are now 
required to consider how social, economic and environmental improvements can be achieved through 
procurement. 
 
13.2 Inclusion of such criteria in specifications should be undertaken in accordance with the Sustainable 
Procurement & Commissioning Strategy and the Procurement Toolkit. 
 
14. RECORDS 
 
14.1 All contractual documents associated with Requests for Quotations and Tenders from successful and 
unsuccessful suppliers must be retained in accordance with the clauses below:- 
 
14.1.1 The method for obtaining bids 
 
14.1.2 copies of public notices 
 
14.1.3 any Contracting decision including exemptions and the reasons for it 
 
14.1.4 the shortlisting criteria and scoring 
 
14.1.5 the Award criteria and scoring 
 
14.1.6 the reason if the lowest price is not accepted 
 
14.1.7 Tenders/Quotations returned 
 
14.1.8 Any post tender interviews and clarifications including written notes of any interviews 
 
14.1.9 arrangement for contract management and monitoring 
 
14.1.10 communications with all Candidates and with the successful contractor 
 
14.1.11 Requisition for Supplies/goods 
 
14.1.12 Copy orders 
 
14.1.13 Delivery Notes 
 
14.1.14 Invoices, credit notes etc 
 



 

 

14.1.15 Price Advices 
 
14.1.16 Contract Variations 
 
14.1.17 Write off Approvals 
 
14.2 A complete set of the original contract and tender documents must also be retained, including 
contract terms and conditions, specification, pricing schedule, evaluation models, correspondence and 
award decision and letter as either electronic or hard copies. All of the above will be safely stored on the 
Council’s e-tendering portal, The Chest when used to undertake a procurement exercise. 
 
14.3 Records required by this rule, must be retained in accordance with the Council’s document retention 
policy but in any event must be retained for the following: 
 

 For contracts below £60,000 in total estimated value – 3 years or the lifetime of the contract 

 For contracts £60,000 and above – six years after the expiry of the contract 
 
14.4 The Monitoring Officer shall have overall responsibility to ensure a register (the Contract Register) is 
maintained for all contractual arrangements. The Register will be continually reviewed and updated in line 
with all relevant procurement activity, by the Monitoring Officer and/or the Procurement & Contracts 
Manager. 
 
15. TENDER PROCEDURE 
 
15.1 For the purposes of this rule, all estimates of contract values shall be in accordance with the 
procurement toolkit. If for any reason this is not available the estimates are to be in writing and prepared by 
the relevant Director or a competent member of his/her staff. No contract for goods,  
 
15.2 No contract for goods, services, or works having an estimated value not exceeding £100,00 in value 
shall be made unless:- 
 
15.2.1 For contracts having an estimated value of £10,000 but not exceeding £100,000 quotations are 
obtained from competent contractors through The Chest. 
 
Tenders (Below EU Threshold Values) 
 
15.3 No contract having an estimated value of £100,000 or more but below EU Threshold values 
applicable at the time shall be made unless the procedures below are undertaken:  
 
15.3.1 At least fourteen (14) days public notice should be given on The Chest and Contracts Finder using 
the Council’s standard documentation or a variation of such, and stating:- 
 

 the nature and purpose of the contract; 

 inviting tenders for its execution; 

 details of the award criterion; and 

 the last date for when tenders will be accepted.  

 
Framework agreement 
 
15.3.2 In accordance with Rule 4  
 
Pre-Qualification 
 
15.3.3 Where application has been invited by Public Notice in accordance with the Rules above, the 
invitation may require a pre-tender assessment (Pre-Qualification Questionnaire) to be undertaken and for 
the invitation to submit a tender to be limited to those persons who satisfactorily meet the requirements of 
that assessment. 
 
15.3.4 Where this applies the public notice must clearly and unambiguously state this fact. 
 



 

 

15.3.5 The relevant Director shall select not less than 5 contractors from the list who have satisfactorily met 
the pre-qualification criteria to submit a tender. Where less than 5have satisfactorily met the pre-qualification 
criteria the maximum number of suitable contractors must be invited to submit a tender. 
 
15.3.6 A two stage procurement process including pre-qualification should not be used as standard practice 
but instead when the procurement and contract process is considered high risk. 
 
15.3.7 The Council shall only enter into a contract with a potential supplier if it is satisfied as to the 
suppliers’:- 
 

 eligibility that he/she is not disbarred from tendering; 

 financial standing; and 

 overall technical ability. 

 
Tenders above EU threshold values 
 
15.4 All supplies, services or works having an estimated contract value in excess of the values stipulated 
in the Public Contracts Regulations 2015 shall be undertaken strictly in accordance with the requirements of 
that legislation. 
 
15.5 All public notices for such contracts must be in the prescribed form and appear in the Official Journal 
of the European Union (OJEU), electronically transmitted via the e-tendering portal, The Chest and on 
Contracts Finder. 
 
15.6 Placement of additional local/national or other public notices must only be made after the date of 
despatch to OJEU and should contain the same fundamental criteria as the OJEU Notice. 
 
15.7 The advice and assistance of the Procurement & Contracts Manager must be sought prior to the 
despatch of any OJEU Notice. 
 
SECTION 3: CONDUCTING PROCUREMENT AND DISPOSAL 
 
16. FINANCIAL LIMITS AND THRESHOLDS 
 
16.1 All requests for quotations, tendering and contracting, other than detailed in Rule 3 Exemptions, shall 
be subject to the thresholds shown on SharePoint. 
 
16.2 The Council acting as an ‘Accountable Body’ may be subject to lower financial thresholds than 
specified in Appendix 1 as stipulated by the funding body 
 
16.3 The Council will regularly review and if appropriate revise the Financial thresholds listed on 
SharePoint. 
 
17. AWARD CRITERIA 
 
17.1 The basis of tender acceptance and award must be made clear in the tender documentation. Either 
 

 Most Economically Advantageous Tender; or 

 Lowest Price where payment is to be made by the Council; or 

 Highest Price if payment is to be received. 

 
As more fully described hereunder 
 
17.2 Contracts shall primarily be awarded on the basis of the Most Economically Advantageous Tender 
which is most likely to offer ‘Value for Money’ by a robust assessment of cost and quality. Setting evaluation 
criteria based solely on lowest prices should be done with extreme caution. 
 
17.3 For contracts having a value in excess of £100,000, or identified as likely to have significant 
environmental impacts(s) the evaluation of cost and quality shall include an assessment of ‘Whole Life 
Costs’ proportional to the relevant goods, works or services. 



 

 

 
17.4 Unless there are exceptional reasons, the weighting given to price shall be between 60% and 85%. A 
lower figure than 60% will require the written approval of the Chief Finance Officer. 
 
17.5 An award on the basis of lowest price should be reserved for sectors where it is possible to precisely 
specify the goods or supplies to be procured or the items are otherwise identical. (For example basic gas 
and electricity supply prices but not where an element of the supply is to be from renewable or carbon 
neutral processes) 
 
17.6 The award criteria must be established before publication of Invitation to Tender (ITT) and must be 
included in the documentation issued to potential suppliers as part of the tender process. In the case of 
contracts that are estimated to be over the EU thresholds it is encouraged that the evaluation criteria is also 
published in the initial OJEU notice and is required to be included at the PQQ stage. 
 
17.7 Award Criteria must not include:- 
 

 non-Commercial Considerations; 

 matters which discriminate against suppliers from the European Economic Area or signatories to the 
Government Procurement Agreement; or 

 criteria used in selection and award - criteria should be distinguished separately at all times in the 
tendering process. 

 
18. QUOTATIONS 
 
18.1 All Requests for Quotations (RFQs) must include a specification that describes the Council’s 
requirements in sufficient detail to enable the submission of competitive offers 
 
18.2 The Officer must define Award Criteria that are appropriate to the Procurement and designed to 
secure an outcome giving value for money for the Council. 
 
18.3 All Quotations must specify the terms and conditions of contract that will apply. 
 
18.4 The Request for Quotation must state that the Council is not bound to accept the lowest or any 
Quote, and reserves the right not to award the Contract at all. 
 
18.5 All Candidates invited to quote must be issued with the same information at the same time and 
subject to the same conditions via The Chest. Any supplementary information must be given on the same 
basis. 
 
18.6 Quotations must be returned electronically via the Chest, or where an alternative procedure is 
adopted via email or in writing addressed impersonally to the relevant Director. 
 
18.7 The Assistant Director may accept the most advantageous Quotations received in respect of 
proposed contracts, provided they have been sought and evaluated fully in accordance with these Contract 
Procedure Rules. 
 
18.8 The authority in 18.7 may be subject to delegation for quotations under £10,000. However, the 
decision on acceptance must be taken by an Officer of appropriate seniority and experience and must be 
formally recorded. 
 
19. ITT 
 
19.1 Any Invitation to Tender issued by the Council shall include details of the Council’s requirements for 
that particular contract including:- 
 
19.1.2 A description of the supplies, services or works being procured; 
 
19.1.3 The procurement timetable including tender return date and time. Such date must allow a reasonable 
period for potential suppliers to prepare and submit their tender; 
 
19.1.4 A specification and instructions on whether variants are permissible; 
 



 

 

19.1.5 The Council’s standard terms and conditions of contract, or other suitably prepared T&Cs with the 
agreement of Legal Services; 
 
19.1.6 A statement on the Council’s Anti-Bribery, Fraud and Corruption Policy including reference to the 
Whistle-blowing Policy (Confidential Reporting Code) and the Bribery Act 2010; 
 
19.1.7 The evaluation criteria and any weightings considered appropriate; 
 
19.1.8 The pricing mechanism and instructions for completion; 
 
19.1.9 The form and content of any method statements etc. to be submitted; 
 
19.1.10 A statement that the Council does not bind itself to accept the lowest or any tender; 
 
19.1.11 A statement that late tenders, incomplete tenders, tenders returned not using the means indicated, or 
where applicable, not returned in the envelope provided or bearing distinguishing marks that would identify 
the sender, or those containing an unauthorised alteration will be disqualified; 
 
19.1.12 Whether the Council is of the view that the Transfer of Undertakings (Protection of Employment) 
Regulations 2006 may apply; 
 
19.1.13 A list of documents to be returned, and the rules for their submission; 
 
19.1.14 Any further information that will inform and assist those invited to tender to prepare and submit 
tenders; 
 
19.1.15 A Non-Collusive Tendering Certificate for completion and return by the tenderer; and 
 
19.1.16 A statement that “The Council does not bind itself to accept the lowest (highest), or any tender” 
 
19.2 Tenders invited in pursuance of Rule 22(1) of the Public Contracts Regulations 2015 shall be 
returned electronically where the process has taken place via the e-tendering portal. 
 
19.3 Where submissions are required in other formats to support the process on The Chest they shall be 
addressed impersonally to the relevant Director. 
 
19.4 Tender return envelopes/labels shall be a plain colour. They shall bear the word ‘Tender’ followed by 
the tender subject, and clearly state the deadline for receipt of tenders in the top left hand corner. 
 
20. SUBMISSION AND RECEIPT OF TENDERS/QUOTATIONS 
 
20.1 Candidates must be given an adequate period in which to prepare and submit a proper 
Tender/Quotation, consistent with the complexity of the contract requirement. The EU Procedure lays down 
specific time periods which are required by law and must be adhered to. 
 
20.2 Electronic tenders and tender envelopes returned must only be opened after expiry of the closing 
date in accordance with the provisions of Clause 21 below. Any opening of tenders, (electronic or hard 
copy), prior to the tender return deadline will render the tender exercise invalid 
 
20.3 All tender responses shall be returned via the portal where they will be sealed until after the deadline 
for return has passed when only an appointed verifier can release them. 
 
20.4 Where supporting evidence is requested, tender envelopes on their return shall be date stamped on 
the outside with the date of their return by Reception/post room staff who will initial them and insert the time 
of their return. Envelopes will then be placed in the locked Tender Box where they will remain unopened until 
after the deadline for return has passed. 
 
20.5 Where the preferred method of the approved e-tendering portal is followed all quotations shall be 
returned via the portal where they will remain locked until after the final deadline for receipt of all quotations 
when only someone from the Procurement Team can release them. 
 
20.6 Where a paper-based exercise is followed for quotations under £10,000, quotation envelopes on 
their return shall be date stamped, the time of their return inserted and initialled by the staff who first receives 



 

 

them. They will be forwarded to the relevant Director who will store them in a secure locked place where they 
will remain unopened until after the deadline for return has passed. 
 
21. OPENING OF TENDERS/QUOTATIONS 
 
21.1 Tenders and Quotations shall be opened at a single time. 
 
21.2 Where the preferred method of the approved e-tendering portal is followed all quotations shall be 
returned via the portal where they will remain locked until after the final deadline for receipt of tenders when 
only an appointed verifier can release them. 
 
21.3 The relevant Director and a designated member of his/her staff or two designated members of 
his/her staff shall open supporting documents to tenders and written quotations received under any other 
procedure or in the case of using the e-tendering portal an appointed verifier can release them. 
 
21.4 Where a paper-based exercise has been followed for quotations under £10,000 the Form of 
Tender/Quotation, Non-collusive certificates, form of bond and any priced documents submitted by the 
potential supplier shall be date stamped and those persons present shall insert their initials within the stamp. 
 
21.5 Any Tender/Quotation received after the appointed time for receipt of tenders/quotations for a 
particular contract shall be disqualified, other than under exceptional circumstances, and shall not be opened 
save to ascertain the name of the tenderer/potential supplier to whom it shall be returned immediately. The 
Monitoring Officer must agree if special circumstances apply. The circumstances must be recorded on the 
procurement file and reported to the Procurement Team. 
 
21.6 Where this is carried out as a paper-based activity the Tender and Quotation return envelopes, or 
photocopies thereof indicating the date and time of receipt shall be retained as part of the tender file. 
 
22. CLARIFICATION PROCEDURES 
 
General 
 
22.1 Providing clarification of an Invitation to Tender (ITT) to potential or actual Candidates or seeking 
clarification of a Tender is permitted only via The Chest. 
 
22.2 The Council may seek clarification via The Chest from potential suppliers in respect of their offer 
where appropriate. However the same opportunity must be afforded to all potential suppliers to ensure a 
transparent, non-discriminatory process that affords equality of opportunity. 
 
22.3 Any question points of clarification must be raised by potential suppliers via The Chest. Questions 
shall be answered promptly and only via The Chest. The same information must also be communicated in 
writing to all other potential tenderers to ensure transparency and equality. Consideration must be given to 
extending the timescales for submission if material clarifications are sought, particularly if clarifications are 
issued within 6 days of the submission deadline. 
 
Post Tender 
 
22.4 Discussions with Tenderers after submission of a Tender and before the award of a contract with a 
view to obtaining adjustments in price, delivery or content must be the exception rather than the rule and be 
within the scope of the contract.  
 
22.5 Post tender discussions may only be conducted in circumstances which do not put other tenderers at 
a disadvantage, distort competition or affect adversely the integrity of the competitive tendering process. 
 
22.6 Where during the tender evaluation process, examination of the most favourable tender or quotation 
reveals errors or discrepancies, which affect the tender/quotation figure the following process shall be 
followed:- 
 
22.6.1 If the errors or discrepancies are of an arithmetic nature that results in the tender figure being 
reduced from that submitted, the tenderer etc. will be informed of the errors or discrepancies involved and 
that the Council intends to treat the tender figure as reduced to reflect the true arithmetic value of the 
tender/quotation; 
 



 

 

22.6.2 If the errors or discrepancies are of an arithmetic nature that results in the tender figure being 
increased from that submitted, the tenderer etc. will be informed of the errors or discrepancies involved and 
afforded the opportunity to confirm the tender/quotation figure at the original submitted price or to withdraw 
the tender/quotation offer; 
 
22.6.3 In all other circumstances, the tenderer etc. is to be given details of the errors or discrepancies and 
afforded the opportunity to confirm the tender/quotation figure or withdraw the offer. 
 
22.6.4 A reviewed tender price cannot be submitted by the tenderer at this stage unless the OJEU 
competitive procedure with negotiation procedure is being followed. 
 
22.6.5 If a tenderer etc. withdraws an offer as a result of 22.6.2 or 22.6.3 above the next most favourable 
tender shall be examined and treated in the same manner. 
 
22.7 Where post-tender discussions result in a fundamental change to the specification, scope or contract 
terms, the contract must not be awarded, but re-tendered. 
 
23. EVALUATION 
 
23.1 Evaluation means assessment of tenders submitted against published selection and award criteria. 
Evaluation must only be against the published criteria, any other assessment which has not been stated on 
commencement of the procurement is against the principles of fairness and transparency. 
 
23.2 Apart from any debriefing required or permitted by these Contract Procedure Rules, the 
confidentiality of Quotations, Tenders and the identity of Candidates must be preserved at all times and 
information about one Candidate’s response must not be given to another Candidate. This is subject to the 
requirements of legislation, for example the Freedom of Information Act 2000. 
 
23.3 Evaluation of the tenders must be carried out by a minimum of two officers of sufficient seniority, skill, 
knowledge and experience. The evaluation must be fully documented. 
 
23.4 The arithmetic in compliant Tenders must be checked. If arithmetical errors are found they should be 
corrected and notified to the Tenderer, who should be requested to confirm whether they wish their Tender 
to be evaluated with the amended amount or whether they wish to withdraw their Tender. 
 
23.5 Where no tenders are fully compliant with the specification, the advice of the Procurement Team 
must be sought. 
 
24. AWARD 
 
24.1 The most favourable tender or quotation may only be accepted where there is adequate provision in 
the Revenue estimates approved by the Council or an approved Capital Estimate.  
 
24.2 The most advantageous Quotations and Tenders received in respect of proposed contracts may only 
be accepted provided they have been sought and evaluated fully in accordance with these Contract 
Procedure Rules. 
 
24.3 Where tenders are to be accepted these must be done in accordance with the financial thresholds 
information held on SharePoint. 
 
24.4 Where the most favourable tender received is unacceptable, exceeds the budget provision, despite 
any adjustments that may be permitted under the Invitation to Tender and these Rules, a report on all 
tenders for that particular contract, and the options available shall be made to the Cabinet or relevant 
Council Committee for consideration and decision. 
 
24.5 Where the most favourable quotation received is unacceptable, exceeds the budget provision, 
despite any adjustments that may be permitted under the Request for Quotation and these Rules, a report 
on all quotations and the options available shall be prepared by the Assistant Director for consideration and 
decision by the relevant Director. 
 
24.6 Where a payment is proposed to be made to the Council, and the most favourable tender/quotation 
is unacceptable, or it is proposed to accept other than the most favourable tender/quotation a report shall be 
made on all tenders or quotation as described in 25.4 and 25.5 respectively. 



 

 

 
24.7 At the conclusion of the tender exercise, having an estimated value above EU threshold values, and 
prior to any award being made, there shall be a minimum 10-day standstill period during which unsuccessful 
suppliers shall be debriefed in writing. No information, other than the following, should be given without 
taking the advice of the Monitoring Officer: 
 

 The criteria and weightings 

 The score of the bidder, the score of the winning bidder and the score of the other bidders which 
must be kept anonymous 

 The name of the winning bidder 

 The reasons for the decision, including the characteristics and relative advantages of the winning 
tender 

 
24.8 If formal objections to the intended award are raised the Officer shall not award the contract and 
immediately consult the Monitoring Officer and the Procurement & Contracts Manager. 
 
24.9 For below EU threshold procurement exercises suppliers shall be debriefed as to the outcome of the 
exercise taking into account the same principles of openness and transparency. 
 
24.10 Acceptance of other than the most economic advantageous Tender must be authorised as follows: 
 

 Up to Tender Threshold  
 
 By the Assistant Director. This authority will not be subject to delegation. Full details of the reasons 

for the decision must be recorded, signed by the Service Director and forwarded to the Procurement 
Team to be held on file. 

 

 Tender Threshold to EU Threshold  
 
 By the Delegated Executive Decision, based on the formal recommendation of the Director. Full 

details of the reasons for the decision must be recorded and held on file. 
 

 Over EU Threshold (OJEU procedure) 
 
 By the Cabinet, based on a formal detailed report submitted by the relevant Director. 
 

 Where the tender is covered by the EU Procurement Directives, then acceptance must comply with 
these. 

 
SECTION 4: CONTRACT AND OTHER FORMALITIES 
 
25. CONTRACT FORMALITIES 
 
25.1 All contracts having an estimated total value of £25,000 and above, and any other case where the 
Monitoring Officer so decides shall be in writing. 
 
25.2 Every such contract entered into on behalf of the Council shall be in a form approved by the said 
Director and shall be signed by at least two officers of the Council or made under the common seal of the 
Council attested by at least one officer in accordance with the Council’s Constitution. 
 
25.3 Contract formalities must be carried out and completed to the satisfaction of the Monitoring Officer 
before the contractor commences any work under the contract. 
 
25.4 Every such contract shall include 
 
25.4.1 The supplies, services or works to be furnished/delivered, had or done [including appropriate 
technical specification(s]; 
  
25.4.2 The price to be paid with a statement of any discounts or other deductions; 
 



 

 

25.4.3 Payment terms which should normally state payment in arrears. However where payment in advance 
is necessary the rationale for this should be fully documented, and where payments in advance exceed 
£5,000 a documented risk assessment must be approved by the relevant Assistant  Director. 
 
25.4.4 The time or times within which the contract is to be performed/undertaken; 
 
25.4.5 Valid copies of the minimum appropriate insurance to be held by the contractor at the 
commencement of the contract and on each subsequent anniversary; 
 
25.4.6 Clauses(s) for the way in which any arbitration is to proceed under the contract; 
 
25.4.7 A clause prohibiting the contractor from transferring, assigning (directly or indirectly) to any person 
whatsoever, any portion of the contract without the prior written permission of the Council, or from subletting 
any portion of the contract without such permission other than may be customary in the trade concerned; 
 
25.4.8 In every contract for the execution of works or the supply of goods and materials and in every 
contract where the estimated value exceeds £60,000 (except where the contract is entered into under 
partnering arrangements) there shall be a consideration of the need for liquidated damages. The 
requirement and amount of such provision shall be determined in consultation with the Chief Finance Officer 
who shall consider the nature of the contract and its associated risks. The calculation shall be recorded and 
filed with the contract documents; 
 
25.4.9 A clause stating the retention of any appropriate amount determined following consultation with the 
Monitoring Officer that will be withheld until clearance of the Final Account. 
 
25.4.10 That all goods, materials and workmanship must be at least to the standard specified having regard 
to the relevant European, British or equivalent body, and must otherwise be fit for purpose; 
 
25.4.11 A clause empowering the Council to cancel the contract and to recover from the contractor the 
amount of any loss resulting from such cancellation, if the contractor shall have offered or given or agreed to 
give any person any gift, consideration or any kind of inducement or reward for doing or forbearing to do or 
to have done any action in relation to obtaining or execution of the contract with the Council; 
  
25.4.12 A clause empowering the Council to cancel the contract and recover from the contractor the amount 
of any loss resulting from such cancellation if the contractor or any person employed by him/her or acting on 
his behalf shall have committed any offence under the Bribery Act 2010 or shall have given any fee or 
reward, the receipt of which is an offence under Section 117(2) of the Local Government Act 1972. 
 
25.4.13 A clause prohibiting the Contractor from transferring or assigning, directly or indirectly, any portion of 
the contract to any person or organisation without the express written consent of the Council. 
  
25.4.14 A clause that the contractor, his staff, agents and any sub-contractors are required to comply with the 
Council’s Anti Fraud and Corruption procedures and the Whistle-blowing Policy (Confidential Reporting 
Code) for reporting any such events. A copy of the Whistle-blowing policy currently applicable shall be 
included in the schedule of documents under clauses 25.1 and 25.2 above. 
  
25.4.15 A clause that the contractor will comply with the provisions of:  
 

 The Council’s Equality and Diversity Policy including requirements of the Equality Act 2010; 

 All obligations of the Council under the Human Rights legislations; 

 All restrictions and requirements of the Council under Data Protection legislation; 

 All restrictions and requirements that may be imposed on the Council under the Freedom of 
Information Act 2000; and 

 The Health and Safety at Work etc Act 1974 and any other legislation made thereunder or relevant to 
the health and safety of employees. 

 The TUPE requirements (where applicable). 

 
25.5 Where a formal contract is not required the Director will notify acceptance in writing to the successful 
contractor and place the necessary order. This must include the Council’s relevant standard terms and 
conditions. 



 

 

 
25.6 Where the annual amount spent with any one contractor or on any one specific type of goods, works 
or services exceeds £25,000 and outside an existing contractual agreement, a review must be carried out to 
assess the procurement method and a formal contractual agreement put in place. 
 
Sub Contractors 
 
25.8 Where any sub-contractor or supplier is to be nominated to a main contractor/supplier for the 
execution of a contract with the Council, these Contract Procedure Rules shall apply as if the Council was 
entering into a direct contract with the sub-contractor or supplier. 
 
25.9 Details of contracts must be entered on the Council’s contracts register 
 
26. SAFEGUARDS FOR DUE PERFORMANCE 
 
Liquidated Damages 
 
26.1 Every written contract must, unless the relevant Director in consultation with the Chief Finance 
Officer considers it inappropriate, provide for the payment of liquidated damages by the contractor in the 
event of his default. 
 
26.2 The level of damages required will be determined by the relevant Director, in consultation with the 
Chief Finance Officer. 
 
Failure to Deliver 
 
26.3 In every contract for the execution of work, supply of goods, materials or services having an 
estimated value of £25,000 and above a clause shall be inserted to secure that, should the contractor fail to 
deliver the goods, materials or execute the service or works or any part or portion thereof within the time or 
times specified in the contract, the Council, may without prejudice to any other remedy for breach of contract, 
either wholly or in part, or to the extent of such default, and to provide for the execution of the work or 
service by other means, or to purchase other goods or materials, as the case may be make good 
 

 Such default; or 

 In the event of the contracts being wholly determined, the unexecuted work or service or the goods 
or materials to be delivered 

 
The clause shall further secure that the amount by which the cost of providing for the execution of the work 
or service by other means, or the purchasing of other goods or materials, exceeds the amount which would 
have been payable to the contractor had he executed the contract, or portion thereof, within the time or times 
specified therein, shall be payable by the contractor. 
 
Performance Bonds 
 
26.4 The Council shall require and take sufficient security for the due performance of all contracts 
exceeding £60,000 where appropriate. For works contracts the amount of security shall be the retention of 
10% of the contract sum during the life of the contract, such retention to be released on issue of the 
certificate of practical completion of the contract. The use of, and level of, retentions on other contracts shall 
be agreed with the Chief Finance Officer prior to the publication of the proposed T&Cs. 
 
26.5 In any particular contract or class of contract the Chief Finance Officer may decide that the Council’s 
interest in the proper performance of the contract can be appropriately protected by specifying and taking a 
different form of security 
 
27. PREVENTION OF CORRUPTION 
 
27.1 The Officer must comply with the Code of Conduct and must not invite or accept any gift or reward in 
respect of the award or performance of any contract. High standards of conduct are obligatory. It will be for 
the Officer to prove that anything received was not received corruptly. Corrupt behaviour is a crime under the 
statutes referred to in Rule 27.2 below and is likely to lead to disciplinary action. 
 
27.2 The following clause must be put in every written Council contract (excluding framework call-offs):- 



 

 

 
“The Council may terminate this contract and recover all its loss if the Contractor/Supplier, its employees or 
anyone acting on the Contractor/Supplier’s behalf do any of the following things: 
 

 offer, give or agree to give to anyone any inducement or reward in respect of this or any other 
Council contract (even if the Contractor / Supplier does not know what has been done); or 

 commit an offence under Section 117(2) of the Local Government Act 1972 or the Bribery Act 2010; 
or 

 commit any fraud in connection with this or any other Council order or contract whether alone or in 
conjunction with Council Members, contractors, suppliers, or employees. 

 
Any clause limiting the Contractor’s liability shall not apply to this clause.” 
 
28. DECLARATION OF INTEREST 
 
28.1 Every Officer and Member of the Council has a responsibility to declare any links or personal 
interests that they may have with purchasers, suppliers and /or contractors if they are engaged in contractual 
or purchasing decisions on behalf of the Council, in accordance with the applicable Codes of Conduct. 
 
SECTION 5: CONTRACT MANAGEMENT 
 
29. MANAGING CONTRACTS 
 
Freedom of information 
 
29.1 The Council shall fulfil its obligations under the Freedom of Information Act 2000 (as amended) in 
respect of any application made under the Act in relation to the contracts it has entered into and the manner 
in which the contract was procured. 
 
Statistics 
 
29.2 The Procurement & Contracts Manager or such other officer nominated by the Chief Finance Officer 
shall be responsible for ensuring the Council meets its reporting requirements EU Rules required by the 
Department of Communities and Local Government or others. 
 
29.3 Directors and Assistant Directors shall upon request of the nominated officer provide the details and 
any information necessary to complete these returns with the minimum of delay. 
 
Extensions 
 
29.4 A contract for goods, services or works shall only be extended where the contract terms and 
conditions expressly provide for an option for extension. 
 
29.5 Any such extension shall be considered where the contract:- 
 

 has been successful in demonstrating performance targets identified in the original contract were 
met; 

 will demonstrate Service Improvement or innovative service delivery processes; 

 is able to demonstrate that such extension will deliver Value for Money; or 

 where there is a genuinely justifiable case to extend to maintain continuity of supply or site 
experience. 

 
29.6 Any such extension shall be subject to: - 
 

 adequate budget provision; 

 the extension being priced at the original contract rates subject to any adjustment mechanism set out 
in the contract; 

 the agreement of the supplier; and 

 compliance with EU Procurement legislation. 



 

 

 
29.8 Any proposed contract extension shall be approved by the Chief Finance Officer. 
 
Consultants 
 
29.9 It shall be a condition of the appointment and engagement of the services of any consultant, not 
being an officer of the Council, who is to be responsible to the Council for the supervision of a contract, or 
design of any scheme etc. on behalf of the Council that: - 
 

 the appointment will be undertaken in accordance with these Rules which includes the use of 
appropriate framework agreements; 

 consideration will be given to any requirement for vetting, data protection, intellectual property rights 
etc.; 

 consideration will be given to the most appropriate form of payment, including based on inputs 
(usually time) or output based; 

 the consultant will be prohibited from bidding for the work, service etc. and any subsequent stage 
unless this was the specific purpose of their appointment; 

 that in supervising any contract on behalf of the Council the Consultant shall comply with these Rules 
as though he/she was a Director of the Council, subject to the modification that the procedure to be 
followed in inviting and opening tenders shall be approved in advance by the relevant Director; 

 at any time during the period of carrying out the contract procedure during his/her appointment, the 
Consultant shall produce to the Chief Finance Officer or authorised representative, on request, all the 
records maintained by him/her in relation to the contract; and 

 On completion of the appointment/contract he/she shall without delay transmit all records in relation 
to any contract to the relevant Director. 

 
30. RISK ASSESSMENT AND CONTINGENCY PLANNING 
 
30.1 For all contracts, contract managers must:- 
 

 maintain a risk register during the contract period; 

 undertake appropriate risk assessments; and 

 ensure contingency measures are in place for identified risks 

 
31 CONTRACT MONITORING, EVALUATION AND REVIEW 
 
31.1 Each Director responsible for the awarding of contracts, which provide for payment to be made by 
instalments, shall arrange for the keeping of a register, to the satisfaction of the Chief Finance Officer, to 
show the state of account on each contract between the Council and a contractor, together with any other 
payments and related professional fees. 
 
31.2 Payments to contractors on account of contracts shall be made only on a certificate issued by the 
relevant person. 
 
31.3 Subject to the provision of the contract in each case, every variation shall be authorised in writing by 
the relevant person. Each variation shall include an estimate of the increase or reduction in cost arising from 
that variation of the contract. Any variations must be within the scope of the contract. 
 
31.4 When the net effect of such variations exceeds the following limits, this shall be reported as soon as 
possible to the Cabinet or relevant Committee of the Council: 
 

 for contracts up to £100,000 (in amount or budgetary provision) – 3% of the contract sum or 
budgetary provision (but not less than £1,000) 

 for contracts in excess of £100,000 (in amount or budgetary provision) - £3,000 + 1.5% of the excess 
of the contract sum or budgetary provision over £100,000. 

 



 

 

31.5 Provided that it shall not be necessary to report such net effect in the case of contracts undertaken 
under agency or contractual arrangements on behalf of another local or public authority where that authority 
has approved the cost of the variation. 
 
31.6 Where the relevant person issues a certificate and the amount to be paid on that certificate, when 
added to amounts previously certified for payment, would result in the contract sum or budgetary provision 
being exceeded, then the certificate shall be accompanied by a report fully explaining the position from the 
relevant person to the Chief Finance Officer. 
 
31.7 The final certificate of completion of any contract shall not be issued until the relevant person has 
produced to the Chief Finance Officer a detailed final statement of account and all relevant documents, if 
required. 
 
31.8 The Chief Finance Officer shall, to the extent that is considered necessary, examine final accounts 
for contracts and shall be entitled to make all such enquiries and receive such information and explanations 
as may be required in order to be satisfied as to the accuracy of the accounts. 
 
31.9 Every works contract and every other contract which is estimated to exceed £60,000 in value or 
amount shall include provision for liquidated damages, except where the contract is a partnering contract 
entered into under the Council’s procurement policy. Where there has been a delay in the completion of a 
contract and an extension of time is not appropriate to be authorised, the relevant person shall impose the 
liquidated damages clause in all instances, unless, after consultation with the Monitoring Officer, it is decided 
it is inappropriate to do so. 
 
31.10 A report as to final costs under each contract shall, after agreement of the final account, be 
incorporated into the Post Implementation Review submitted to the Senior Management Team, Cabinet or 
relevant Committee by the appropriate Director after consultation with the Chief Finance Officer. 
 
31.11 Claims from contractors in respect of matters not clearly within the term of any existing contract shall 
be referred to the Monitoring Officer for consideration of the Council’s legal liability and, where necessary, to 
the Chief Finance Officer for financial consideration, before a settlement is reached. 
 
31.12 Where a contractor enters into liquidation or receivers are appointed or the contractor makes 
arrangement or composition with his/her creditors, the relevant person shall report the full circumstances in 
writing to the Cabinet or relevant Committee of the Council as soon as they are known to him/her. 
 
GLOSSARY 
 
Procurement Schedule 
A plan identifying the projects and contracts that are expected to be procured during the financial year. 
Where possible the Procurement Schedule should also identify the lead officer and an outline timetable. This 
should be signed-off by the relevant Assistant-Directors, Directors and Council at the beginning of each 
financial year. 
 
Contract Period 
The period over which a contract is delivered. The period determined must comply with European and 
National legislation, allow for continuous improvement, enable appropriate exit strategies, and enable the 
contract to be packaged to encourage delivery in the most cost effective manner 
 
Contracts Register 
The register held by the Council containing of all written contracts entered into by the Council. 
 
E-Procurement / e-tendering 
An electronic procurement process using proprietary software or media to enable the tender/quotation 
process to be undertaken electronically. It provides all the controls applicable to manual tendering as 
required by these rules. 
 
EU Procurement Directives 
The Legislation setting out the defined mandatory procurement procedures that must be followed when 
procuring supplies, services or works above the pre-determined threshold values in force for the time being. 
 
EU Treaty-based Principles 



 

 

The principles of the European Union which impact on all procurement regardless of value. These must be 
adhered to and include principles of equality, non-discrimination, transparency, mutual recognition and 
proportionality. 
 
Framework Agreement 
Contracts awarded following a compliant tender exercise that provides for the ‘call-off’ of supplies, services 
or works against a supplier. The Framework provides a non-binding offer without obligation; a binding 
contract coming into effect once the Council initiates a ‘call-off’ 
 
ITT 
Invitation to Tender 
 
OJEU 
Official Journal of the European Union. The advertising medium for tenders above EU procurement 
threshold values 
 
Performance Bond 
Applicable to contracts over £60,000 in value where there are potentially high levels of risk. The Council 
seeks security to mitigate such risk, and this is normally in the form of a parent company guarantee or a 
Performance Bond. 
 
Procurement 
The mechanism and processes by which the Council acquires the supplies (goods), services and works 
necessary to achieve delivery of its objectives. It will include all associated performance measurement, 
monitoring and other controls necessary to complete such delivery. 
 
Procurement Cards 
Approved purchasing cards generally used as a mechanism for ordering and invoicing low value goods and 
services. Purchasing Cards are not credit cards. 
 
Regulations/PCR2015 
The UK regulations implementing the EU public procurement directives, currently the Public Contract 
Regulations 2015. 
 
RFQ 
Request for Quotation 
 
Risk Management 
Risks associated with procurement exercises shall be identified, assessed and managed 
 
Supplier 
Any person, firm, organisation or body providing or potentially providing supplies (goods) services or works 
to the Council. 
 
Value for Money 
The optimum combination of quality and cost taking into account ‘whole life costs’. 
 
Whole Life Costs 
The costs associated with a procurement form the initial definition of need, to the actual procurement of the 
supplies, services or works, their delivery and operation through to the end of the useful life and/or disposal. 


