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WHAT
PROCUREMENT
ROUTE TO
TAKE?

NB: **

sub process mapped separately,
eg: tender process, vendor mgt,
SRM process

Up to 5k
Get Quotes or the Director’s
agreement to alternative

5 -25k
Tender or Get 3 written

Identify supplier and agree
- terms

Value for

quotes OR Director’s

agreement to alternative

WU

Over 25k
| Full tender process OR waive

money

evaluation

CSO’s up to EU threshold

Call off existing frameworks

See separate
flowcharts for
OJEU/OPEN/RESTRIC
TED/NEGOTIATED
PROCESS

Kk

OR contracts




Check SAP
for
supplier.

Create if
needed **

Identify
" supplier and

agree terms

How to
ORDER/
Buy?

Check SAP
for supplier.
Create if

Check SAP
for supplier.

Create if
\ needed /

Check SAP
for supplier

Create if
needed

ORDERING — BUYING PROCESS

Hays
Resource
Centre




Imprest/Petty
cash

Imprest — cash issued & held
locally/in account

Manual order pad

Petty cash — completion of
manual form, authorised and

collected in person from
cashiers

Held by de-centralised services eg:
care/childrens homes — mainly used for

|| social/care — pocket money shopping
with clients — bus fares

To reimburse staff where they’ve used

Phone/fax — no
order

Invoice only
(contract

Numbered official orders —

some are then entered onto
SAP for matching to invoice

own cash/card for council
business/procurement

No audit trail of order held
centrally. No visibility.

Spend id by GL only when

SAP — R3
Orders

Call-off — framework
Invoice Plans
Catalogues
OT stores

Some large contracts are not on SAP
but regular payments made when

invoice/contract payment requests
received

invoice paid by FB60.

kK

SAP — SRM

Describe requirement

Shopper

L Catalogues
(requisite)
Punch-out —
Office Depot

rmummummum._l_

Shop with limit
Vendor lists

kK

OUTPUT
Purchase order
Via
Print

Post

> Bridgend
Fax

Email — LBH outlook

Print locally and post/fax

P/Card sk Orders placed by phone/person/online
using secure internet sites/email/fax and
logged

HFH/ALMO All stores orders raised on Task, goods
Task receipted and invoices sent to AP for
stores pavment —FB60
Framework — i Orders for care on Framework — | But
i care :

currently also raising orders on SAP as

>4 OUTPUT method

not known




Suppliers

Local
Regional
National
International

Sole traders
Regional sites
Chains

Internet only

Delivery of
goods/services
to over 150

Goods receipt of
SAP order

Informal
receipting at
site of delivery

Performance
management of larger
formal contracts

4
Payment of
performance related
bonuses/application of
defaults/penalties




Centralised
70% of
invoices

(114,386)

Business Units
30% of invoices

(05/06)
(48,663)

Receipt of

invoice

163,049

P-card

Bill monthly
DD

for payment then
forward to AP

Business Units check

invoice and authorise

Commercial
1 INVOICING PLANS
8% O415
%j Hok

/

.docs.

Invoices parked

Commercial FB60 3 7% of 0415 comm

Prepay team check for vendor on SAP
if not set up create vendor master.

Split 10% complex; 10% special, 80%
simple

/
Verified by different officer
Post if OK
ok
Commercial MIRO 55% OF 0415
Matched to order

All invoices checked — pre pay team

Team leader allocates — simple 20%, complex
60%, or special 20%.

Invoices are posted and filed OR blocked and
reviewed by business units for clearing.

Payment Run

Daily

cheques
BACS




