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1.

Purpose and scope of the Policy

1.1

Application of this policy and the adoption of best practice procurement methods helps
the Open University (the University) to gain maximum value from the money spent with
suppliers of goods and services. Maximising this value enables the University to make
better use of students’ fees and helps deliver long term financial sustainability.

1.2

The purpose of this policy is to set out the governing principles for all University staff
who are engaged in procurement activity. The policy provides a governance structure
for the University’s Procurement Strategy which in turn supports the wider University
mission. This Procurement Policy, the Procurement Strategy and all related
procurement procedures form part of Financial Regulations.

1.3

The policy is relevant to all procurement activity conducted across the University
including its wholly owned subsidiaries rather than only the specific activities of the
University Procurement Team – part of Finance.

1.4

Procurement is defined as:
‘All activities and processes related to the acquisition of goods or services from an
outside source. These activities include the initial identification of a need, through
strategic sourcing activities, supplier management and operational purchasing
activities.

1.5

The breadth of procurement activity is highlighted in Diagram 1 below which illustrates
two related but distinct sets of activities – sourcing and purchase to pay (P2P). It is
important to consider P2P processes and activities during the sourcing stage with the
aim of making these processes as efficient as possible.

1.6

Sourcing relates to the activities carried out prior to entering into a contract and buying
goods and services from a supplier. P2P relates to the activities carried out to initiate,
take receipt of and pay for a purchase from a supplier.

Diagram 1 – The Procurement Cycle

Sourcing

Purchase to Pay
(P2P)
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2.

Legal Status and Obligations

2.1

The University is incorporated by Royal Charter (RC 000391), an exempt charity in
England & Wales and a charity registered in Scotland (SC 038302). The University is
authorised and regulated by the Financial Conduct Authority.

2.2

Staff of the University are required to understand and adhere to the Bribery Act 2010
and to comply with the University’s Anti-Fraud and Ethics Policies. The policies are
located here.

2.3

The University is obliged to comply with the Public Contracts Regulations 2015 (PCR
2015) or any updates to the regulations. The regulations set out the procedures that
must be followed before a contract is awarded to a supplier.

2.4

The basis of the regulations are the principles of transparency, non-discrimination, equal
treatment and proportionality. Whilst some procurement activity (either as a result of the
value or the type of procurement) does not have to adhere to the PCR 2015 in full, all
procurement activity conducted by the University must be done in a manner that adheres
to these principles.

3.

Roles and Responsibilities

3.1

Budget holders and their specific delegates are responsible for:
 Ensuring that business in their areas is conducted in accordance with Financial
Regulations - including this policy;
 Maximising value for money from their 3rd party spend;
 Compliance with all legal requirements relating to procurement activity;
 Engaging Procurement Services early to seek advice and support in the delivery of
these requirements.
 Ensuring all purchases of cloud based services, irrespective of cost or data
classification, comply with University Information Security Policies, specifically the
Secure Cloud Computing Services Security Policy, which can be found here:

3.2

Procurement Services are responsible for:
 Lead the delivery of the Procurement Strategy
 Defining, communicating and advising on policy and procedures that are designed
to ensure compliance with the University’s legal obligations;
 Providing guidance and support to budget holders in delivering the obligations
detailed above;
 Managing sourcing activities over £50k (ex VAT) in collaboration with units and
faculties, (see annex PP1 1 – Sourcing – obtaining quotes and tenders).

4.

Procurement Strategy and Vision

4.1

This policy supports the University’s procurement vision and strategy:
Procurement activities consistently support the University to achieve its strategic goals
through the balanced consideration of quality, financial & reputational stability, value, social
responsibility and risk when acquiring goods and services from outside sources.
The Procurement Strategy is located here.
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Determining value for money
4.2

Value for money is determined by considering all the factors that are relevant to the
proposed purchase including quality, reliability, experience, timeliness, service, and
initial and ongoing costs. These are all factors that can make a significant impact on
benefits and costs.

4.3

Value for money does not automatically mean the ‘lowest price’ to a particular unit, rather
it is related to finding the product or service that best fits the University’s needs with the
lowest overall cost (taking into account the initial purchase price, ongoing running costs
and costs of disposal at the end of life). One of the most effective methods of maximising
value from purchases is to seek competitive bids from suppliers. The Procurement Team
can provide advice and support regarding value for money decisions.

4.4

When seeking competitive bids from suppliers, it is important to consider whether the
proposals received, in whole or in part, are below what would be expected, based on
the buyers own market knowledge. In particular, if the price offered by a supplier
responding to a tender request is significantly lower than expected, typically more than
25% lower than the next lowest bid; or more than 25% lower than the average of all
submissions, then the reasons for this difference should be investigated. A material price
differential may be an indication that the supplier could be involved in illegal activity
including, but not limited to, fraudulent evasion of VAT. It is important to note that HMRC
have powers to impose penalties on the University and its officers where the University
knew, or should have known, that a transaction was connected with the fraudulent
evasion of VAT by another person. The Procurement Team can provide advice and
support when evaluating competitive bids and value for money decisions.

5.

Sourcing

5.1

Sourcing covers all activities involved in finding suppliers of goods and services. From
identifying and specifying the requirements through the selection and contract award
and on to managing the relationship with the supplier (see diagram 1 above).

Maximising value through competition
5.2

Encouraging competition between suppliers – by obtaining either quotes or tenders promotes economy, efficiency and effectiveness. It also supports the University’s
obligations to conduct its procurement activities with transparency, non-discrimination,
equal treatment and proportionality. The process of tendering helps develop and fine
tune the actual needs that the purchase will fulfil ensuring that these needs are neither
under nor over specified. It also demonstrably reduces the risks associated with conflicts
of interest, collusion, fraud, bribery and accusations of state aid in procurement.
Annexes PP1 and PP2 below provide information on when to obtain quotes and tenders.

5.3

Tendering is a formal process for seeking offers for the supply of goods or services
whereby an invitation is extended and offers are made and considered, according to a
set of pre-determined assessment criteria, prior to the creation of a contract. The
University uses two types of tendering process, open and selective tendering.

5.4

Tendering over the Public Contracts Regulations (PCR) threshold is undertaken
following a public advertisement in Find a Tender, inviting interested parties to submit a
tender, to which any supplier can respond.

5.5

Tendering or obtaining requests for quotation (RFQ) under the PCR threshold is
undertaken either following a public advertisement in Find a Tender or by inviting tenders
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from a pre-prepared list of suppliers without advertising. In this case, only those suppliers
listed can respond.
5.6

The tender method chosen for a specific procurement project should:






5.7

comply with PCR 2015 and other legal requirements;
offer the greatest likelihood of achieving the best value for money;
be appropriate for the level of risk;
be timely;
Avoid creating unnecessary costs for the University and/or tenderers.

Whilst tendering offers an opportunity to maximise value for money there is an
administrative cost to managing the process both for the University and for suppliers.
Consequently, tendering should only commence when there is a clear intention to
proceed and an approved budget is in place to make the purchase.

Using best practice procurement methods
5.8

The University is committed to using best practice strategic methods to manage its
procurement activities and hence maximise value. One such method is category
management where spend is considered for whole categories of spend (e.g. office
supplies, IT equipment or temporary staff) that are aligned to supply markets rather than
on a project or budget specific basis.

5.9

Managing procurement in this manner offers significant advantages including:
 Demand is aggregated across the whole University thus maximising the leverage
the University has with the supply market;
 Effort in sourcing and supply relationship management is not duplicated;
 Spend is aligned with supply markets making it easier to manage and influence
markets;
 Better supplier relationships can be developed;
 Benefits from a cross functional approach which draws on the expertise across the
University to drive better outcomes.

5.10 A key element of this approach is the use of pre-tendered framework agreements.
Budget holders are responsible for promoting and ensuring use of these agreements
and supporting the overall category managed approach across their budget areas.
Information on University framework agreements be found here:
Electronic tendering
5.11 Using an e-tendering system makes the tendering process more efficient and
transparent by providing a fully auditable, secure transfer of documents between the
University and bidders through each stage of the tender process. Unless agreed with
Procurement Services, all tenders above £50k shall be managed through the approved
e-tendering system. The system may optionally also be used for obtaining quotes below
£50k.
Contracts for the procurement of goods and services
5.12 The Procurement Manager on behalf of the Chief Financial Officer is the authorised
contracting officer for the purchase of all goods and services except for those for which
specific alternative arrangements have been authorised by the Chief Financial Officer in
consultation with the Procurement Manager. See section 8 below for more details on
devolved procurement areas.
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Contracts authorisation
5.13 Where a specific contract has been drafted (including variations to an existing contract)
for the purchase of goods and services this must be signed by an authorised University
Signatory as per the University’s Financial Regulations. Those with the authority to sign
and commit the University are:









Vice-Chancellor
University Secretary
Chief Financial Officer
Deputy Group Finance Director
Director, Treasury Services
Procurement Manager
Deputy Procurement Manager (for contracts up to £50k)
Head of Legal

And for specific areas of devolved responsibility:
 Director of Estates – see section 8 below
 Head of Licencing and Acquisitions – see section 8 below
 Director of Library Services – see section 8 below
 Group People Director – see section 8 below
5.14 Contracts signed by staff other than those indicated above may be repudiated by the
University.
5.15 Any proposed variation to a contract must be authorised by the Procurement Manager
or the Head of Legal.
Contract durations
5.16 Contracts for the supply of goods or services shall not typically exceed four years unless
significant financial/commercial advantage is proven – an exception to this is when
purchasing IT solutions where longer periods can ensure full rollout and adoption of a
system without the need for retendering. Contracts should have extension periods built
in to ensure that the quality of services are maintained and that further periods are
dependent on satisfactory service levels being maintained.
Terms and conditions
5.17 The University’s terms and conditions will, where possible, form the basis of any contract
entered into with suppliers unless otherwise agreed in writing.
5.18 Any proposed variations from the University terms and conditions (including use of
suppliers’ terms and conditions) must be agreed in writing with Procurement Services.
If the level of risk is high or it is felt that external legal advice is necessary, this will be
assessed by either Procurement Services or Legal Services before being referred.
Contract retention
5.19 Contracts and all other procurement related documentation will be retained for the period
determined in the OU retention policy – Finance. The policy is located here.
Contact with external solicitors
5.20 No contact with Solicitors should be made without the prior approval of the Head of Legal
Services. The University Secretary or his/her delegate will be the liaising officer with
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solicitors on contractual and litigation matters. Legal matters can be raised with Legal
Services in the first instance.
Supplier relationship management (SRM)
5.21 SRM describes the process of managing supplier/relationship through the life cycle of a
contract to ensure the goods or services supplied are delivered to the standards agreed
and subsequently the benefits and value envisaged from the contract are realised. Tasks
typically undertaken include regular account management meetings, review of service
levels, agreeing and progressing remedial action to improve services.
5.22 Responsibility for SRM shall be identified prior to a contract being agreed. In general,
this responsibility will rest with the relevant unit making the purchase and budget holders
must ensure that they have the required resource in place to manage supplier
relationships.
Disposals
5.23 Budget holders are responsible for ensuring that obsolete equipment is disposed of in a
manner that complies with the relevant University policies and procedures. Where it is
deemed that the obsolete equipment may hold a residual value it is the responsibility of
the budget holder to obtain the maximum value from the disposal (sale) of the
equipment. Units must contact Procurement Services prior to the sale or disposal of
equipment with a residual value estimated to be £5k + VAT or greater. Procurement
Services will provide assistance and support for such disposals. The Disposal flowchart
can be found in Annex PP3.
6.

Purchase to Pay (P2P)

6.1

P2P refers to all activities from initiating and raising a purchase requisition through
approval and issuing a purchase order, dispatch and receipt of goods or services and
paying for those goods or services including resolving any supply or invoicing disputes.
(See diagram 1).

6.2

All requests to suppliers for goods or services must be made using one of the approved
buying channels (See Diagram 2 below)

Diagram 2 - Approved University Buying Channels

Procurement Card (PCard)

Purchase Order (PO)
• Via SAP Ariba for the
purchase of goods and
services to support the
operation of the
University - indirects
• Or
• Via S4 Hana for module
materials (print and
other) - directs
6.3

• Used for low value,
infrequent transactions
• no PO required
• Refer to P-Card policy
for rules on usage

3rd Party buying
channels
• Process for specific
spend areas incl.
• Business travel
• temp. staff
• Purchases made
through the library
management system

The OU may repudiate liability for goods and services either ordered by an unauthorised
member of staff or ordered outside an approved buying channel and the member of staff
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involved may be personally liable for any payment due. The standard approval workflow
for purchases in SAP Ariba is set out at Annex PP 5.
7.

Ethical Procurement

Hospitality, entertainment and inducements
7.1

Staff involved in any procurement related activity must adhere to the Chartered Institute
of Purchasing and Supply (CIPS) code of conduct (found here) and relevant University
policies including the Bribery and Corruption Policy – see 2.3 above – and the Hospitality
and Gifts Policy which can be found here.

7.2

Staff must not put themselves in a position where they are influenced or might
reasonably be thought by others to have been influenced, by gifts, hospitality,
entertainment or other favours from suppliers, current or potential.

7.3

Where it is clear that the work of the University would be facilitated, modest hospitality,
at a value commensurate to that the University might offer to third parties, may be
accepted, provided this is not a regular occurrence and is modest in extent.

7.4

Gifts, other than low value items such as business diaries, calendars, pens etc. which
are part of a supplier’s normal marketing initiatives, should not be accepted. Where it is
clear that declining gifts would damage the University’s business, the items given should
be declared to the member of staff’s Head of Unit for determination of action, which may
include adding the item to the Unit inventory, making it available for use by the staff of
the Unit more generally etc. The Head of Unit should seek the advice of the Procurement
Manager when an appropriate course of action is not clear.

7.5

Where a member of staff is in doubt about whether any hospitality, gift or other invitation
is acceptable, guidance from the Head of Unit should be sought.

7.6

Hospitality offered by members of staff on behalf of the University to third parties should
be modest and wherever possible should be provided on University premises. Where it
is necessary to provide such hospitality other than on University premises, the reasons
for this must be recorded on the relevant documentation for reclaiming expenses.
Further guidance relating to offering hospitality to third parties on behalf of the University
can be found in the Travel & Subsistence Policy and the Hospitality and Gifts Policy (see
7.1 above).

Declaration of personal interests
7.7

If a member of staff becomes aware of any personal, financial or other beneficial interest
in a transaction or financial arrangement with, or on behalf of, the University, the member
of staff shall immediately disclose, in writing, the fact and nature of the interest to their
line manager who shall decide whether the University Secretary or Chief Financial
Officer shall be informed.

Purchases for personal or private use of University staff or others
7.8

Staff shall not purchase goods or services via a contract between the University and a
supplier for the purposes of personal or private use.

7.9

Staff shall not purchase goods or services for the purposes of remunerating an individual
or a company in return for the provision of goods or services to the University (this is
sometimes known as a barter transaction). Entering into such arrangements usually
results in an underpayment of taxes by the University and/or the individual or company
providing services. As such, arrangements of this type would be considered to be
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facilitation of tax evasion, and a criminal offence in accordance with Part 3 of The
Criminal Finances Act 2017.
Supporting University social responsibility initiatives
7.10 Procurement has a role to play in supporting the University’s social responsibility
initiatives in relation to economic, social and environmental sustainability. Social
responsibility considerations will be incorporated into procurement decision making
processes at an early stage and at a level relevant to the goods and services being
purchased.
Equality and diversity
7.11 The University is committed to an equality and diversity strategy covering all legally
protected characteristics including age, disability, gender, race, religion and belief and
sexual orientation. An important part of this commitment is to encourage and where
possible, require suppliers that bid to supply the University goods and services to
practice equality and diversity in employment and service delivery.
7.12 Where equality and diversity is a core element of the goods or services being purchased
it is mandatory to ensure that contracts are put in place that are non-discriminatory. All
units will be expected to conform to any existing UK equality legislation in place at time
of purchase, seeking guidance from Procurement Services early in the specification
phase of the purchase as to what will be required.
Modern Slavery Act 2015
7.13 Procurement activity will support the University’s approach to complying with the Modern
Slavery Act 2015. In particular, for spend categories where the risk of modern slavery
and human trafficking are more common – construction, hospitality, manufacturing and
agriculture – specific due diligence will be undertaken to assess how suppliers minimise
the risk of modern slavery and human trafficking occurring in the supply networks.
7.14 The Welsh Language (Wales) Measure 2011 establishes a legal framework which
imposes a duty on some organisations, including The Open University, to comply with
standards of conduct on the Welsh language. The standards are only relevant to Wales
and the public in Wales, and to the extent that the Open University operates in Wales /
or in connection with Wales. Services provided directly to Wales or services provided to
the whole of the UK which includes Wales, from elsewhere are also within the scope of
the standards. Some of the standards imposed on the Open University relate to
tendering for contracts, and specific procurement compliance requirements are detailed
in Annex PP4.
8.

Devolved Procurement Areas

8.1

There are agreed devolved areas of responsibility for specialist categories of spend
within the University.

Estates
8.2

The Director of Estates is:
 accountable for the management of all activities associated with the procurement of
building works, estates services and other related specialist services that are
agreed with the Procurement Manager from time to time;
 accountable for ensuring this procurement activity is carried out in accordance with
OU Procurement Policy and any relevant regulations and is responsible to the Chief
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Financial Officer in relation to such compliance. Any tender exercises with a value
above the public procurement thresholds will be led by Procurement Services For
current thresholds, see annex PP1
 authorised to engage specialist external legal advice in relation to the activities
stated above;
 authorised to approve and sign agreements up to £500k (ex VAT).
LDS (Content, Licensing & Intellectual Property CLIP)
8.3

The Head of Content, Licensing & Intellectual Property is:
 accountable for the management of all processes associated with the
commissioning of original content within CLIP, whether fully funded or co-produced;
 responsible for the management of all processes associated with the acquisition of
all third party content included in Open University content, regardless of the
medium;
 authorised to approve and sign agreements up to a value of £100k (Ex VAT)
associated with this activity.

8.4

The CLIP Manager is responsible for all printed material and, where delegated by the
Procurement Manager, other course material i.e. AV duplication and agreed outsourced
LDS services.

8.5

The Head of CLIP are accountable for ensuring this procurement activity is carried out
in accordance with OU Procurement Policy and any relevant regulations and are
responsible to the Chief Financial Officer in relation to such compliance.

Library Services
8.6

The Director of Library Services is:
 Accountable for the management of all processes associated with the procurement,
via national frameworks and other sources where necessary, of all content required
to provide library services;
 Accountable for ensuring this procurement activity is carried out in accordance with
OU Procurement Policy and any relevant regulations and is responsible to the Chief
Financial Officer for such compliance;
 Authorised to sign agreements up to a value of £100k associated with this activity.

Contracts of Employment, limited engagement contracts, contractor contracts (selfemployed) and casual staff
8.7

Authority to issue and sign contracts of this nature has been delegated to the Group
People Director. Group People Director is also authorised to engage specialist external
legal advice for this area.

8.8

For more information about contracts of employment please refer to the relevant
sections of the People Services intranet site.
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Annex PP1 – Sourcing: Obtaining Quotes and Tenders
Introduction
The following regulations lay down the minimum standards concerning quotations and tenders
that must be observed before an order can be placed with a supplier where it has not possible
to use an existing supply agreement. Exceptions to those standards applying to orders below
the PCR threshold can only be approved by the Chief Financial Officer, the Director-Treasury
Services or the Procurement Manager. See Annex PP2
Purchases below £6k (£12k for building maintenance and works projects) inclusive of
VAT
It is advisable to obtain at least two quotations. This is not a mandatory requirement at this
level but units are nevertheless obliged to seek best possible value for money from purchases
of this size.
Purchases over £6k (£12k for building maintenance and works projects) and up to £30k
inclusive of VAT
Orders must be based on at least two written quotations, which may be in the form of a formal
written quotation or an email.
Purchases over £30k and up to £60k inclusive of VAT
Orders must be based on a firm price quotation, which must be drawn from at least three
written quotations, which may be in the form of a formal written quotation or an email.
Procurement has developed a suite of documents to support the quotation process. These
can be found here.
Purchases over £60k and up to the PCR threshold inclusive of VAT
Any proposed purchase over this value must be referred to the Procurement Services before
any process is commenced.
Orders must be based on sealed bid tenders (either selective or open) from at least four
potential suppliers.
An approved tender report linked to an original sourcing strategy must support all requisitions
over this threshold.
Purchases above the PCR threshold
Procurement Services must be consulted well in advance of any requirement over this
threshold and will normally lead the tender process. Either sealed bids following an advert in
Find a Tender or a current public sector framework must be used for purchases over this
value.
Units are responsible for providing a full specification for the required goods and/or services.
An approved tender report linked to an original sourcing strategy must support all requisitions
over this threshold.
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The PCR thresholds are currently:
£213,477 (inc VAT) for supplies and services
£5,336,937 (inc VAT) for works
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Assessing the total purchase value and disaggregation:
When assessing the estimated total value of a purchase, the total spend for the period of the
contract should be taken into account including any maintenance, support and consumables
purchases from the supplier.
Budget holders are responsible for ensuring that estimates of spend are accurate and are not
deliberately calculated to avoid the requirements in this policy.
Supporting Documentation
Except when specifically agreed with the Procurement Manager, where the comparative
quotations have been obtained by the budget holders or their specific delegates, a copy of the
winning bids and the unsuccessful bids shall be attached to the purchase requisition
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Annex PP2 Single Source Justification Policy
The Open University Single Source Justification (SSJ) Policy states that goods, services and
works must be bought where feasible through genuine and effective competition. In
exceptional circumstances, a single source justification may be necessary where no or limited
(fewer quotes obtained than required) competition is not possible.
Please refer to the Single Source Justification policy, for guidance on what type of purchases
fall within this remit.
In these circumstances the purchase requisition must be accompanied by:


A copy of the quotation and if applicable related contracts/agreements



An approved single supplier justification Form
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Annex PP3 Disposals Flowchart

Appendix 3
Disposals Flowchart (Oct 2017).xls
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Annex PP4 The Welsh Language Procurement Compliance Requirements
Compliance requirements in relation to Welsh Language Standards – Procurement
Summary and scope
This note aims to assist The Open University (OU) in complying with the requirements of the
Welsh Language Standards in relation to procurement as included in the Compliance Notice
issued under Section 44 of the Welsh Language (Wales) Measure 2011.
Standard details and compliance requirements
The standards relating to Procurement and Tendering (standards 80, 81, 81A, 83 and 84 as
detailed below) describe the compliance requirements placed on the OU.
Standard
Compliance requirements
80
Refer to Matrix and checklist below
Any invitations to tender for a contract that you
publish must be published in Welsh, and you must
not treat a Welsh language version of any
invitation less favourably than an English language
version.
You must comply with standard 80 in the following
circumstances:
(a) If the subject matter of the tender for a contract
suggests that it should be produced in Welsh; or
(b) If the anticipated audience, and their
expectations, suggests that the invitation should
be produced in Welsh
81
When you publish invitations to tender for a
contract, you must state in the invitation that
tenders may be submitted in Welsh, and that a
tender submitted in Welsh will be treated no less
favourably than a tender submitted in English.

For all tenders (over £25k or all tenders invited
directly by the OU in Wales’)
All invitations to quote for services or tender
invitations which are geographically specific for
Wales or directly invited by the OU in Wales must
include the following statement:
“The Open University welcomes tenders
submitted in Welsh, such tenders will be
treated no less favourably than a tender
submitted in English”
.

81A
You must not treat a tender for a contract
submitted in Welsh less favourably than a tender
submitted in English (including, amongst other
matters, in relation to the closing date for receiving
tenders, and in relation to the time-scale for
informing tenderers of decisions).
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For all tenders
Contact the procurement team as soon as possible
for advice if a tender is received in Welsh. The
tender may be translated into English if required
(using suitably qualified translators)
Please note that the tender should be translated
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order to ensure that all submitted tenders are
treated equally within the timescale.
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83
If you receive a tender in Welsh and it is necessary
to interview the tenderer as part of your
assessment of the tender you must —
(a) offer to provide a translation service from
Welsh to English to enable the tenderer to use the
Welsh language at the interview, and
(b) if the tenderer wishes to use the Welsh
language at the interview, provide a simultaneous
translation service for that purpose (unless you
conduct the interview in Welsh without a
translation service).
84
When you inform a tenderer of your decision in
relation to a tender, you must do so in Welsh if the
tender was submitted in Welsh.

For all tenders
Contact the procurement team as soon as possible
for advice as soon as you know an interview is
necessary

For all tenders
Always inform tenderers in Welsh if the tenders
were submitted in Welsh, contact the procurement
team as soon as possible for advice.

Notes and Exemptions
For the purposes of standard 80 the OU considers that:

an ‘invitation to tender’ also includes obtaining written quotations.

an ‘invitation to tender’ shall include the following elements:

Advert

Tender overview

Brief (seek advice from the procurement team as it may not be necessary to provide
technical briefs and specifications in every circumstance)
For the purposes of standard 80, the Regulations on which the standards are based notes that
treating a Welsh language version no less favourably than an English language version
includes, amongst other matters, treating the Welsh language no less favourably as regards
to

the visual presentation of material (for example in relation to the colour or font of any
text)

the size of the material;

the position and prominence of the material in any public place;

when and how the material is published, provided or exhibited;

the publication format of material
The OU is not required to publish an invitation to tender in Welsh– and will not be deemed as
treating the Welsh language less favourably by not publishing such tenders in Welsh.
Guidance from Welsh Language Commissioner
The Commissioner considers that standards 81, 81A, 83 and 84 also allows a tenderer to
submit a tender, receiving an interview and being informed in Welsh if the invitation was not
published in Welsh - tenders is submitted in Welsh for invitations published in English also fall
under the scope of the standards.
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Contract / Tender Title
Date

Completed by

If 1a or 1b is ‘yes’
Any invitations to tender for a contract that you publish must be published in Welsh, and you
must not treat a Welsh language version of any invitation less favourably than an English
language version
1a
Does the subject matter of the tender for a contract Yes
No
suggests that it should be produced in Welsh?
1b
Does the anticipated audience, and their expectations, Yes
No
suggests that the invitation should be produced in Welsh?
Consider

Is the tender specifically for the OU in Wales?

Is the tender geographically specific for Wales?

Does the brief reference the Welsh language or the need for a Welsh
language service?

Is the tender in response to a contractual requirement / regulatory
requirement related to Wales or the Welsh language?
If ‘yes’ to either or both
Any invitations to tender for a contract that you publish must be published in Welsh, and you
must not treat a Welsh language version of any invitation less favourably than an English
language version – FOLLOW CHECKLIST
Checklist
Tender invitation translated
Line regarding welcoming tender submissions in Welsh added to invitation
For services delivered wholly or partly through the Welsh language, translate full briefing
document
Further
notes

Once completed return to the Procurement Services Team in order to record for evidence
and audit.
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Annex PP5 – SAP Ariba Approval Thresholds (values are inclusive of VAT):

Up to £600
£600 £6,000
£6,000 £60,000
£60,000 +
£500,000 +

•No approval required, responsibility delegated to
requisitioner

•Cost Object Owner – financial approval

•Cost Object Owner – financial approval
•Finance Business Partner - for compliance check (quotes,
SSJ, contract) documents

•Cost Object Owner – financial approval
•Finance Business Partner – compliance check
•Procurement Services – compliance check

•Cost Object Owner – financial approval
•Finance Business Partner
•Procurement Services
• additional ad-hoc approval as required e.g. Head of Unit –
financial approval

A commodity approval step may be added to specific commodities purchased. The role of the
commodity approver is to check that a requisition has complied with specific policies related to that
commodity. Where this type of approval is in place, all requisitions made against that commodity
will require commodity approval.
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