F
Resources Management

35
Procurement

The function of acquiring ownership or use of goods, works and services through purchase or lease.

For acquisition of land and buildings, use 27.6 Estate Management – Property Acquisition.
For acquisition by donation, use 8.10 Public Relations Management – Donation Management.
The activities involved in developing and establishing the institution’s procurement strategy.

35.1
Procurement Strategy Development
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development and establishment of the institution's procurement strategy.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value

Consult Records Manager before disposal
	Consult Records Manager before disposal



35.2 Procurement Planning 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the formulation of plans for the implementation of the institution's procurement strategy.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value

Consult Records Manager before disposal
	Consult Records Manager before disposal



35.3 Procurement Performance Management 

The activities involved in monitoring the institution’s performance against the plans for implementing its procurement strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's procurement strategy.
	
	Current academic year + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's procurement strategy.
	
	Current academic year + 5 years
	
	NA
	
	Review for archival value

Consult Records Manager before disposal
	Consult Records Manager before disposal

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the procurement function, and responses to the results.
	
	Current academic year + 5 years
	
	NA
	
	Review for archival value

Consult Records Manager before disposal
	Consult Records Manager before disposal



35.4 Procurement Policy Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development and establishment of the institution's procurement policies.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value

Consult Records Manager before disposal
	Consult Records Manager before disposal



35.5 Procurement Procedures Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development of the institution's procurement procedures.
	
	Superseded + 3 years
	
	NA
	
	
	



35.6 Supplier Approval 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting supplier evaluation criteria.
	
	Superseded + 5 years
	
	NA
	
	
	

	Records documenting invitations to prospective suppliers to apply for approval.
	
	Expiry of invitation OR Rejection of application + 6 months OR Completion of approval
	
	NA
	
	
	

	Records documenting the evaluation of applications for approval from prospective suppliers, and notification of the outcome : approved suppliers.
	
	Termination of approval
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the evaluation of applications for approval from prospective suppliers, and notification of the outcome : rejected suppliers.
	
	Rejection + 1 year
	
	NA
	
	
	

	Supplier database
	
	While current
	
	NA
	
	
	


35.7 Supply Contract Tendering 

The activities involved in tendering supply contracts above a predetermined value, or for other reasons, in accordance with institutional policy and industry or legal standards and methods.

Activities include: drawing up tenders and defining tender evaluation and selection criteria; issuing requests for tenders; controlling the receipt and opening of tenders received; evaluating tenders; reporting and publishing information about contracts awarded (e.g. in the Official Journal of the European Community).

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the process of inviting and evaluating pre-qualification submissions from prospective suppliers.
	
	Award of supply contract + 3 years
	
	S.I. 2205/102
	
	
	

	Records documenting Invitations to Tender and tender evaluation criteria.
	
	Termination of supply contract awarded + 6 years
	
	1980 c.58 
S.I. 2205/102
	
	
	

	Records documenting the issue of Invitations to Tender and handling of incoming tenders.
	
	Award of supply contract + 3 years
	
	S.I. 2205/102
	
	
	

	Records documenting the evaluation of tenders, the conduct of negotiations with tenderers and the notification of the results of the tender evaluation process: rejected tenders.
	
	Award of supply contract + 3 years
	
	S.I. 2205/102
	
	
	

	Records documenting the evaluation of tenders, the conduct of negotiations with tenderers and the notification of the results of the tender evaluation process: accepted tenders.
	
	Termination of supply contract awarded + 6 years
	
	1980 c.58 
S.I. 2205/102
	
	
	

	
	
	
	
	
	
	
	

	Contract award report (as required by the Regulations cited).
	
	Termination of supply contract awarded + 6 years
	
	1980 c.58 
S.I. 2205/102
	
	
	

	
	
	
	
	
	
	
	

	Statistical reports to HM Treasury on contracts awarded (as required by the regulations cited).
	
	Current year + 3 years
	
	S.I. 2205/102
	
	
	


35.8
Supply Contract Management 

The activities involved in managing supply contracts with third parties for the supply of goods, works or services to the institution on a one-off basis or for a fixed period.

Activities include: drawing up supply contracts; negotiating revisions and extensions to contracts; monitoring supplier performance and taking appropriate action to deal with under-performance or other issues which arise during the life of contracts.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting variations to contracts (e.g. revisions, extensions).
	
	Termination of contract + 6 years
	
	1980 c.58 
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the monitoring of supplier performance and action taken regarding under-performance.
	
	Termination of contract + 6 years
	
	1980 c.58 
	
	
	


35.9
Purchasing Administration 

The activities involved in purchasing goods, works or services where supplier approval or a formal supply contract is not required.

Activities include: setting purchasing authorisation limits; authorising purchasing; obtaining quotations or estimates; placing orders; taking delivery of goods, works or services and dealing with issues which arise.

	Description
	
	Retention Period
	
	Notes

	Records documenting purchasing authorisation limits.
	
	Superseded + 1 year
	
	

	Records documenting internal authorisation for procurement.
	
	Current financial year + 1 year
	
	

	
	
	
	
	

	Purchase Orders
	
	Current financial year + 6 year *
	
	1980 c.58 
HMRC 700/21 *

	
	
	
	
	

	Goods Received Notes / Goods Inwards Notes
	
	Current financial year + 6 year *
	
	1980 c.58 
HMRC 700/21 *


