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1. Introduction 

 

1.1. Executive Summary 

 

1.1.1. This Procurement Code sets the mandatory rules on behalf of Brunel University London (the 

University) including all officers of the University, and any persons or organisations that are 

responsible for supplier selection and awarding, managing and monitoring contracts on behalf 

of the University. 

 

1.1.2. The Procurement Code shall be followed in the conduct of all procurement and contract 

management activity.  This document is designed to ensure that the University achieves best 

value from procurement activities, risks are minimised and procurement complies with the 
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2.3.4. The Strategic Sourcing team within Procurement Services includes a number of specialist 

Sourcing Managers who will be the commercial lead and provide expert knowledge and advice.   

All Sourcing Managers are aligned to the Major Spend Categories as per 2.3.3 in order to 

deliver all procurements with an aggregated value over £30,000. 

 

2.4. Procurement Operations 

 

2.4.1. The Procurement Operations team within Procurement Services provides the framework within 

which procurement and contract management activity is performed, including policy, process, 

governance, performance and systems. 

 

2.4.2. Procurement Operations supports the procure to pay (P2P) activity of the University, working 

closely with Accounts Payable, advising on all aspects of the procurement cycle and the use of 

CHIME for requisitioning through to goods receipting.    

 

2.4.3. Procurement Operations is accountable for Catalogue Management in CHIME. 

 

2.4.4. Procurement Operations is accountable for the management of the University Purchasing Card 

Programme and Corporate Card Programme. 

 

2.5. Brunel eSourc

http://www.brunelesourcing.com/
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2.8. Receiving Gifts or Hospitality 

 

2.8.1. The University expects all officers involved in procurement to comply with the overarching 

University policy 
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3. Procurement Operations 

 

3.1. Planning  

 

3.1.1. Directorates and Colleges will be asked to provide a forecast every year, for the following 3 

financial years, for all procurements above £30,000 to enable Procurement Services to plan and 

allocate resources.  

 

3.2. Corporate Contracts  

 

3.2.1. Procurement Services have awarded a range of Corporate Contracts for goods, services and in 

some cases works that are commonly required. The use of these Corporate Contracts is 

mandatory and compliance will be monitored and reported.  

 

3.2.2. Corporate Contracts may be accessible through a range of procure to pay (P2P) solutions.   

These solutions may include but will not be limited to Catalogues via CHIME, Purchase 

Requisitions via CHIME and Supplier Portals.    The P2P route to be followed will be 

communicated by Procurement Services.  

 

3.2.3. Officers must seek advice from Procurement Services if unsure if a Corporate Contract is 

available and, or which P2P route should be followed. 

 

3.3. Category Management Toolkit   

 

3.3.1. The Category Management Toolkit is to be used for all strategic procurements and the 

principles are to be adopted for operational and low value procurements. The principles will be 

built into the workflow within www.BruneleSourcing.com. 

 

3.4. Estimating the Total Contract Value  

 

3.4.1. Officers should calculate a genuine pre-estimate of the total contract value excluding Value 

Added Tax. This should be for the whole of the predicted contract period which must include 

any provisions for extensions. If the terms of a contract are yet to be established or uncertain, 

then a 4 year contract should be assumed for the purposes of estimating the contract value. 

 

3.4.2. Officers must not deliberately sub-divide or disaggregate procurements for the purpose of 

avoiding thresholds.   

 

3.5. Spend Definitions 

 

3.5.1. Works are defined as the construction, demolition, transformation or repair of a building or 

location.  

 

3.5.2. Goods and Services are defined as the provision of tangible items (goods) or intangible 

routine actions (services) that are required to fulfil a need.  

 

3.5.3. Consultancy Services are defined as the provision of objective advice relating to strategy, 

structure, management or operations of an organisation. Such advice will be provided outside 

the ‘business-as-usual’ environment when in-house skills are not available and will be time-

limited. Consultancy Services may include the identification of options with recommendations, 

or assistance with (but not necessarily the delivery of) the implementation of solutions. Officers 



http://www.brunelesourcing.com/
http://www.brunelesourcing.com/
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3.10. External Frameworks (including Dynamic Purchasing Systems) 
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3.13. Waivers  

 

3.13.1. In exceptional circumstance a waiver to the requirements of the Procurement Code may be 

sought.  

 

3.13.2. All waivers must be reviewed by the appropriate Sourcing Manager prior to issue for approval.   

Estimated Total Contract Value Approval Required By 

Less than £1.0m Procurement Director 

£1.0m +  Chief Finance Officer in 

conjunction with the 

Procurement Director 

 

3.13.3. If the Waiver is approved, the award of contract must still be approved in accordance with the 



 

http://www.brunelesourcing.com/
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3.16.7. All contracts shall have a defined duration and provision(s) for extensions and termination. 

Contracts shall not have provision for automatic roll over or be allowed to exist in perpetuity. 

 

3.16.8. Prior to entering into contracts with a total value over £30k, the 
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Contract Management Framework within 6 months of commencing a role where the officer is 

managing a contract. 

 

3.19.3. All reporting and performance information is to be submitted to Procurement Services on 

request. There are to be periodic reviews of contract performance by Procurement Services.  

 

3.19.4. Contract Managers will be responsible for monitoring contract performance and total contract 

spend over the full term of the contract, as well as ensuring that any variations are compliant 

with the PCR 2015 and item 3.18 above.  

 

3.20. Changes in identity of Suppliers  

 

3.20.1. Procurement Services must be consulted on any requests for the assignment or novation of 

contracts to ensure compliance with the PCR 2015.  

 

3.20.2. For contracts valued at £30,000 or more any new legal documentation such as a Deed of 

Novation or Parent Company Guarantee must be placed in the Records Centre with the original 

contract.   

 

3.20.3. If the remaining contract value falls within the thresholds detailed within item 3.16, the same 

approval process must be followed. 

 

3.20.4. The supplier shall cover all costs arising from assignment/novation where this has been at the 

request of the supplier.  

 

3.20.5. Where it is established that no assignment or novation has taken place but only a rebranding 

exercise following a company merger or acquisition, then a copy of the Change of Name 

Certificate must be provided to Procurement Services and recorded against the relevant 

contract on www.BruneleSourcing.com. 

 

3.21. Document Retention  
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3.24. No PO No Pay 

 

3.24.1. The University operates a No PO No Pay policy, as such in order for any invoice to be paid a 

valid Purchase Order must be on the CHIME Finance system and appropriately receipted.  

 

3.25. Prompt Payment Code  

 

3.25.1. In accordance with the Prompt Payment Code, the University aims to pay undisputed invoices 

that quote a valid purchase order number, within the terms agreed at the outset of the contract. 

 

3.26. Purchasing Cards 

 

3.26.1. The University has a Purchasing Card Programme for managing the acquisition of low value 

goods and services.    As part of the Programme, the University provides Purchasing Cards to 

approved employees.  Purchasing cards are to be used and administered in accordance with 

the Purchasing Card Policy and any user guide.  

 

3.27. Lodge Cards 

 

3.27.1. As part of the Purchasing Card Programme detailed in 3.26 the University may use a payment 
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4. APPENDIX 1  

 

4.1. University Procurement Exemptions  

There are instances where conducting a procurement under the Procurement Code would not 

represent Best Value, these circumstance are set out in the table below and may be exempt 

from the full application of the requirements of the Procurement Code.  Please note that if there 

is an identified Exemption, you do not need to seek a waiver of the Procurement Code.  

A Sourcing Manager shall still be engaged for Strategic expenditure - £30,000 and above as per 

3.12.1. 

Note that the examples listed below are not necessarily exhaustive. Any use of these 

exemptions must be approved by Procurement Service and so officers must seek the advice of 

a Sourcing Manager to ensure that the correct process is followed.   

Exemption 

Number 

Circumstance Example 

 

E1 The University has no 

influence over the supplier 

selection  

 

 The procurement 

activity is grant funded 

(or the University is 

match funding) and the 

supplier is named as a 

condition of that 

funding. 

 Where it can be 

robustly demonstrated 

that there is only one 

supplier capable of 

providing the 

requirements of the 

University e.g.: Where 

software is being 

procured which must 

be compatible with an 

existing IS system 

thereby limiting the 

potential providers to 

the current software 

provider ONLY.  

 A subscription is to be 

paid for a particular 

service e.g. annual 

subscription to London 

University’s.  
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E2 The University are buying 

goods on behalf of another 

organisation and those 

goods will remain on their 

asset register.  

 

Where purchases are made 

on behalf of the NHS?   

E3 Where services need to be 

procured as a matter of 

extreme urgency and 

timescales do not allow for 

the prescribed procurement 

route set out in the 

Procurement Code to be fully 

followed.  This would 

normally be within 7 day of 

the incident occurring. 

Where an incident occurs 

which has brought about the 

events that could not be 

foreseen by the University, 

such as a fire.   

 

E4 The acquisition, disposal, or 

rental, by whatever financial 

means, of land, existing 

buildings or other immovable 

property.  

Sale of University land to 

public or private organisation.  

E5 Loans Secured lending to fund the 

development of a new 

building. 

E6 Banking Services Banking services including the 

provision of current and 

deposit accounts and related 

financial services. 

E7 Payment Card Services Including but not exclusively 

Purchasing Cards, Corporate 

Cards and Lodge Cards. 

E8 International Recruitment Overseas (non EU) providers 

of international recruitment 

who are paid based on 

number of students accessing 

BUL graduate/post graduate 

courses. 


