APPENDIX 1

PROCUREMENT & CONTRACT STANDING ORDERS -
SCHEDULE H

Standing Order 1

Compliance
1.1 Every contract awarded by or on behalf of the Council in respect of:-

a) Goods;
b) Works; or
c) Services

Of any category or commodity, shall be procured and awarded, in accordance
with:

a) These Standing Orders

b) The Public Contracts Regulations 2006 (amended 2009)

c) EU directives and regulations or other applicable statutory regulation
being in force in the United Kingdom

d) The Council’s Financial Regulations and Standing Orders,

e) Corporate Procurement Strategy and any Procurement Standard
Operating Procedures issued under paragraph 1.2.

1.2 The Chief Executive, in consultation with the Leader of the Council, the
Cabinet Member for Co-ordination and Central Services and the Chief
Finance Officer, may issue, from time to time, Procurement Standard
Operating Procedures setting out, in further detail, procedures to be followed
when awarding contracts under these Contract Standing Orders, together
with guidance on relevant best practice for procurement.

1.3 Compliance with the procedures set out in the Procurement Standard
Operating Procedures is mandatory under these Standing Orders, together
with the application of best practice. Application of the Procurement Standard
Operating Procedures is to be consistent across all Council Departments,
including all areas where the procurement function is delegated. It is the
responsibility of the Approved Officer to ensure compliance with the
procedures is maintained where procurement is delegated to an external
supplier or organization.

1.4  These Standing Orders shall be read together with the Procurement Standard
Operating Procedures. The Procedures and Standing Orders carry equal
weight, and therefore a breach of the Procedures will have the same effect as
a breach of these Standing Orders.

1.5 Corporate Directors, Deputy Directors and Heads of Service shall ensure that
all officers who procure goods, works or services comply with these Standing
Orders and the Procurement Standard Operating Procedures. Only officers
who are deemed to be qualified and competent by the Head of Procurement,
in conjunction with the appropriate Corporate Director, may procure goods,
works or services. These officers are to be identified within each
Department’s individual Scheme of Delegations, and known as “Approved
Officers”. The Head of Procurement and each Corporate Director shall
maintain a register of Approved Officers.
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1.6

1.7

1.8

1.9
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An Approved Officer shall be designated for all contracts, irrespective of value,
and be competent in managing the supply of goods, works or services as
appropriate. For the avoidance of doubt, this does not mean sourcing and
placement of contracts.

The Head of Procurement shall be responsible for maintaining a register of all
contracts where the total contract value is £50,000 or greater.

No contract shall be procured unless written approval is obtained in
accordance with the Scheme of Delegations. Such written approval will
confirm there is adequate provision within the appropriate capital or revenue
budgets or other financial provision, i.e. grant funding.

Pursuant to paragraph 1.8, before obtaining written approval, Approved
Officers shall consult the Register of Contracts to ascertain if the Council has
a contract for the goods, works or services required. If such a contract is in
existence, the Approved Officer shall use the appropriate contract in force,
and not procure another.

It shall be the duty of every officer of the Council placing contracts or
committing expenditure to obtain and demonstrate value for money, and that
the goods, works and services are fit for the intended purpose.

Standing Order 2

Ethics & Probity

21

2.2

23

24

Officers shall preserve the highest standards of honesty, integrity, impartiality
and objectivity. This includes compliance with the Employees’ Code of
Conduct.

Pursuant to paragraph 2.1, breaches of compliance will be referred to the
Chief Finance Officer and the Head of Procurement in the first instance, who
in conjunction with the Head of Audit and Enforcement, will authorise any
investigation. The outcome of any investigation may be referred to the Head
of Human Resources to determine if disciplinary action should be taken, in
accordance with the Employee’s Code of Conduct.

In accordance with Section 117 of the Local Government Act 1972, The
Borough Solicitor shall maintain a record of any officer who has a pecuniary
interest in a contract with the Council, and notify in writing their Head of
Service where, in the course of their work, have a personal financial or non-
financial interest.

Any officer procuring goods, works or services must declare gifts and
hospitality received or offered, in accordance with the Employees’ Code of
Conduct.
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Standing Order 3

Member authority, Planning Ahead and the Decision-Making Process

3.1

3.2

3.3

Member authority

Hillingdon’s decision-making process requires for the majority of contract
decisions to be determined by the Cabinet or a Cabinet Member(s) to provide
for important Member oversight and accountability when using public monies.
It is the prerogative of the Cabinet or Cabinet Member to decide to accept or
not accept any tender recommended by Officers.

Council sets the financial thresholds by which tenders shall be accepted by
Members as set out in Standing Order 6.

Planning ahead

Before any invitation to tender, Corporate Directors and their officers shall
plan ahead and build into their project timetable the necessary informal
approvals, notifications (via the Forward Plan) and the period of the formal
decision-making process. Sufficient time should be planned to consider all
service provision issues, including alternative decisions by the Cabinet or
Cabinet Member.

Corporate Directors should first seek the informal approval of their Cabinet
Member to invite tenders. For tenders that have a corporate impact, the
Cabinet Member for Co-ordination and Central Services should also be
consulted beforehand. Cabinet Members will expect officers to have
considered all alternative options before presenting them with a proposal to
tender a contract.

The Corporate Directors shall then ensure that the Forward Plan is updated
with regard to forthcoming tender decisions which require formal approval by
the full Cabinet or a Cabinet Member. Advance notice of at least 3-4 months
should be given on the Forward Plan.

Decision-making process and timings

Any tender decision identified on the Forward Plan shall require a formal
tender summary report to be prepared providing full tender evaluation
information, using the sign-off procedures and templates approved by
Democratic Services. For tender decisions to a particular meeting of the full
Cabinet, officers should adhere to the report deadlines set out by Democratic
Services. For tender decisions to a Cabinet Member(s), officers should
ensure they are taken within the month notified.

From the time the report is ready, the formal decision-making process can
take approximately 1 month before a decision is made. This time period is
mainly for legal reasons, but also to ensure that Members have time to read
the report. In addition, after any decision is made by the Cabinet or Cabinet
Member, 5 days must expire for the ‘scrutiny call-in’ period before any
decision can formally take effect and any contract can be signed, executed or
sealed.
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All Cabinet and Cabinet Member decisions to accept (or not accept) a
particular tender are made public.

Standing Order 4

Invitations to Tender

4.1

4.2

4.3

4.4

a) Tenders or quotations shall be invited for all proposed contracts with an
estimated total contract value, equal to or exceeding the minimum
thresholds as set out in the Procurement Standard Operating
Procedures. These thresholds are as follows: -

Total Value Minimum number of Award criteria
quotations or tenders
£0 -10,000 3 Quotations Lowest price to apply
£10,000 - 50,000 5 Quotations Most economically
advantageous
quotation
£50,000 & above 5 Tenders Most economically

advantageous tender

Pursuant to paragraph 1.1, every invitation to tender shall comply with
all regulations and directives in force at that time.

b)  Where the award criteria is based on most economically advantageous
tender, unless agreed in writing by the Cabinet Member for Co-
Ordination and Central Services and the Head of Procurement, tender
evaluations shall be based on a minimum of 80% weighting in favour of
price.

EU directives and regulations shall apply to the procurement of contracts with
an estimated aggregate value equal to or exceeding the EU thresholds listed
below that are in force at the time of tender, as set out in the Procurement
Standard Operating Procedures and pursuant to paragraph 4.3:-

Goods £173,934 or Minimum 5 Tenders Most economically

and greater advantageous tender

services or lowest price

Works £4,348,350 or Minimum 5 Tenders  Most economically
greater advantageous tender

or lowest price

Unless it is in the best interests of the Council, or forms part of a provision of
duty of care, no requirement for goods, works or services may be sub-divided
into smaller contracts with the intention of circumventing the requirements of
paragraph 4.1, or for the purpose of avoidance of EU statutory requirements,
as stated in Regulation 8 of the Public Contracts Regulations 2006 (amended
2009).

Pursuant to paragraph 4.1 and the requirement for obtaining best value and
adequate competition, competitive tenders or quotations shall not be required
if the Approved Officer is satisfied, and has obtained written agreement from
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4.5

4.6
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the Head of Procurement and the Cabinet Member for Co-ordination and
Central Services, or the Leader of the Council, that:

(i it is not reasonably practicable or prudent in meeting the
Council's objectives to obtain competitive tenders or
quotations; or

(i) there would be no effective or genuine competition; or

(iii) it is necessary to safeguard life or property; or

(iv) the works, services or goods will be obtained through an
approved buying consortium, or from their nominated
suppliers; or

(v) the works, services or goods will be obtained through a
corporately tendered and managed contract that has been
established for all officers of the Council to use, and

(vi) all such decisions are authorised by the Head of Procurement
in writing.

Before proceeding in accordance with paragraph 4.1 in relation to any
expenditure, the Approved Officer shall consult the Procurement Standard
Operating Procedures, to confirm and determine how the goods, works or
services should be tendered. Appropriate guidance shall also be sought from
the Procurement Team.

Tenders for all proposed contracts with an estimated total contract value
greater than £50,000 shall be conducted by the Procurement Team, unless
otherwise instructed by the Head of Procurement. All such tenders shall be
published on the appropriate eTendering portal as advised by the
Procurement Team.

Standing Order 5

Custody, Receipt & Opening of Tenders by Democratic Services

5.1

5.2.

The Approved Officer shall ensure that custody, opening and acceptance of
tenders is in accordance with the Procurement Standard Operating
Procedures.

Receipt and custody of tenders

(a) Tenders shall be returned by the tenderer to the Civic Centre.
Electronic tenders shall be returned to the email address specified in
the tender instructions, or uploaded to the appropriate e-tendering
portal as specified.

(b) On receipt by the Council, tenders shall be date-and time-stamped on
their envelope or outer wrapper. Each electronic tender received shall
be electronically date stamped.

(c) The Mail Room Supervisor, or equivalent officer responsible for
receiving mail or online documents, shall:

(i) provide a receipt for tenders received, on request;

(ii) keep a record of the number of tenders received:

(iii) after the time and date specified for their return, hand all
tenders received to the officer responsible for them, and obtain
a receipt / signature.
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(d) Tenders shall be kept in secure custody until they are opened.
Electronic tenders shall be stored in a secure folder.

Register of tenders

A register of tenders received shall be maintained by each Corporate Director
and updated by each Approved Officer as necessary. The register should
contain details of each tender, the signatures of the officer opening the
tenders and the witness and the signature of the officer to whom the tenders
were passed for custody after opening. Where tenders are received
electronically this register shall be maintained within the appropriate
eTendering portal as advised by the Procurement team.

Tender opening

(a) Tenders shall be opened at one time and only in the presence of such
officer or officers as the Head of Democratic Services and/or
Approved Officer or the Corporate Procurement Unit may determine.

(b) An officer from the Corporate Procurement Unit or Democratic
Services should be present when tenders are opened.

(c) The tenders shall be opened one at a time and the opening sequence
recorded, together with any appropriate comments or notes.

(d) As each tender is opened the name of each tenderer and the amount
of the tender must be recorded in the tender register.

Late Tenders

(@) A tender received after the last date and time when tenders should be
received must be recorded as a late tender in the tender register.

(b) Such a late tender shall only be opened and considered for
acceptance on the authorisation of the Head of Procurement and the
Head of Democratic Services.

(c) The Head of Procurement and the Head of Democratic Services may
consider that a tender received late should be considered for
acceptance under the following circumstances:

(i) there is a bona fide reason, recorded in writing, for the tender
being late; and
(ii) other tenders that have arrived on time have not been opened.

(d) Where a tender received late is for a contract greater than £50,000,
the Head of Procurement and Head of Democratic Services shall in
addition seek approval from the Cabinet Member for Co-ordination and
Central Services prior to considering it for acceptance.

(e) Where a tender received late is for a contract value of greater than
£250,000, the Head of Procurement and Head of Democratic Services
shall in addition seek approval from the Leader of the Council prior to
considering it for acceptance.

) In circumstances where the Head of Procurement and the Head of
Democratic Services are uncertain whether a late tender should be
opened and considered for acceptance, the matter should be referred
to the Borough Solicitor for legal advice.
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Standing Order 6

Acceptance of tenders and financial thresholds for authority

6.1 General Rules

Where tenders or quotations have been received in accordance with the
Procurement Standard Operating Procedures, they can only be accepted if
the Approved Officer has satisfied themselves that: -

a) All approvals required by Cabinet, Cabinet Member or Delegated

Officers set out in these Standing Orders, the Council's
Constitution and Financial Regulations have been obtained first;

b) the tenderis compliant;

the tender offers best value in accordance with the Procurement
Standard Operating Procedures.

d) all appropriate risks have been assessed and mitigated, as

required by Procurement Standard Operating Procedures.

6.2 Acceptance of tenders or quotations

A tender or quotation summary report recommending final contractor
selection will be required prior to acceptance. This document will form the
basis for decisions required as set out below.

(a)

(b)

In the case of a tender or quotation which does not exceed £9,999 for
which budgetary provision exists, the Approved Officer shall be
authorised to accept the most satisfactory tender.

In the case of a tender or quotation which is between £10,000 but is
below £50,000 for which budgetary provision exists, the Approved
Officer, with informal written acceptance provided by the relevant
Cabinet Member portfolio holder and Cabinet Member for Co-
ordination and Central Services shall be authorised to accept the most
satisfactory tender.

In the case of a tender which exceeds £50,000 but is below £250,000
for which budgetary provision exists, the relevant Cabinet Member
portfolio holder and the Cabinet Member for Co-ordination and Central
Services or the Leader of the Council shall be authorised to accept the
most satisfactory tender.

In the case of a tender which exceeds £250,000 for which budgetary
provision exists, the Cabinet shall be authorised to accept the most
satisfactory tender.

A re-assessment of the Contractors financial stability shall be carried
out where the tender value exceeds £100,000. This would normally
be undertaken during the pre-qualification and/or at the tender
submission stage of the process. This information should be
presented in any report to the Cabinet or Cabinet Member.

Tenders or quotations can only be accepted in accordance with the
agreed award criteria i.e. most economically advantageous or lowest
price.

In the case of decisions required by the Cabinet or Cabinet Member then the
procedures in Standing Order 3.3 shall be followed.
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6.3 Authority levels for tender or quotation acceptance

Council has agreed the following financial thresholds for authority to accept a
tender or quotation:

£0—9,999 Approved Officer

£10,000 - £49,999 Approved Officer with informal written
acceptance from relevant Cabinet
Member and Cabinet member for Co-
ordination & Central Services

£50,000 — 249,999 Formal decision by the relevant
Cabinet Member and Cabinet Member
for Co-ordination & Central Services or
the Leader of the Council

£250,000 or greater Formal decision by the Cabinet

These thresholds shall also apply to single tender actions and contract
extensions.

Any proposed procurement decision that will have a significant impact on two
or more wards in the Borough and where the well-being of the community or
change to the service level provided will affect a significant number of people,
then this decision must be reported to Cabinet for determination.

In the case of decisions required by the Cabinet or Cabinet Member then the
procedures in Standing Order 3.3 shall be followed.

6.4 Agency / Temporary Workers and Consultants

Council has agreed different financial thresholds for authority for appointing
individual temporary workers and accepting tenders for appointment of
consultants as follows:

Less than £5000 Corporate Director In writing

£5000 - £50,000 Formal approval by the

Cabinet Member Report

Acceptance of tender

for appointment of
consultants Formal approval by the Report

£50,000 or greater Cabinet

Less than £5000 Corporate Director In writing

- Cabinet Member
Approval of individual £5000 and £50,000 (informal approval via HR Report
temporary workers and Director)

Over £50,000 Formal approval by the Report
Cabinet

In the case of decisions required by the Cabinet or Cabinet Member then the
procedures in Standing Order 3.3 shall be followed.
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Standing Order 7

Execution of Contracts

7.1

7.2

7.3

7.4

Every contract that is entered into by the Council shall be in writing and
executed in accordance with the following:-

Signed by, the Head of Procurement in writing.
As set out in 9.2 for purchases below £1,000 where

no formal contract is in place, purchase orders shall
be considered as a form of contract.

£10,000 — £49,999

£50,000 - £99,999  Signed by the Chief Finance Officer in writing

Sealed with the Common Seal of the Council and
attested by a Member of the Council and the

£100,000 or greater Borough Solicitor or any other officer authorised by
the Borough Solicitor and Cabinet Member for Co-
ordination and Central Services in writing.

Pursuant to Standing Order 1, a record of each contract executed in
accordance with paragraph 7.1, shall be entered on a Register of Contracts
maintained for that purpose by the Head of Procurement.

No Council officer may call off a contract for goods, works or services unless
that contract is in writing and executed in accordance with paragraph 7.1.

Legal Services shall be responsible for ensuring that all contract executions
are managed correctly, in accordance with paragraph 7.1. Sufficient copies
of each contract shall be signed, and an electronic version will be passed to
the Procurement Team, whereupon this will be stored in the Contracts
Library.

Standing Order 8

Contract Extension and Variation

8.1

8.2

8.3

Before approval is granted to extend or vary contracts, Corporate Directors
and their officers shall give due consideration to all potential options that may
exist to repackage goods, works and services. An appraisal of such options
shall be produced and provided to the appropriate Cabinet Member for review
in accordance with the provisions of Standing Order 3. Only where the
Cabinet Member approves the option that a contract shall be extended or
varied shall such approval be sought.

Contracts may only be extended where the express provision in the
agreement exists to do so and the appropriate approval to extend has been
provided. This approval shall be sought in accordance with the levels of
tender acceptance contained in Standing Order 6.3.

Contracts may only be varied where the express provision in the agreement
exists to do so and the appropriate approval to vary the contract has been
provided. This approval shall be based upon the approval required to execute
the contract as contained in Standing Order 7.1.
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Where any single proposed contract variation or cumulative value of agreed
contract variations is likely to exceed the value originally approved then
Officers should, at the earliest opportunity, seek approval to exceed the value
from the relevant Cabinet Member and the Cabinet Member for Co-ordination
and Central Services. If this exceeds 15% or more of the total contract value
originally approved, a summary report shall be made to the Head of
Procurement. Approval of the proposed contract variation shall be in
accordance with Standing Order 8.2 and therefore may require either
approved officer approval with informal written acceptance by the Cabinet
Member, a formal Cabinet Member or Cabinet decision.

Standing Order 9

Purchase Orders & Government Procurement Cards

9.1

9.2

9.3

Where formal contractual arrangement are in place, purchase orders shall be
considered as the method of commitment with a supplier and shall be
required for all goods, works and services, irrespective of value, and raised in
accordance with Procurement Standard Operating Procedures, pursuant to
paragraph 1.1. No goods, works or services shall be procured without the
prior establishment of a legitimate purchase order, duly approved in
accordance with the Council’s Financial Regulations and the Scheme of
Delegations.

Exemptions to this shall be approved in writing by the Chief Finance Officer
and Head of Procurement as appropriate.

For purchases below £1000 where no formal contract is in place, purchase
orders shall be considered as a form of contract and shall be required for all
goods, works and services, and raised in accordance with Procurement
Standard Operating Procedures, pursuant to paragraph 1.1. No goods, works
or services shall be procured without the prior establishment of a legitimate
purchase order, duly approved in accordance with the Council’s Financial
regulations and the Scheme of Delegations.

Exemptions to this shall be approved in writing by the Chief Finance Officer
and Head of Procurement as appropriate.

The Council recognises the need to ensure efficient processes are used to
procure lower value goods, works and services. Therefore Government
Procurement Cards may be used to procure goods, works and services as
follows:-

a) Purchases less than £500

b) Single purchases where the supplier will not be used again

c) Urgent or emergency purchases where it is not possible to raise a
purchase order, pursuant to paragraph 9.2

Exemptions to this shall be approved in writing by the Chief Finance Officer
and Head of Procurement as appropriate.
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Standing Order 10

Delegated Authority

10.1

10.2

10.3

Delegated Authority to procure goods, works or services may be awarded
only with the written approval of the Chief Executive, Chief Finance Officer
and the Head of Procurement, and only when the application for Delegated
Authority is supported by a detailed business case prepared in accordance
with the Procurement Standard Operating Procedures.

Departments, Service Areas or Officers who have been awarded Delegated
Authority shall comply with these standing orders and the Procurement
Standard Operating Procedures at all times. Breaches of compliance will
result in the removal of Delegated Authority, as required by the Head of
Procurement, and possible disciplinary action may also be initiated.

The governing body of any school which is subject to the Scheme of
Delegation approved by the Secretary of State for Children, Schools and
Families pursuant to statutory authority, shall be considered as part of the
Council, and will comply with these standing orders and Procurement
Standard Operating Procedures.

Standing Order 11

Exemptions from Standing Orders

11.1

In any circumstances not provided for by the preceding Standing Orders, an
Approved Officer will consult with the Chief Finance Officer and the Head of
Procurement, in the first instance, where an exemption is required.

These Standing Orders shall not apply to the following services that are
managed by separate policies and guidelines:
1. Contracts for the acquisition or lease of land and/or real estate.
2. Contracts for permanent or fixed term employment.
3. Direct Payments to citizens following care assessment, for example,
payments provided under Self Directed Support or individual budgets.
4. A declared emergency as defined by the Civil Contingencies Act 2004
and authorised by the Emergency Planning Officer.

Where these Standing Orders may conflict with any separate rules or
guidance, and the Procurement Standard Operating Procedures, the Head of
Procurement, the Cabinet Member for Co-ordination and Central Services
and the Borough Solicitor will determine which takes precedence.

Standing Order 12

Property Standing Orders

12.1

Application

1. This procedure rule applies where there is a Property (including land
and/or buildings) transaction.

2. “Property transaction” means the acquisition or disposal of a freehold

interest in property (including land and/or buildings) or a lease of
greater than 7 years or other dealing with land, whether or not
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buildings, plant and equipment, fixtures and fittings, or other assets
are included in that transaction. A transaction concerning only plant
and equipment, fixtures and fittings, or other assets is not a Property
transaction. The grant of a temporary licence to occupy is not a
Property transaction.

3. “major disposal” means a Property transaction which consists of either
a disposal of the freehold where the consideration exceeds £100,000,
or the grant of a lease of greater than 7 years where the rent exceeds
£30,000 per annum or where the premium exceeds £100,000.

4. “the property procedures” means the procedures adopted by the
Corporate Landlord from time to time for the management, use,
acquisition and disposal of property, in consultation with the Director
of Planning, Environment & Community Services and the Borough

Solicitor.

5. “best consideration” means the legal obligation upon the Council to
achieve a consideration, which is the best that can reasonably be
obtained.

6. Principles to be applied are that policy decisions on property, (e.g.

property policies and decisions on what property to purchase or sell),
should be made by the Cabinet or by the Cabinet Member for
Finance, Property and Business Services. Professional decisions,
(e.g. how to market, negotiations etc) should be delegated to officers.

12.2  Approval of Major Disposals
1. The principle and method of each major disposal must be approved by
the Corporate Landlord making recommendations to the Cabinet
Member for Finance, Property and Business Services or the Cabinet.
When determining such matters they shall consider a report:

a) specifying the property (land and buildings) to be disposed of;

b) confirming that the property has been declared surplus to the
Services'/Council's requirements;

c) advising upon the proposed method of disposal, and providing
the reasons for selecting that method;

d) in matters where the Council must achieve best consideration,

confirming that the proposed method of disposal which has
been selected, is most likely to achieve this;

e) in matters where it is proposed that the disposal should be for
less than best consideration, giving reasons for and against
seeking best consideration and, following consultation with the
Borough Solicitor, specifying the relevant legal powers of the
Council to accept less than best consideration.

2. The principal terms of major disposals (except where the approved
method of disposal is by auction) must be approved by the Corporate
Landlord making recommendations to the Cabinet Member for
Finance, Property and Business Services or the Cabinet as
appropriate. When determining such matters, they shall consider a
report confirming either that the consideration agreed represents 'best
consideration’, or, following consultation with the Borough Solicitor,
specifying the relevant legal powers of the Council to accept less than
best consideration.
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3. In major disposals where the approved method of disposal is the
inviting of tenders or offers, the disposal must be advertised in at least
one local, national, international or specialist newspapers or
publications, as determined by the Corporate Landlord.

12.3 Dealing with tenders and offers

1. The receipt and opening of tenders and offers will be conducted in
accordance with Standing Order 5 and the Council's Procurement
Standard Operating Procedures

2. In cases where the duty to achieve 'best consideration' (the best price
that can reasonably be obtainable) applies, when a tender or offer
representing 'best consideration' is received late, or is otherwise
invalid as described in Standing Order 5, the Corporate Landlord will
consult with the Borough Solicitor and the Cabinet Member for
Finance, Property and Business Services. If they agree that the
tender or offer should be considered for acceptance and it is possible
that other tenderers/offers will otherwise be prejudiced, all
tenders/offers shall, at the Council's discretion, be given the
opportunity to resubmit their tenders/offers within a given timescale.

3. In cases where the duty to achieve 'best consideration' does not
apply, when a tender is late or contains errors, the provisions in the
Council's Procurement Standard Operating Procedures will apply.

12.4 Disposals and Acquisitions by Auction

1. In disposals where the approved method of disposal is by auction, up
to three auctioneers approved by the Corporate Landlord must be
invited to provide a written quotation as to service offered, commission
and additional costs. The most advantageous quote, taking into
account pricing and service level offered, must be selected.

2. A “reserve price”, when recommended by the auctioneer, will be set
by the Corporate Landlord in consultation with the Borough Solicitor
and the Cabinet Member for Finance, Property and Business
Services. The reserve price must be disclosed only to the auctioneer
and the Council’s legal and property officers attending the auction.
The legal officer shall, upon a sale being 'knocked down' be
authorised to sign contracts or relevant papers on the day of the sale.

3. In the case of any acquisition of land or property by officers at auction,
price bands and/or limits for bidding will be set subject to the amounts
being within existing delegations and thresholds in the Constitution
given to Officers, the Cabinet Member for Finance, Property and
Business Services or Cabinet as set out in section 12.6 below.
Cabinet or the Cabinet Member for Finance, Property and Business
Services will therefore need to authorise beforehand any offer to
acquire at an auction.
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12.5 Approval of Property Transactions (including Land and Buildings) other than
major disposals

1. The principal terms of property transactions (other than acquisitions
which are dealt with below), for the disposal of a freehold or leasehold
interest in property (except where the method of disposal is by way of
auction) and also other than those defined as major disposals in these
Standing Orders, must be approved by the Corporate Landlord in
accordance with the Scheme of Delegations. The Corporate Landlord
must report each approval to the appropriate Cabinet Member in their
Portfolio area or the Cabinet.

2. The principle and method of each acquisition, irrespective of value,
and whether it relates to the acquisition of a freehold or leasehold
interest or a licence, must be approved by the Corporate Landlord
making recommendations to the Cabinet Member for Finance,
Property and Business Services or the Cabinet.

12.6  Authority levels for property matters
Council has agreed the following financial thresholds for property matters:

DCE & Corporate "
Acquisition and Under £10k Director of PEECS L g
disposal of land and Cabinet Member for

property and also £10k - £250k Finance, Property & Report
grant of easements Business Services

and wayleaves
£250k or greater Cabinet Report

Disposal of any

property for less than

best consideration,

including discounted

rent on any property  All Values Cabinet Report
or premises owned

by the Council

Under 7 years and DCE & Corporate In writing
Property Licenses under £10K Director of PEECS
and Leases Under 7 yearsand  Cabinet Member for Report
£10k - £100k Finance, Property &
Business Services
Under 7 years and  Cabinet Report
above £100k
7-25 years and any  Cabinet Member for Report

value up to £250k Finance, Property &

Business Services
Over 25 years and Cabinet Report
any value

Any proposed property or land decision that will have a significant impact on
two or more wards in the Borough and where the well-being of the community
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or change to the service level provided will affect a significant number of
people, then this decision must be reported to Cabinet for determination.

In the case of decisions required by the Cabinet or Cabinet Member then the
procedures in Standing Order 3.3 shall be followed.

12.7  Application of the Property Procedures and Standards

All property (including land) transactions must be conducted in accordance
with the property procedures and standards.

12.8 Formalities

1. All contracts and other documentation entered into pursuant to all land
transactions shall be in writing, and shall be signed or sealed with the
Common Seal of the Council, as appropriate.

2. The Common Seal of the Council shall be attested by a Member of the
Council and the Borough Solicitor or any other officer authorised by
the Borough Solicitor in writing.

3. An entry of every sealing of a contract shall be made and
consecutively numbered in a book kept for that purpose.
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