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Introduction

Cornwall Heritage Trust (CHT) is not publicly funded, however it is our aim to reflect best practice in our approach to the sourcing of goods and services and ensuring the best investment of the charity’s funds. 

Procurement can be defined as “the purchase of supplies, works and services” and designated as follows: 
· Supplies - includes the purchase or rental of products or equipment such as office furniture, IT equipment etc 
· Works - includes construction of buildings and civil engineering works 
· Services - includes professional services, repair and maintenance services 

	

Procurement Principles
“Cornwall first, eco first.” 
CHT is committed to undertaking a fair and transparent procurement process and considers the following principles to be key: 
· Value for money – we are a charity and thus need to be responsible for our spending
· Ethical - we only wish to work with partners who commit to the same principles as CHT: fair, transparent and following best practices and legislation.
· Low risk – we will not expose CHT to unnecessary risk from its supply chain; where applicable evidence of qualification, insurance, risk assessments and references 
will be sought 
· Local – where possible we will use local materials and suppliers to support the 
local economy and minimise environmental impacts. We will also ensure equality of opportunity to ensure that smaller suppliers may be considered fairly, e.g. advertising locally, use of simple tendering forms etc. 
· Eco – We are an environmentally conscious charity and wish to use environmentally-sound materials and work with suppliers who support the same values as CHT. Please see Environmental Considerations for detailed good practice. 




Environmental Considerations
To improve the environmental impact procurement can have, CHT will encourage good environmental practice in the purchasing of goods by: 
· Ensuring that through the purchasing of all goods and services, minimal environmental impact is generated 
· Ensuring that timber products are purchased from an accredited sustainable source, and through an environmentally responsible company 
· All office supplies, including stationery and specialised equipment, should be sought from a local supplier and a sustainable source wherever possible e.g. recycled copier paper
· CHT’s procurement procedure should be followed by all staff 
· Single use plastics will be avoided wherever possible. 


The Procurement Process
In line with CHT’s financial authorities the following process will be followed for procurement: 
	Value of Contract / Order
	Under £2k
	£2k - £10k
	Over £10k

	Tender Requirements
	Quotation evidencing value for money 
	3 quotations on a like for like basis. If it’s not possible to achieve 3 quotes, evidence must be retained that 3 or more invitations to quote were issued
	Formal tender process, will be advertised online via the CHT website and digital channels for at least two working weeks. 

	Contractual documentation required
	Simple order with sign-off from budget holder
	Simple contract or formal if a new service 
	Formal documentation under CHT contractual terms 


Consideration will be given to how a tender complies with the key procurement principles listed above and, where applicable, the requirements of the advertised tender. 
Details of tenders and quotations will be recorded and retained by CHT for the purposes of audit trails. 





Conflict of Interest
Our commitment to fair and transparent procurement processes means that any potential conflict of interest must be clearly described in the tender or quotation so that the information may be considered as part of the decision-making process. 
Trustees complete an annual declaration of interests and potential conflicts are raised, considered and minuted at the appropriate meetings. 



Policy Review

This policy will be reviewed annually. Next review date: December 2024.
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