
 
 

  

 

 

Procurement Procedure 2023-24 
 
PROCEDURES:  
 
Purpose 
 
These procedures are designed to complement the EKC Group’s Procurement Policy.  The policy 
and procedures are binding on all staff who engage in purchasing for the Group. 
 
1. Identifying a need for goods/services 
 
Once a Budget Holder identifies the need for services/goods, he/she will need to ensure that a 
purchase order is raised on Finance System and sent out to the relevant supplier.  Staff are expected 
to source required services/ goods from existing, local suppliers in the first instance.Where this is 
not possible, other non-local existing suppliers should be used but avoiding the use of Amazon/ 
internet procurement unless absolutely necessary. Please use the Supplier Information Tool located 
here to help find the supplier you need. Notable exceptions are gas, electric, water, agency staff, 
examination board costs, DBS checks and food supplies.  The raising/sending out of the purchase 
order will be carried out by nominated members of staff in each area. Failure to raise a purchase 
order is a direct violation of the Group’s Financial Regulations and could result in disciplinary action 
 
2. Supplier/Contractor and IR35 
 
Having identified the need for goods or a service, budget holders/contract managers should, where 
possible, use suppliers from the existing supplier list on the Finance system.  Where this is not 
possible, and where the budget holder/contract manager is engaging with a limited company, 
partnership or personal service company** they must, before any agreement or contract is signed, 
ask Finance to carry out an IR35 status check.  It is the responsibility of the budget 
holder/contract manager to ensure that this happens.  A checklist will be provided of the 
information required from you in order for Finance to be able to carry out the checks accurately. The 
result of this will be fed back to the budget holder and the limited company, partnership or personal 
service company being engaged with via a Status Determination Statement (SDS).  The limited 
company, partnership or personal service company have the right to appeal any decision, should 
they wish. The IR35 check will determine whether payment to the limited company, partnership or 
personal service company can be made direct via invoice or whether it is deemed as ‘off-payroll 
working’*** and has to be paid via payroll with tax and NI deductions being made.  This outcome 
could well influence the decision of the limited company, partnership or personal service company, 
as to whether they want to take on the contract. It’s important to highlight that if this process is not 
followed, the Group will be held liable for any tax and NI deductions and potentially any fines from 
the HMRC. 

 
3. Raising a Purchase Order 
 
When a member of staff is tasked with raising a purchase order, he/she will need to ensure that the 
relevant department is selected in order that the correct nominal code, cost centre and project 
code (if applicable) are used.     If you require assistance with codes, please liaise with the Finance 
Team.   
 
The correct supplier will need to be selected from the available list of suppliers. If your chosen 
supplier does not appear on the list, then you will need to request the supplier to be set up via Ebis 
and go through the due diligence procedure as outlined in the Procurement & Due Diligence policy, 
which can take up to one week.  Please ensure that you check the Finance System first to see if 

https://app.powerbi.com/groups/me/reports/5b977cd1-d162-457b-89f9-5e7926eb25d9/ReportSection?ctid=020da884-0f7e-4ca2-9c8e-05b0ccbd0d38


 
 

  

 

 
there are similar suppliers already in existance (using the supplier information tool). You should 
ensure that the purchase order is completed accurately and includes delivery and VAT.  
 
Once the purchase order has been fully authorised, it will automatically be e-mailed to the supplier 
and a PDF copy sent to the originator. Only at this point should the purchase order number be 
quoted, as prior to this it is not a valid document.  The authorised purchase order then becomes a 
commitment against that budget. 
 
Step by step video instructions can be found on the Finance Intranet site. 
 
4. Goods Receipting 
 
Upon receiving the goods, they must be receipted on the Finance System, failure to do this will hold 
up payment to the supplier. 

 
5. Invoice Authorisation 
 
Prior to the invoice being received the goods will have been ‘receipted’ as outlined in 4 above..  
Invoices cannot be posted  or paid  until the total order has been received and confirmed as 
receipted.  Suppliers should also quote the purchase order number on their invoice and submit it to 
the Finance Team either by email (accounts.payable@eastkent.ac.uk) or post. 
Once the invoice has been received, the Accounts Payable Team will match it to the relevant 
purchase order, scan the invoice onto the system and, provided the order and invoice agree, then 
no further action is required, and the invoice will be posted and is ready for payment.   If the 
difference between the invoiced amount and the order value is more than 10% or £100 (whichever is 
the lower) the invoice will be forwarded to the budget holder and (if necessary) a member of the 
Group Leadership Team for authorisation.   
E-mail notification will be received for this which will include a link directly to the portal where the 
invoice document and/or the scanned invoice can be viewed. 
 
The Authoriser can then either authorise/reject or leave the invoice pending. 
 
Queries on invoices and orders should be dealt with by the originator in the first instance. 
 
6.  Corporate Credit Cards 

 
Please note this should only be used for low value expenditure items, such as travel, and do not 
meet the criteria of the buy local strategy.  Where the supplier already exists with an account 
on Ebis, the process must be followed as per point number 3 on the previous page. 
 
All staff issed with a corporate credit card will need to sign and adhere to the EKC Group Credit Card 
User Agreement (Appendix A). 
 
The agreement details the credit rates and procedures that each cardholder must follow when 
using this procurement method. 
 
7.  Internet Purchasing 
 
Please note this should only be used for orders that can only be placed via the internet and do 
not meet the criteria of the buy local strategy.  Where the supplier already exists with an 
account on Ebis, the process must be followed as per point number 3 on the previous page. 
 
For purchases to be made via the internet the following procedure should be followed:- 
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• A purchase order should be raised on Ebis under supplier code B008.  Please ensure the website 
details/links are included in the free text box and any other information, such as pricing, quantities, 
sizes etc is accurate, so that the Finance Team will be able to place the order on-line. Failure to supply 
adequate details will result in the placing of the order being delayed. 
• Once approved an email will be automatically sent to the Finance Team  
• Finance Team will then place the order  
  
8. Authority to purchase 
 

         Requisition/Order Value                   Authorisation Level 
 
        £0 - £2,500                                 Budget Holders 
         £0 - £20,000                                 Executive Directors, Managing Directors & College Principals 
         £0 - £50,000                              Chiefs 
   £0 - £75,000     Deputy Chief Executive Officer  
   £0 - £150,000       Chief Executive Officer 
         £150,000 - £500,000                                  Business Committee 
        Over £150,000    Governing Body  

 
 9. Obtaining quotations & Tenders 
 
 Under £2,500 
 

Budget holder has discretion to decide whether to obtain quotes, but value for money must be 
obtained 

 
     Between £2,500 and £150,000 

 
Budget holders are expected to obtain three written quotes.   

 
In Excess of £150,000; 
 
For all goods/services purchased with a value greater than £150,000 or a series of contracts which in 
total exceed £150,000, three competitive tenders must be sought. In the event that there are less than 
three tenders received, The Group will proceed if sufficient assurance is documented that every effort 
was made to secure three competitive tenders. The award of contracts over £150,000 shall be 
reported to the Governing Body.   

 
    10. Compliance with Procurement Rules & Regulations 

   
The Group observes the current directives) regarding procurement regulations and understands that 
failure to comply with this legislation carries penalties which the Group will be held accountable. 
 
The threshold rate is reviewed every two years 

 
, Procurements meeting the thresholds have to be advertised on ‘Find A Tender’, which replaces the 
requirement to advertise in the Supplement to the Official Journal of the European Union (OJEU).  
When sourcing goods/services above these thresholds a consortium should be used to eliminate the 
necessity for the college to have to go through the FTS process. 
 
• The Public Contracts Regulations 2015.  Social & Other Services £663,540 (incl VAT) 
• The Public Contracts Regulations 2015.  Supply, services & design contracts £213,477 (incl VAT) 
• The Public Contracts Regulations 2015.  Threshold for Works Contracts £5,336,937 (incl VAT) 

 



 
 

  

 

 
       11. Contracts 

 
All contracts should be created and managed in accordance with the Contracts and Agreements 
Procedure.  
 
12. Payment of Invoices 
 
Invoice payment runs are made on a weekly basis.  Any invoices that are fully authorised (as per the 
levels in 8 above) and are due for payment according to the suppliers' terms will be selected for 
payment.  The payment run is generated by the Purchase Ledger & Procurement Team and sent for 
review to the Group Head of Finance.  Once the Group Head of Finance has reviewed and agreed 
the selected payments, the BACS file is then processed.  

 
 

 
 

 

** A Personal Service Company sells the work of an individual or small group of individuals and is owned 
and operated by that individual or small group of individuals as a limited company.   

*** Off-Payroll working means getting paid for your work through other ways than your salary.  For 
example, a self-employed freelancer would get paid via invoice, but being ‘off-payroll’ does not 
necessarily mean that you are not an ‘employee’  

 

 

 

 

 

 

 

 

  



 
 

  

 

 
Ap p e n d ix A 

Cre d it  Ca rd  Use r Ag re e m e n t  20 23/24  

 

Aim  o f th e  Cre d it  Ca rd  P o licy 

EKC Grou p s c re d it  ca rd  p roce d u re s a im  to  e n su re : 

• Ca rd h o ld e rs a ccu ra t e ly a ccou n t  fo r t h e ir e xp e n d itu re  on  c re d it  ca rd s. 
• Con t ro l is m a in t a in e d  ove r t h e  n a tu re  a n d  le ve l o f e xp e n d itu re . 
• Ad h e re n ce  t o  EKC Grou p s p u rch a sin g  p o licy. 
• Com p lia n ce  w ith  EKC Grou p ’s t ra ve l a n d  su b sist e n ce  g u id e lin e s. 
• Ta xa b le  b e n e fit s a re  re co rd e d , a s re q u ire d  b y HM Re ve n u e  & Cu stom s. 
• Ad e q u a t e  con t ro ls a re  in  p la ce  to  a vo id  b re a ch  o f t h e  con d it ion s o f u sa g e  fo r c re d it  ca rd s. 
• Se cu rit y m e a su re s a re  in  p la ce  to  m in im ise  th e  p ot e n t ia l fo r fra u d /m isu se  o f c re d it  ca rd s. 
• Com p lia n ce  w ith  EKC Grou p s Fin a n c ia l Re g u la t ion s. 

Th e  cu rre n t  c re d it  ca rd  se rvice  p rovid e r in  u se  b y EKC Grou p  is Sa n t a n d e r AirP lu s. 
 
Usin g  th e  Cre d it  Ca rd  
 
Cre d it  ca rd s m u st  b e  u se d  e xc lu sive ly fo r e xp e n d itu re  d ire ct ly re la t in g  t o  EKC Grou p  b u sin e ss. 
Th is m a y in c lu d e  t ra ve l e xp e n se s. 
 
Cre d it  ca rd s m u st  n o t  b e  u se d  fo r: 

• P riva t e  e xp e n d itu re  u n d e r a n y c ircu m sta n ce s 
• Ste rlin g  ca sh  w ith d ra w a ls 
• In t e rn a l b u sin e ss t ra n sa c t ion s w ith in  EKC Grou p  i.e . b e tw e e n  d e p a rtm e n t s.  In  th e se  

c ircu m sta n ce s, In te rn a l t ra n sfe r p roce d u re s m u st  b e  u se d . 
• Re cu rrin g  m on th ly su b scrip t ion s 

 
Cre d it  ca rd s a re  n o t  t o  b e  u se d  to  b yp a ss t h e  cu rre n t  p rocu re m e n t  p roce ss a s e st a b lish e d  in  t h e  
cu rre n t  P rocu re m e n t  & Du e  Dilig e n ce  P o licy. 
 
Misu se  o f th e  ca rd  m a y re su lt  in  th e  c re d it  ca rd  b e in g  w ith d ra w n . 
 
Ca rd h o ld e r Lim it s 
 
Cre d it  lim it s w ill b e  se t  b a se d  on  t h e  st ru ctu re  d e t a ile d  b e low : 
 

• Bu d g e t  h o ld e r - £ 1,0 0 0  
• Non -b u d g e t  h o ld e r - £ 50 0  

 



 
 

  

 

 
Fin a n ce  w ill h a ve  ove rsig h t  o f a ll c re d it  lim it s a n d  w ill b e  a b le  to  in cre a se  a s n e ce ssa ry u p on  
sp e c ific  re q u e st s to  t h e  Fin a n ce  Te a m  via  a  Top De sk t icke t . 
 
Ca rd h o ld e r Re sp on sib ilit ie s 
 

1. Sta t e m e n t s a re  issu e d  a rou n d  t h e  1st  o f t h e  m on th . 
 

2. Ca rd  Hold e rs w ill n e e d  t o  log  in to  t h e ir Air P lu s P orta l (w h ich  t h e y w ill h a ve  a cce ss t o) a n d  
d ow n loa d  th e ir st a t e m e n t . 

 
3. Th e  sta t e m e n t  w ill n e e d  to  b e  cod e d , sig n e d  a n d  th e n  a t t a ch  1 x P DF o f a ll o f t h e  re ce ip t s 

in  o rd e r o f t h e  sta te m e n t  a n d  e m a il it  ove r to  Airp lu s@e kcg rou p .a c .u k  so  t h a t  Fin a n ce  
ca n  re con cile  t h e m  a ll. 

 
4 . All d ocu m e n t s n e e d  to  b e  w ith  Fin a n ce  b y th e  15th  o f t h e  m on th  to  b e  p roce sse d  in  t im e  

fo r m on th  e n d . 
 

5. Th e  e m a il n e e d s to  h a ve  Air P lu s a s t h e  Su b je c t  so  t h e y ca n  b e  e a sily id e n t ifie d . 
 
If t h e  re q u ire d  in fo rm a t ion  is n ot  p rovid e d  to  Fin a n ce  b y t h e  d a t e  in d ica t e d  a b ove , t h e  issu e d  
c re d it  ca rd  w ill b e  t e m p ora rily b locke d  from  fu rth e r u se  u n t il su ch  t im e  th a t  t h e  in fo rm a t ion  is 
re ce ive d  b y Fin a n ce . 
 
If Fin a n ce  h a s t o  t e m p ora rily b lock a  ca rd  th re e  t im e s in  on e  a ca d e m ic  ye a r, Fin a n ce  w ill 
re m ove  t h e  c re d it  ca rd  from  th e  ca rd h o ld e r a n d  you r Lin e  Ma n a g e r w ill b e  in fo rm e d . 
 
Ch a rg e s a n d  Fe e s 
 
Th e  a n n u a l ch a rg e  fo r t h e  AirP lu s c re d it  ca rd  is £ 35 p e r a n n u m . 
 
If t h e  AirP lu s c re d it  ca rd  is n o t  u se d  in  a  12-m on th  p e riod , a  fu rt h e r ch a rg e  o f £ 35 w ill b e  
in cu rre d . 
 
All ch a rg e s a n d  fe e s w ill b e  p oste d  t o  t h e  ca rd  h o ld e rs re sp e c t ive  cost  ce n t re . 
 
Ag re e m e n t    

 
 
 
 

Ca rd  Hold e r Na m e      Ca rd  Hold e r Sig n a tu re  
 
I con firm  th a t  I h a ve  re a d  a n d  a g re e  t o  th e  con t e n t s o f t h is p o licy. 
 

  



 
 

  

 

 
An y q u e rie s re g a rd in g  c re d it  ca rd s a n d  t h is p o licy w ill n e e d  t o  b e  su b m it te d  t o  Fin a n ce  via  a  
Top De sk t icke t .   
 

 

 

 

 

 

 

 


