
Process – Purchasing of goods / services

STEP 1 

Plan Expenditure

 Is it necessary?

 How could it be paid?

 Are there any spending restrictions?

http://www.swansea.gov.uk/staffnet/

SpendingRestrictions 

STEP 2 

Consider Purchasing 

procedures

 http://www.swansea.gov.uk/staffnet/
procurement

 How much is the spend?

 One off spend or ongoing?

Is a contract in place?

http://www.swansea.gov.uk/

staffnet/contractregister

YES NO

Do you need a Waiver?

(Should only be used for 

one-off spend.)
http://www.swansea.gov.uk/

staffnet/cpr8 

Does the contract cover 

what you need it to or do 

you need a contract 

Variation? 

YES NO

Is a contract needed?

Is the spend under 

£5,000?
YES NO

Is the spend over £5,000 

but under £10,000?
YES NO

Is the spend over £25,000 but under 

£140,000?

Check Procurement Procedures 

for Band B

YES

Requires no approval 

(generally)

HOS approval via email 

needs to be attached to 

order

YES

NO

New contract / tender / 

contract Variation needs 

to be completed with 

necessary approvals

Check Procurement 

Procedures for 

Band A

ORDER VIA 

ORACLE

NO

YES NO

Is the spend over £140,000?

Check Procurement Procedures 

for Band C and D

YES

HOS or Director approval 

via email needs to be 

attached to order – but a 

Waiver or Contract 

SHOULD be in place

Complete Waiver form 

and gain necessary 

approvals

CPA number will be issued from Oracle. 

Set up PO for 12 months using CPA number. 

Completed documents need to be sent to your 

team s Finance Officer

Is the spend over £10,000 but under 
£25,000?  Low value procurement ? 

http://www.swansea.gov.uk/staffnet/

lowvalueprocurement 

NOYES

ORDER VIA 

ORACLE

Procurement training and guidance 

tools are available at:

http://www.swansea.gov.uk/staffnet/

procurementtrainingandguidance
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