
Idea/
Requirement

Please follow the 
relevant How To 

Buy Guide.

Procure
Obtain at least one written 

quotation using the 
following Request for 
Quotation document.

Evaluate
All responses need 

to be evaluated. 
Contact SSP for any 
help and guidance if 

necessary.

 Existing Arrangement
Is there an existing 

arrangement?

Contact the P2P Team for 
training and to be setup. 

Raise a requisition and 
receipt the order once 

fully received.

Contract Award
Whether successful or 
unsuccessful, notify all 

suppliers of your decision. 
SSP can help with debriefing 

suppliers if required. 

Contract Management
All contracts will require 

managing to include payments, 
supplier performance and any 

changes to requirements.

How to buy goods or services with a value less 
than £8,000

Yes

No

iProcurement
Are you an existing user?

No

Yes

Justify
Although a formal 

competitive process is not 
required justify the spend 
and seek as many quotes 
as necessary to procure 

best value. 

Form a Contract
The order created on 

iProcurement will 
enforce KCC’s standard 

terms & conditions.

Kent Business
Try to obtain at least one 
quote from a Kent based 

business to align with 
KCC’s Bold Steps.

Contract Award 
Approval

The contract award needs to be 
completed and signed in accordance 

with the delegated authorities 
matrix.

Specification
Using the link as a guide you need to develop a 
specification to describe the supplies, services 

or works the Council requires.

http://kccbusiness/sites/FP/SSP/SSP%20Standard%20Documents/RFQ%20v1.0.docx
http://knet/ourcouncil/Pages/procurement-contacts.aspx
http://knet/ourcouncil/Pages/procurement-howtobuy.aspx
http://knet/ourcouncil/Pages/iprocurement.aspx
G:/BSS Strategic Sourcing and Procurement/Archived/Standard Documentation/MASTER DOCUMENTS/Letters
http://knet/ourcouncil/Pages/strategy-direction.aspx
http://knet/ourcouncil/Documents/Delegation%20Matrix.pdf
http://kccbusiness/sites/FP/SSP/SSP%20Standard%20Documents/Guidance%20on%20Writing%20a%20Specification%20v1.0.docx
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