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To: Members of the YPO Joint Committee Executive Sub-Committee 
 

 
Dear Member 
 
YPO EXECUTIVE SUB-COMMITTEE – FRIDAY, 10 MARCH 2017 
 
It is with pleasure that I write to invite you to attend a meeting of the YPO Joint Committee 
Executive Sub-Committee which is to be held at 10:30 am on Friday, 10 March 2017 in 
the YPO Headquarters, 41 Industrial Park, Wakefield to consider the items set out in the 
agenda attached. 
 
Would Members please note that a training session entitled Commercial and Customer 
Strategy/Procurement Services Strategy will take place prior to the meeting at 10.00am. 
 
Yours sincerely 
 
 
 
 
 
Joanne Roney OBE 
Secretary to the Joint Committee 
 

 
 

As a courtesy to colleagues will you please turn off your mobile phones and pagers 
prior to the start of the meeting. 

 

Your Ref.   
Our Ref  

Please Reply To Kayley Sykes 

Telephone No (01924) 834912 
Email kayley.sykes@ypo.co.uk 

Date 02 March 2017 
 



 

 

 
 



 

 

YORKSHIRE PURCHASING ORGANISATION EXECUTIVE SUB-COMMITTEE - 
Friday, 10 March 2017 

 
 

AGENDA 
 

   

1. Chair's Introduction and Welcome.   
  

2. Acceptance of Apologies for Absence.   
  

3. To approve, as a correct record, the Minutes of the meeting 
held on 11 November 2016.  (Pages 1 - 4) 

  

4. Members' Declarations of Interest.   
  

5. To note any items which the Chairman has agreed to add to 
the Agenda on the grounds of urgency.   

  

6. Lead Authority Issues.   
  

7. Standing Orders and Financial Procedure Rules.  (Pages 5 - 33) 
  

8. Associate Member Proposals.  (Pages 35 - 46) 
  

9. Earmarked Reserves Spend.  (Pages 47 - 50) 
  

10. Social Value Work.  (Pages 51 - 53) 
  

11. Exclusion of the Public and Press  
 

 In relation to reports containing exempt information to consider 
and, if approved, pass the following resolution: - 
 
 “That the public and press be excluded from the meeting 
during consideration of agenda items 12 and 13 on the 
grounds that they are likely to involve the disclosure of exempt 
information as described in Part 1 of Schedule 12A to the Local 
Government Act 1972, as amended.”  

  

12. Performance Report.  (Pages 55 - 65) 
  

13. Business Update.  (Pages 67 - 69) 
  

14. Date and Time of Next Meeting.  
 

 The next meeting of the YPO Executive Sub-Committee will be 
held on Friday 9 June 2017 at 10.30am.  

  

 
 

 
 





YORKSHIRE PURCHASING ORGANISATION EXECUTIVE SUB-COMMITTEE

11th NOVEMBER 2016

Present: The Chair:  Councillor Shaw (Wakefield MDC)

Councillors – Councillor Walker (Wigan MBC), Mackenzie (North 
Yorkshire CC), Mercer (City of York), Atkin (Rotherham MBC), 
Whiteley (City of Bradford), Johnson (St Helen’s MBC)

1: CHAIR’S INTRODUCTION & WELCOME

The Chair, Councillor Shaw, welcomed Members to the meeting.

2: APOLOGIES FOR ABSENCE

Apologies for absence submitted prior to the meeting were accepted on behalf 
of Councillor Morris (Bolton MBC).

3: MINUTES – 10th JUNE 2016

Resolved – That the Minutes of the meeting of the YPO Executive Sub-
Committee held on 10th June 2016 be approved as a true and accurate record.

4: URGENT ITEMS

No urgent items were discussed.

5: MEMBERS DECLARATION OF INTEREST

No declarations of interest were made.

6: LEAD AUTHORITY ISSUES

A review of the Lead Authority management arrangements is taking place. A 
sub group of Strategic Officers are reviewing the arrangements and further 
updates will be provided in due course.

A verbal update was provided to Members in relation to Senior Remuneration.

7: YPO PAY POLICY

The Assistant Director HR & Logistics presented the YPO Pay Policy.

The YPO Pay Policy is in line with the statutory requirements to comply with 
the 2011 Localism Act.

Resolved: That the Executive Sub-Committee recommended the report to 
Management Committee for approval.

8: ASSOCIATE MEMBER PROPOSALS

A report was submitted detailing a new associate member application for 
Craven District Council.
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Members were advised verbally of a further two applications that have been 
received and it was agreed that the detail of these applications would be added 
to the report for consideration at the Management Committee.

Resolved: That the Executive Sub-Committee recommended the report to
Management Committee for approval.

9: MEMBER AUTHORITY IMPACT ASSESSMENT PROCESS

The Executive Director presented a report detailing the Member Authority 
Impact Assessment Process.

Councillor Mackenzie (North Yorkshire CC) shared his concerns in relation to 
the process. Councillor Johnson (St Helen’s MBC) noted that St Helen’s have 
similar concerns around this and would welcome further mitigation to be taken 
to the Management Committee.

Resolved – That the Executive Director prepares further mitigation for the 
Management Committee to consider.

10: EXCLUSION OF THE PUBLIC AND PRESS

Resolved – That the public and press be excluded from the meeting during 
consideration of Agenda Items 11 to 17 on the grounds that they are likely to 
involve the disclosure of exempt information as described in Part 1 of Schedule 
12A to the Local Government Act 1972 as amended.

11: YPO MARKET OVERVIEW (EXEMPT)

The Executive Director presented a report providing Members with an overview 
of the Education Market.

The report provided Members with information on what is happening in the 
education market and what effect this is having for YPO’s customers.

Resolved - That the Executive Sub-Committee recommended the report to 
Management Committee for approval.

12: PERFORMANCE REPORT (EXEMPT)

The Executive Director presented the report detailing the latest performance 
results for the Organisation.

Councillors asked for more detail and clarification around a number of points 
and were satisfied with the responses provided by Officers.

Resolved – That the Performance Report be noted.

13: BUSINESS UPDATE (EXEMPT)



The Managing Director presented the Business Update which provided 
Members with an update on activities of the organisation since the last sub-
committee and provided an overview on forthcoming activities and challenges.

Resolved: That the Business Update be noted.

14: BUDGET AND BUSINESS PLANS 2017 (EXEMPT)

The Executive Director presented the Budget and Business Plans for 2017.

The report and presentation was welcomed by Members.

Resolved: That the Executive Sub-Committee recommended the report to 
Management Committee for approval.

15: STOCK LOSSES REPORT (EXEMPT)

Consideration was given to the Stock Losses Report which detailed the year 
to date stock losses and plans for improvement.

Councillors asked for clarity around some points and were satisfied with the 
responses given by Officers.

Resolved: That the report be noted.

16: IT INVESTMENT – LINK PROGRAMME UPDATE (EXEMPT)

Consideration was given to a report provided by the Executive Director 
providing Members with an update on the IT Investment.

The report is the first Members briefing around the implementation of the ERP 
Business Case. The report provided an update on the budget spend and the 
key milestones.

Resolved – That the report be noted.

17: DIVIDEND DISTRIBUTION (EXEMPT)

Consideration was given to the report of the Managing Director which 
presented a proposal to review the current system for distributing the dividend 
to Member Authorities.

Resolved: That the report be submitted to the Management Committee for 
further discussion and a recommendation to be agreed.

18: DATE AND TIME OF NEXT MEETING
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Resolved – That the next meeting of the YPO Executive Sub Committee 
will be held on Friday 10th March at 10.30am



REPORT TO

EXECUTIVE SUB COMMITTEE

TO BE HELD ON 

10TH MARCH 2017

TITLE: CONTRACT STANDING ORDERS AND FINANCIAL PROCEDURE RULES

REPORT OF: CONTRACTING MANAGER AND HEAD OF FINANCE

1. PURPOSE OF REPORT

1.1 To review the Standing Orders for Contracts and Financial Procedure Rules and 
consider changes recommended by the Board. This complies with section 4 (6) of the 
Management Agreement dated 8th September 2011.

2. BACKGROUND INFORMATION

2.1 Contract Standing Orders and Financial Procedure Rules should be updated and 
revised on a regular basis to ensure compliance with current law, best practice and to 
consult founder members as described in the Management Agreement.

2.2 The attached document shows tracked changes. The rationale for those changes is as 
follows; -

                 
Contract Standing Orders

2.3 The only proposed change is to update section 8.2 to reflect the new post title of the 
Risk and Compliance Manager.

Financial Procedure Rules

2.4 A new section (16) has been introduced around the management of credit risk and
credit control. This has been included to formalise the arrangements which are currently 
in place.

3 STRATEGIC IMPLICATIONS

3.1 This update reflects changes in guidance and the application of best practice.

4 FINANCIAL IMPLICATIONS

4.1There are no additional costs arising from this report.
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5 LEGAL IMPLICATIONS

5.1 There are no legal implications arising from this report.

6 EQUALITY IMPLICATIONS

6.1 There are no direct or indirect impacts on Equality and Diversity.

7 RISK IMPLICATIONS

7.1 There is a risk that the organisation will not adhere to the revised orders / rules. That 
will be mitigated by ensuring that relevant training takes place.

8 RECOMMENDATIONS

8.1 It is recommended that the revised Contract Standing Orders and Financial Procedure 
Rules are approved and used by YPO.

8.2 That mandatory training is imparted to the organisation through a suitable delivery 
vehicle such as OLAS.

SERVICE DIRECTOR: PAUL SMITH, EXECUTIVE DIRECTOR

YPO
41 Industrial Park
Wakefield
WF2 0XE

Telephone Number: 01924 834969
E-mail address: paul.smith@ypo.co.uk

CONTACT OFFICERS: STEVEN HALL, HEAD OF FINANCE / JANE PADDEY,
CONTRACTING MANAGER

YPO
41 Industrial Park
Wakefield
WF2 0XE

Telephone No: 01924 821775 / 01924 821797
E-mail address:steven.hall@ypo.co.uk / jane.paddey@ypo.co.uk

APPENDIX:

Appendix 1 - Standing Orders for Contracts and Financial Procedure Rules
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Standing Orders for Contracts 
and

Financial Procedure Rules

Contract 
Standing 
Orders
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Document Control Page

Document Type Standing Orders

Document Ownership Corporate Governance

Title of Document
Standing Orders for Contracts  and Financial 
Procedure Rules
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Controlled By Head of Finance

Created By Head of Finance / Contracting Manager

Approved By Board of Directors

Submitted for approval to Management Committee 

Approved 

Maintained By Head of Finance/Contracting Manager

Publication Date

Next Review Date

Current Version 3.0

Distribution Directors, Managers, Intranet

Replaces Document
Standing Orders for Contracts and Financial 
Procedure Rules 2016.
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YORKSHIRE PURCHASING ORGANISATION

Contents:
Section 1 Standing Orders for Contracts

1. Definitions
2. Introduction
3. Responsibility for Observance
4. Conduct of Members and Employees
5. Propriety
6. Compliance
7. Exceptions
8. Freedom of Information
9. Equality and Diversity
10. Terms and Conditions
11. Tendering Process
12. Sample Process
13. Tender Information Obligation
14. Contracts Under £5,000
15. Contracts Between £5,000 and £75,000
16. Contracts Between £75,000 and EU Thresholds
17. Contracts Above EU Thresholds
18. Receipt and Opening of Tenders 
19. Examination of Tenders
20. Acceptance of Tenders
21. Claims From Contractors, Suppliers and/or Service Providers
22. Purchasing
23. Further Competition
24. Post Contract Award

Section 2 Financial Procedure Rules
1. Definitions
2. Introduction
3. Responsibility for Observance
4. Budgets
5. Income
6. Stocks and Inventories
7. Disbursements
8. Capital and investment requirements
9. Reserves
10. Accounting / Taxation and Statistical returns
11. Internal Audit
12. External Audit
13. Banking Arrangements
14. Insurance
15. Risk management
16. Credit risk and credit control
17. General
18. Interpretation
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1. DEFINITIONS

1.1 “Organisation” means the consortium of local authorities known as the Yorkshire 
Purchasing Organisation.

1.2 “Managing Director” means the current Managing Director of the Yorkshire 
Purchasing Organisation or an officer designated by him/her.

1.3 “Monitoring Officer ” means an officer designated by Lead Authority responsible 
to the Management Committee of the Organisation who will secure legal and 
administrative services for the Organisation (other than the administrative services 
performed by the Managing Director or other officer designated by him/her)

1.4 “Chief Financial Officer” means the current Director of Finance of the Lead 
Authority responsible to the Management Committee of the Organisation for 
providing financial advice to the Organisation (other than the financial services 
performed by the Managing Director or other officers designated by him/her).  In 
fulfilling this role the Chief Financial Officer will be able to rely on the Managing 
Director of the Organisation to keep him/her informed on all aspects of his/her role 
relating to the Organisation under Section 151 of the Local Government Act 1972, 
including compliance with the rules forming the Financial Procedure Rules and 
Standing Orders relating to Contracts of the Organisation.

1.5 “Management Committee” means the elected members of the Organisation 
constituting its Management Committee and any of its Sub Committees.

1.6 “Lead Authority” is the member authority chosen by the Management Committee 
to provide support services to the Organisation.

1.7 “Chairperson” means the current Chairperson of the Management Committee.

1.8 “Framework” means an agreement between one or more contracting d one or 
more economic operators, the purpose of which is to establish the terms governing 
contracts to be awarded during a given period, in particular with regard to price, 
quality and where appropriate the quantity envisaged.

1.9 “Contract” means an agreement made by the Organisation with another party 
creating a legal relationship enforceable by law.

1.10 “Goods” includes all supplies and materials that the Organisation purchases or 
obtains.

1.11 “Services” includes all services, which the Organisation purchases or obtains 
including but not limited to advice, consultancy, agency staff, third party logistics 
etc.

1.12 “Works” includes the construction of new buildings and works, restoring and 
common repairs.

1.13 “Whole Life Costs” means the whole costs of the provision of the works, goods 
and/or services from inception to disposal including any annual maintenance 
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costs or annual fees (i.e. software licences)

1.14 “OJEU” means the Official Journal of the European Union.

2. INTRODUCTION

2.1 YPO’s Standing Orders for Contracts aim to promote the highest standards in 
procurement activity ensuring probity, integrity, accountability and impartiality in 
making a clear, understandable, transparent and fair selection of suppliers by the 
Organisation, and form a part of the governance arrangements of the 
Organisation.

2.2 YPO’s Standing Orders for Contracts also promote the delivery of value for money 
and the required levels of quality and performance in all contracts that are let.  The 
Organisation is committed to the overall principles that:

a) All purchases will be based on the most economically advantageous 
tender.  Unless agreed by the Managing Director.

b) Goods and services will be acquired by fair, objective and transparent 
competition.

2.3 YPO’s Standing Orders for Contracts also aim to deliver competitive procedures 
and the avoidance of practices which may restrict, prevent or distort competition.

2.4 Procurement will be carried out in compliance with the legal and ethical 
requirements referred to in these Standing Orders for Contracts, and taking into 
account the Organisation’s commitment to continuous improvement, quality and 
environmental issues.

2.5 These Standing Orders for Contracts apply to all contracts for Goods, Services 
and Works.

2.6 All values referred to in these Standing Orders for Contracts are exclusive of VAT.

2.7 Any dispute regarding interpretation of these Standing Orders for Contracts shall 
be referred to the Managing Director or his/her nominated officer.

2.8 The Managing Director or his/her nominated officer shall undertake a formal 
review of these Standing Orders for Contracts on an annual basis.

3. Responsibility for Observance

3.1 The Management Committee is responsible for regulating and controlling the 
contractual arrangements of the Organisation.

3.2 The Managing Director shall operate in accordance with these Standing Orders
for Contracts, the Organisation’s Financial Procedure Rules and the Managing 
Director’s Scheme of Delegation and the law of the land with respect to all matters 
relating to contracts.

4. Conduct of Members and Employees
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4.1 In dealing with matters referred to in these Standing Orders for Contracts
employees shall abide by the provisions of the Organisation’s Code of Conduct
Policy (particularly Sections: (7) Outside Commitments; (8) Personal Interests; 
(10) Separation of Roles During Tendering and (11) Corruption, Fraud, Bribery 
and Theft) and the rules contained in these Standing Orders for Contracts and the 
Organisation’s Financial Procedure Rules.

4.2 So far as possible, the election to the Management Committee of anyone with a 
significant involvement in any way with any firm likely to be employed by the 
Organisation, or the employment of any officer with a similar involvement, should 
be avoided.

4.3 Members and employees of the Organisation shall not sell any goods or services 
to the Organisation.

4.4 No contractor, supplier or service provider in which a member or officer has a 
pecuniary interest may be chosen or appointed, other than by following the 
procedures laid down in these Standing Orders for Contracts, the Organisation’s 
Code of Conduct Policy and without having disclosed his/her interest by 
completing a Declaration of Interest Form in accordance with statutory 
requirements and the Organisations Register of Employee Interests Policy.

5. Propriety

5.1 The Organisation shall conduct all its operations with the utmost propriety. With 
this in mind the Managing Director shall have direct access to the Secretary, the 
Chief Financial Officer or the Chairman of the Organisation, in matters touching 
on the propriety of purchasing arrangements.  The Managing Director shall provide 
information and advice as necessary, but where circumstances clearly require a 
completely impartial approach, initial decisions shall be taken by the Secretary, 
the Chief Financial Officer or the Chairman, as appropriate.  All such matters must 
be referred to the Management Committee either for decision or, where action has 
already been taken, for confirmation.

6. Compliance

6.1 Contracts entered into on behalf of the Organisation shall be made in accordance 
with these Standing Orders for Contracts, all relevant EU and UK legislation 
requirements and timescales, including case law.

6.2 Where an appropriate standard or code of practice issued by the European Union 
is current at the date of the tender, every contract subject to these Standing Orders
for Contracts shall require that all goods and materials, used or supplied, and all 
workmanship provided shall be in accordance with that standard.

6.3 The Procurement Operations Team and all other officers with budget 
responsibilities within the Yorkshire Purchasing Organisation are responsible for 
ensuring that processes adopted are compliant with these Standing Orders for 
Contracts.

6.4 The Procurement route should take into account instances where Goods, Services 
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and Works can be obtained via appropriate, existing, approved and enabled 
arrangements. 

These include:

6.4.1 The use of a Member Authority’s in-house services such as payroll, legal, vehicle 
maintenance etc.

6.4.2 Nationally negotiated contracts such as those arranged by any Public Sector Body
or Public Buying Organisations such as Eastern Shires Purchasing Organisation
and the Crown Commercial Service.

7. Exceptions

7.1 Exceptions from any of the provisions of these Standing Orders for Contracts shall 
only be made by decision of the Management Committee or in compliance with 
the terms of the Managing Director’s Scheme of Delegation and a written record 
signed by the Managing Director in the form of an Exception Report will be kept 
centrally in an electronic file held by the Procurement Operations Team

7.2 Subject to statutory requirements tenders need not be invited in accordance with 
these Standing Orders for Contracts in the following cases:

a) Goods and Services which are obtainable from one contractor only and 
for which there is clear recorded evidence that no satisfactory 
alternative is available.

b) The execution of Works of a specialised nature where there is clear 
recorded evidence that they may only be carried out by one contractor.

c) Goods of a nature entrusted to a particular public utility, local authority 
(or similar) or other statutory undertaker.

d) The purchase of Goods and Services from a central or local 
government purchasing organisation where YPO is satisfied that the 
procurement has been undertaken in accordance with legislation and 
any specific Call Off procedure is followed.

e) The purchase of Goods and Services where prices of the goods are 
wholly controlled by trade organisations or government order and no 
reasonably satisfactory alternative is available.

f) The purchase of Goods and Services in response to emergency.

8. Freedom of Information

8.1 The Freedom of Information Act 2000 (FOIA) & Environmental Information 
Regulations 2004 provide the right of public access to information held by public 
authorities such as YPO.

8.2 All requests received by the Organisation under FOIA in respect of tenders and 
contracts should be channelled through YPO’s Risk and Compliance Manager 
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immediately upon receipt to enable the Organisation to comply with its Access to 
Information Policy.

8.3 The FOIA includes potential exemptions on the basis of commercially confidential 
information. However, tenderers will be made aware of the implications of the Act 
at the tender stage.

9. Equality and Diversity

9.1 Contractors, suppliers and service providers will not unlawfully discriminate within 
the meaning and scope of any law, enactment, order or regulation relating to 
discrimination (whether in race, gender, religion, disability, sexual orientation, age 
or otherwise) in employment.

9.2 Contractors, suppliers and service provider’s will be required to take all reasonable 
steps to secure the observance of YPO’s framework agreement / Contract by all 
servants, employees or agents of their organisations or those of their suppliers 
and sub-contractors employed in the execution of the Framework Agreement /
Contract.

10. Terms and Conditions

10.1 Contracts and Framework Agreements will use YPO’s standard terms and 
conditions.  Variations from the standard format must be approved by YPO’s 
Contracting Manager and if necessary legal advice sought.  Terms and conditions 
will be included with tender documents and issued to suppliers as part of the 
invitation to tender.

10.2 Tenderers are expected to accept YPO's Terms and Conditions held within the 
Framework Agreement or Contract without qualification.  Acceptance of qualified 
terms and conditions will only be made at the Contracting Manager’s discretion 
and written assessment should be made of its implications and held on a central 
file within the Procurement Operations Team.  YPO is not obliged to accept any 
variation to terms and conditions and in general, any such relaxation will only be 
granted if it is considered reasonable under the circumstances, provides a 
commercial advantage to YPO, the level of risk is assessed as acceptable and it 
does not distort competition between the tenderers

10.3 The tender documents should give tenderers the opportunity to raise any queries 
in relation to the terms and conditions during the “Clarification Question” stage of 
the process to allow for all queries to be addressed and a response (if required) 
can be circulated to all tenderers.  Any legal queries raised during the tender 
process should be referred to the Contracting Manager.

10.4 The tender documents should also state that any legal queries raised after the 
deadline for submission of tenders or any included in a tenderers bid submission 
will not be considered.

10.5 Contracts for the execution of Works or the purchase of Goods or Services where 
urgency is too great to permit the making of a contract in writing will be confirmed 
in writing at the earliest opportunity.
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11. Tendering Process

11.1 Yorkshire Purchasing Organisation’s preferred route is to utilise an electronic 
tendering system (ETS) for all tendering activity. Any exception to this process 
must be agreed on a case by case basis with the Procurement Operations Team 
with full details of the reason for change retained in writing on file.

11.2 The ETS provider is sourced, administered and managed by the Procurement 
Operations Team.

11.3 User training is provided by the Procurement Operations Team

11.4 Cost may be evaluated through an e-auction where appropriate.

11.5 When commencing the procurement of Goods, Services or Works for contracts 
within each band the procurer must complete and return to the Procurement 
Operations Team the New Business Detail Requirement Form which will form the 
basis of the initial ETS set up for the procurement.

11.6 Gateway sign off stages for contracts within each band will be dependent on the 
monetary, complexity and risk value of the contract and will be confirmed by the 
Procurement Operations Team at the time of tendering.

11.7 Any exception to the procurement processes detailed in this document will be at 
the Managing Director’s discretion as detailed above at point 7. A written record 
documenting the reasons for the exception authorised and signed by the 
Managing Director, will be retained on an electronic central file held by the 
Procurement Operations Team.

12 Sample Process

12.1 Where samples are requested they must be provided in accordance with the 
instructions in the tender document by the set deadline.

12.2 They should be sent to the front reception of YPO site 41 FAO The Procurement 
Operations Team.

12.3 Samples are then required to be held in the sample room until the tender 
deadline has passed when they will then be passed to the relevant buyer in order 
to be evaluated.

12.4 Samples from successful suppliers shall be stored in the warehouse for the life of 
the contract.

12.5 Samples from unsuccessful suppliers are to be returned to the supplier wherever 
possible

12.6 If the unsuccessful supplier is unable to arrange collection, or does not require 
the samples to be returned. A list of these products should be submitted to the 
Asset Management Team who will log this on their “Unsalable Items” Spread 
Sheet. Items will be used internally, donated to charity or disposed of.
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12.7 Samples from unsuccessful suppliers should be returned or passed to the Asset 
Management Team within one (1) month of the award of the contract

13 Tender Information Obligation

13.1 As part of the Local Government Transparency Code the Organisation has an 
obligation to publish information on a monthly/quarterly basis in relation to 
invitations to quote and invitation to tender for all contracts to provide goods and/or 
services that exceed £5,000.   

13.2 The information to be published is reference number; title; description of 
goods/services; start, end and review dates; title of agreement; supplier name and 
details; sum to be paid over the length of the contract; the process used; whether 
or not the supplier is a small/medium enterprise and/or a voluntary or community 
sector organisation and the department responsible for the procurement.  

14. Contracts / Frameworks under £5,000

14.1 This includes any procurement activity (internal or trading spend) involving an 
estimated aggregate Whole Life Costs value up to £5,000

14.2 The procurer may use any reasonable means to source supplier options but the 
tendering procedure and outcome must be managed by the ETS.

15. Contracts / Frameworks between £5,000 and £75,000 

15.1 This includes any procurement activity (internal or trading spend) involving an 
estimated aggregate Whole Life Costs value between £5,000 and £75, 000

15.2 The procurement must be advertised.

15.3 There must be a minimum of three written quotes from selected suppliers unless
agreed otherwise by the Procurement Operations Team in exceptional 
circumstances.

15.4 The procedure must be carried out electronically via the ETS with a written record 
of the specification, the quotations, the evaluation process and notification of 
award and rejection. This written record must be retained.

16. Contracts / Frameworks between £75,000 and EU Thresholds for Goods, 
Services & Works

16.1 This includes any procurement activity (internal or trading spend) involving an 
estimated aggregate Whole Life Costs value between £75,000 and the EU 
Threshold for Goods, Services and Works.

16.2 The procurement activity must be advertised and awarded by the Procurement 
Operations Team unless agreed otherwise by the Contracting Manager.

16.3 The entire process will be overseen and signed off by the Contracting Manager.

16.4 The procedure must be carried out electronically via the ETS with a written 
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record of the specification, the quotations, the evaluation process and notification 
of award and rejection. This written record must be retained.

17. Contracts / Frameworks above EU Thresholds for Goods, Services & Works

17.1 Procurement activity with an estimated aggregated Whole Life Costs value above 
EU Thresholds for Goods, Services and Works will be conducted by the
Procurement Operations Team or Procurement Services Department. To ensure 
compliance with EU rules and regulations the Procurement Operations Team will 
oversee all tendering processes, ensuring a segregation of duties and a consistent 
approach. 

17.2 All tenders must be advertised and Awarded in the OJEU.

17.3 Procurements must be processed via the ETS unless otherwise agreed by the 
Procurement Operations Team. In the case of tenders for Goods or Services, the 
relevant officers should consider whether the contract will be of benefit to other 
public sector bodies.

17.4 The selection and award criteria, sub-criteria and weightings to be used in the 
evaluation process must be clearly communicated to all tenderers in the OJEU 
entry, in the Invitation to tender and on the ETS. These criteria must be followed 
during the evaluation process. Under no circumstances may any of the criteria be 
changed or new criteria introduced from those published.

17.5 Before commencing any tendering exercise an assessment of risk pertaining to 
the specific tender exercise will be undertaken. This will allocate the required sign 
off levels / stages which must be adhered to. 

17.6 All legally required time limits must be followed as minimum

17.7 Sustainability considerations must be included in the criteria for award in the OJEU 
notice and tender documentation when pertinent to the contract.

17.8 The Social Value Act/added value must be considered within the tender plan and 
documentation if found to be pertinent to the services contract/framework.

17.9 In every instance detailed records will be held (electronically) of all stages of the 
process.

18. Receipt and Opening of Tenders 

18.1 The receipt and opening of tenders will be undertaken using the ETS unless 
otherwise agreed by the Procurement Operations Team.

18.2 The Procurement Operations Team are responsible for receipting and opening all 
tenders unless otherwise agreed by the Contracting Manager.

18.7 Late tenders may be considered at the discretion of the Contracting Manager, if 
the Contracting Manager is satisfied that there was reasonable cause for the delay 
and fair competition has not been compromised. A record of this decision will be 
held centrally by the Procurement Operations Team.
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18.8 Using the ETS the Procurement Operations Team will confirm the submissions 
received are against the correct tender.

19. Examination of Tenders

19.1 Tenders submitted in competition shall not be considered if:

a) The tender is in some way uncertain in its terms and it is unclear what 
the submission is offering,

b) There is evidence that the tender document has been altered without 
consent.

19.2 If a tender requires clarification on a technical or contractual matter all necessary 
communication must be properly recorded and remain confidential. Such 
clarification may only be undertaken when the process remains fair to all 
Tenderers and does not distort competition in any way.

19.3 During the period between the closing for the receipt of a tender and award, 
Tenderers may not seek to amend prices in any way, other than a genuine and 
obvious error.  Such circumstances must be properly recorded on file and 
competition must not be distorted in any way. Evidence should always be provided 
that can be tracked back to the original quote.

19.4 If variations to specifications are to be examined and considered, tenderers must 
have been made aware in the invitation to tender document.

20. Acceptance of Tenders

20.1 The designated Procurement Officer(s) shall evaluate the tenders and make a 
recommended contract award based on the most economically advantageous 
tender to the sign off panel.

20.2 In the case of 2 or more tenders being equal, environmental considerations 
(transport, packaging and the company’s environmental standing and 
performance) may be used to determine the successful bid. If all aspects are still 
equal the Managing Director shall decide and record the decision.

20.3 The proposed award would then be signed off by the tender team.

20.4 The relevant company credit checks and any other necessary checks will be 
carried out by an agreed member of the tender team prior to contract award and 
copies of any searches and documents retained.

20.5 Signed letters of proposed acceptance and rejection shall be sent to Tenderers in 
the format provided by the Procurement Operations Team initiating a mandatory 
standstill period before final contract award. 

20.5 In the event of a request for a de-brief by an unsuccessful tenderer during the 
standstill period, the debrief will be organised by a member of the Procurement 
Operations Team in line with YPO’s internal best practice. A full record must be 
kept on file. Meetings will always involve a minimum of two members of YPO’s 
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staff including a member of the Procurement Operations Team. The Procurement 
Operations Team will advise on how to debrief organisations for under threshold 
tenders.

20.6 If the debrief is not carried out to the satisfaction of the unsuccessful tenderer 
who then initiates a legal challenge, or if a legal challenge is received without 
debrief and during the standstill period, the Contracts Officer shall meet with the 
tender team and the Contracting Manager will be informed and legal advice will 
be sought.

20.7 The acceptance of tenders and related communication will be undertaken using 
YPO’s preferred route of the e-tendering system.

21. Claims from Contractors, Suppliers and/or Service Providers

21.1 Any claim from a contractor, supplier or service provider shall be referred to the 
Contracting Manager, Managing Director, Secretary and to the Chief Financial 
Officer for advice before any settlement is made.

22 Purchasing

22.1 After the award of the Contract / Framework to the successful providers the
Contract / Framework agreement must be signed and returned to YPO 
immediately (subject to point 10.1).

22.2 Upon receipt of the above the Managing Director or his/her nominated officer must 
sign the framework agreement on behalf of YPO in accordance with the levels set 
out in appendix 1.

22.3 Contained within the framework agreement is the Call off Order Form. Before any 
procurement of the Goods, Services or Works can commence the call off order 
form must be filled in and issued to the supplier. This activates the Call off Terms 
and Conditions

22.4 If included within the Invitation to Tender documents the Supply Chain Agreement 
must be signed and returned to YPO.

22.5 Any variations to the framework agreement including any specification 
amendments must be discussed with the Procurement Operations Team to ensure 
that the variation is not a material change to the contract scope.

22.6 Once agreed between the parties the variation form must be completed by either 
side and signed off by both YPO and the successful supplier. A variation to the 
framework must be assessed for risk and verified by the Procurement Operations 
Team before YPO enter into negotiation to vary the framework agreement/ 
contract.

22.7 The Management Information must be provided to YPO by all successful suppliers 
as part of the framework agreement.

22.8 Signatures are required on the Retrospective Payment Certificate to be returned 
to YPO.
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22.9 Orders, despatched electronically or on official stationery, should state the quantity 
(where applicable), an adequate description, the price or the basis of the price, an 
official purchase order number, delivery date and place and all other relevant 
conditions.

22.10 Verbal orders shall be kept to a minimum and shall be confirmed with an official 
order marked appropriately as soon as practicable, but in a period of no longer 
than two (2) working days.

22.11 Orders shall be individually identified, sequentially numbered, initiated and issued 
by the Managing Director or a member of staff specifically authorised for that 
purpose. 

22.12 The authorisation of an order will indicate the following:-

a) That the Goods or Services are necessary for the discharge of the 
policies and responsibilities of the Organisation.

b) That where the Goods or Services are for direct use by the Organisation 
there is a provision for the cost within the estimates or it is covered by 
special financial provision.

c) Compliance with the Organisation’s Financial Procedure Rules and 
Standing Orders for Contracts.

23 Further Competition

23.1  All further competitions should be carried out via the ETS with all Users contacting 
the Procurement Operations Team prior to commencing any further competition.

23.2  The Procurement Operations Team will advise as to the appropriate process.

24. Post Contract Award

24.1 Following Contract award the Buyer/Category Manager will be responsible for 
monitoring delivery of the Framework / Contract including any and all reviews to 
take place between YPO and the contractor, supplier or service provider.  All 
reviews should be carried out on a regular basis, documented and a copy of the 
Review undertaken retained for YPO’s records.

24.2 If any problems are experienced and the contractor, supplier or service provider 
are failing to comply with the Framework / Contract terms and conditions then the 
following steps should be taken with the assistance of the Procurement Operations 
Team:-

(a) Written records must be kept of all correspondence between both parties, the 
Buyer/Category Manager shall liaise with the contractor, supplier or service 
provider to ascertain the root cause of the problem.  

(b) The contractor, supplier or service provider should be invited to attend a 
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performance review.  At the performance review a list of actions should be agreed 
between the parties to monitor the future provision of the goods/services.  A copy 
of the minutes of this meeting should be agreed by both parties and a date set for 
a follow up meeting.

(c) If contract performance has failed to improve then the Buyer/Category Manager 
should seek advice from the Procurement Operations Team who will provide 
advice as to the best remedy and action to be taken.

24.3 UNDER NO CIRCUMSTANCES should a Framework Agreement / Contract be 
terminated without advice from the Procurement Operations Team and the Contracting 
Manager.
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Section 2 Financial Procedure Rules

1. DEFINITIONS

1.1 Many definitions in the Financial Procedure rules are as those of the Standing Order for 
Contracts, therefore the reader should refer to the definitions in Section 1 Standing 
Orders for Contracts

2. INTRODUCTION

2.1 The Financial Procedure Rules aim to promote the highest standards in the financial 
management of the organisation and activity ensuring probity, integrity, accountability 
and impartiality in making a clear, understandable, transparent statement by which the 
Organisation will manage, and form a part of the governance arrangements of the 
Organisation

3. RESPONSIBILITY FOR OBSERVANCE 

3.1 The Management Committee is responsible for regulating and controlling the finances of 
the Organisation. These Financial Procedure Rules apply to all members of the 
Management Committee and Officers acting on behalf of the Organisation. The 
Management Committee is empowered to delegate any of its responsibilities in these 
procedure rules to a Sub-Committee of not less than one third of its membership, subject 
to an annual report to the Management Committee on the operation of these rules

3.2 The Chief Financial Officer shall for the purpose S.151 of the Local Government Act 1972 
and S.114 of the Local Government Finance Act 1988 be responsible for the proper 
administration of the Organisation’s financial affairs. The Chief Financial Officer shall also 
be responsible for ensuring, where appropriate, that any breaches of these Financial 
Procedure Rules are reported to the Management Committee.

3.3 The Managing Director shall operate in accordance with these Financial Procedure Rules 
and Contract Standing Orders and the Managing Director’s Scheme of Delegation with 
respect to any matter liable to affect the finances of the Organisation. He/she shall provide 
the Management Committee and/or Chief Financial Officer with such information as may 
reasonably be required in connection with the financial and administrative affairs of the 
Organisation. 

3.4 The Managing Director shall meet regularly with the Chief Financial Officer or his/her 
nominee to discuss financial matters relating to YPO and shall provide to her/him any 
information that (s)he reasonably requires to enable her/him to have oversight of the 
financial position of YPO.  The Management Director shall inform the Chief Financial 
Officer of all relevant matters of financial management and stewardship in accordance 
with professional standards and codes of practice.

3.5 The Managing Director will report to the Chief Financial Officer and Internal Audit any 
actual or suspected financial impropriety and should follow the Organisations Anti-Fraud 
and Bribery Policy and Fraud Response Plan. The Managing Director must also report to 
the Chief Financial Officer any occasions where he/she believes that the actual or 
predicted annual outturn is not/may not be in line with the budget or there are any 
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significant changes in predicted income or expenditure for the year or any significant risk 
of such changes.

3.6 The Managing Director shall also be responsible for ensuring that all staff are aware of 
the existence and content of these Financial Procedure Rules and in particular those 
which apply to individual members of staff and that they comply with them at all times.

4. BUDGETS

4.1 The Managing Director shall prepare and submit budgets, which support the 
Organisation’s operational plans, covering revenue, people costs and investment 
requests (including capital and revenue type expenditure) for the approval of the 
Management Committee at intervals of not more than one year, and shall seek the 
comments of the Chief Finance Officer before presenting the report to Management 
Committee.

4.2 The inclusion of any item in the approved budgets shall, unless specifically indicated 
otherwise by the Management Committee, give authority for the Managing Director to 
incur such expenditure. Such authority is subject to compliance with Standing Orders for 
Contracts. 

4.3 It shall be the responsibility of the Managing Director to ensure that overspends on 
approved budgets are reasonable and necessary in the light of business volumes and 
are matched or exceeded by corresponding increases in income The Managing Director 
shall also ensure that adequate controls and budget monitoring procedures are in place 
to identify, analyse and report any significant overspends. 

4.4 It shall be the responsibility of the Managing Director to ensure that overspending by 
budget holders not directly related to business volumes does not occur.  In the event of 
such an occurrence it should be reported to the Chief Financial Officer immediately and 
a report presented to the next meeting of the Management Committee along with a 
detailed recovery plan.

4.5 Any proposal by the Managing Director, which would materially affect the surplus/ deficit 
of the Organisation or affect an existing business policy, must be approved by the 
Management Committee prior to any commitment being made. If action needs to be taken 
urgently the Managing Director will consult with the Chairman and or Vice Chairman of 
the Management Committee and the Chief Financial Officer and will present a report to 
the next available meeting of the Management Committee. 

4.6 The Managing Director shall provide the Management Committee with an annual 
statement of account detailing actual results against budget for the financial period, along 
with an explanation of any significant variances. In addition, the Managing Director shall 
report the financial position of the Organisation, in the context of the budget, to each 
meeting of the Management Committee.  The Managing Director shall produce monthly 
a report on income and expenditure. Such to be provided to the Chief Financial Officer
and the member authorities on request.

Virements / Transfer of budgets.
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4.7 Transfers between budgets shall be allowed to a maximum of the amount stated in
appendix 1, providing no change of policy or commitment to further or ongoing 
expenditure is involved. Transfers in excess of thresholds or where a change in policy is 
involved must be approved by the Management Committee.

5. INCOME 

5.1 All documents relating to income will be in a format approved by the Managing Director 
in consultation where necessary with the Chief Financial Officer.

5.2 Whenever practical and possible, at least two members of staff will be present when post 
is opened, so that money received is properly identified and recorded. All funds received 
on behalf of the Organisation shall be properly safeguarded and paid daily or at such 
intervals the Managing Director may approve directly into the Organisation’s bank 
account. 

5.3 Refunds of overpayments must be made through the payments system and not out of 
income. 

5.4 All accounts for income due to the Organisation shall be prepared and despatched in a 
manner approved by the Managing Director. The means of collection of money due to 
the Organisation will be determined by the Managing Director, in consultation where 
necessary with the Chief Financial Officer.

5.5 All cash surpluses shall be paid in and reported to the Managing Director who will 
maintain a written register of all cash surpluses and shortages. The Managing Director 
shall have the discretion as to the making good or otherwise of cash shortages.  (S)he 
shall ensure that the written register is available for inspection by the Chief Financial 
Officer or his/her representative.

5.6 Every transfer of official money, from one member of staff to another, shall be subject to 
adequate controls and safeguards as prescribed by the Managing Director in consultation 
where necessary with the Chief Financial Officer.

5.7 The Managing Director may approve the write off of irrecoverable invoice debts, and the 
annual provision for these write-offs will be identifiable in the financial accounts. Any 
individual write-off exceeding the amount stated in appendix 1 will be reported to the 
Management Committee.

6. STOCKS AND INVENTORIES

6.1 The Managing Director shall be responsible for the care and custody of all stocks under 
his control. 

6.2 All goods ordered will be received into the warehouse, recorded adequately and subject 
to adequate controls as agreed by the Managing Director, in consultation where 
necessary with the Chief Financial Officer.

6.3 All stores accounts and records should be subject to adequate controls as agreed by the
Managing Director, in consultation where necessary with the Chief Financial Officer. The 
Managing Director shall arrange for continuous independent checking of all stores items 
at least once each year. 
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6.4 The Managing Director shall maintain a record of all stores deficiencies/surpluses and 
arrange for the stores records to be adjusted accordingly in the prescribed manner. The 
record of stock adjustments made in each section of supply will be made available to the 
Chief Financial Officer on request and reported to the Management Committee annually

6.5 Surplus and obsolete stock shall be disposed of in accordance with the policies of the 
Organisation as agreed by the Management Committee. 

6.6 Sales of Assets (excluding land and Buildings) not bought for resale, in excess of the 
agreed threshold (as stated in appendix 1), shall not be made unless at least three 
tenders are first obtained, except where the Management Committee has approved other 
arrangements for a particular sale or type of sale. The sale of assets should not be made 
to members or officers of the Organisation without prior consultation with the 
Management Committee and a written record of the transaction. 

6.7 The Managing Director shall be responsible for ensuring that secure arrangements are 
made for the safe custody of the assets of the Organisation. Assets shall not be removed 
or used other than for the Organisation’s purposes except in accordance with specific 
directions issued by the Managing Director.

6.8 For the purposes of the Organisation’s Annual Accounts, stores will be valued using a 
recognised Accounting Standard. 

6.9 The Managing Director shall arrange that senior members of his staff shall be responsible 
for the keys of all stores and safes. Such officers shall keep the keys personally and shall 
not leave them on the premises. The Managing Director shall keep duplicate keys. 

6.10 The Lead Authority shall maintain a register of all land and properties held on trust for 
or owned by the Organisation, recording (inter alia) the location, the extent and plan 
references, the purchase details, particulars of any tenancies granted and the purpose 
for which the property is held, and shall have the custody of all title deeds under secure 
arrangements. 

6.11 The Managing Director will maintain inventories of items of furniture, fittings, 
equipment plant and machinery with a value greater than £500, in line with the 
Organisation’s agreed procedures.  The Managing Director will ensure an annual check 
takes place of these inventories.

6.12 The Managing Director may approve the write off of obsolete stock and the annual 
provision for these write-offs will be identifiable in the financial accounts. Any individual 
write-off exceeding the amount stated in appendix 1 will be reported to the Management 
Committee.

7. DISBURSEMENTS

Payroll 

7.1 The Chief Financial Officer shall approve the method of payroll preparation, payment, the 
documents to be kept and the certificates to be given for payment of wages 
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7.2 The Managing Director shall notify the lead authority on the date and in the manner 
agreed, of all appointments, dismissals, resignations, absences from duty, suspension, 
transfers and changes in remuneration (other than normal increments) of employees.

7.3 The Managing Director shall be responsible for the correct completion and certification of 
time and incentive bonus payment records. All payroll data shall be forwarded to the lead 
authority on the date and in the manner agreed. 

7.4 Appointments of all employees shall be made in accordance with the regulations of the 
Organisation and the approved establishment grades and rates of pay. 

7.5 No officer of the Organisation shall, under cover of their office, accept any fee or reward 
other than their proper remuneration. 

Imprest Accounts / Petty Cash

7.6The Chief Financial Officer shall arrange for the Lead Authority’s bankers to provide such 
cash imprest accounts as are deemed necessary. The Managing Director will ensure that 
these accounts are controlled in line with the Organisation’s agreed procedures for 
imprest accounts and the limits contained in appendix 1. Individuals will be delegated the 
responsibility to ensure that imprest accounts are not in an overdraft position at any time. 

Orders

7.7  All goods and services shall be procured using an official order. Official orders need to 
be placed at the same time that verbal orders are placed, if applicable.

Creditor Payments 

7.8 Directors or a member of their team (not the same officer as the one issuing the order or 
incurring the expenditure) authorised by him/her shall be responsible for certifying 
invoices for payment. 

7.9The certification of an invoice shall be deemed to cover: -

a) That the goods or services have been properly ordered; 

b) That arrangements have been made to ensure that the goods have been received, 
examined and approved as to quality and quantity; 

c) That arrangements have been made to ensure that the work done or service 
rendered has been satisfactorily carried out and, where applicable, the materials 
used were to the requisite standard; 

d) That the prices are in accordance with the contract/quotation or in the absences 
of either are otherwise reasonable; 

e) That the invoice is arithmetically correct; 

f) That the appropriate deductions for discounts will be made and the appropriate 
terms applied; 
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g) That, where applicable, the goods have or will be recorded on the Organisation’s 
inventory, stores record or any other appropriate record; 

h) That the payment has been processed in the appropriate manner and that no part 
of the invoice has been previously passed for payment; 

i) That the expenditure has been properly coded; 

j) That where the goods or services are for direct use by the Organisation the 
expenditure is within the estimates or is covered by special financial provision; 

k) That, where applicable, the order to which the invoice relates has been marked as 
paid. 

l) That Standing Orders for the Organisation have been complied with

7.10 All copy invoices authorised for payment must be accompanied by a special authority. 
The authority must be signed by an officer authorised to certify invoices for payment. 
Any amendment to an account shall be made in ink and initialled by the officer making 
it, stating briefly the reasons, where they are not self-evident.  The officer authorised 
to certify invoices for payment shall not be the same officer responsible for issuing the 
order or incurring the expenditure.

7.11 The Managing Director shall authorise and examine, so far as he considers necessary, 
accounts certified for payment, he shall be entitled to receive such information and 
explanations as he may require. 

7.12 Payment by Procurement Card will be made only by Officers authorised by the 
Managing Director to do so, in line with the procedures detailed in the Payment Card 
Manual. The Managing Director will ensure that all expenditure incurred is compliant 
with all policies and procedures of the Organisation including Contract Standing orders 
and Financial Procedure rules. V.A.T receipts will be required for taxation purposes.

7.13 Apart from payments from imprest accounts and procurement cards, the normal 
method of payment of money due from the Organisation shall be by BACS or other 
instrument drawn by the Chief Financial Officer on the appropriate bank account.

8 CAPITAL AND INVESTMENT REQUIREMENTS

8.1 The Managing Director in consultation with the Chief Financial Officer shall prepare
and submit an investment requirement statement for the approval of the Management 
Committee.  The statement must state clearly the purpose of the investment 
expenditure, how it is to be funded, and any ongoing revenue implications. The 
Managing Director in accordance with the general directions of the Management 
Committee shall determine the detailed form of the statement and the preparation 
timetable.  Any borrowing requirement must be prepared in liaison with the Treasury 
Management section of the Lead authority and be agreed with the Chief Financial 
Officer.

8.2 The inclusion of items in the approved statement shall give authority for the Managing 
Director to incur expenditure without further reference to the Management Committee. 
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8.3 Expenditure may only be incurred in respect of any material investment project not 
included in the approved investment requirement statement if the Managing Director, 
as specified in the Managing Director’s Scheme of Delegation, consults with the 
Chairman and/or the Vice Chairman of the Management Committee and the Chief 
Financial Officer and subsequently submits a report to the Management Committee at 
the earliest opportunity.  

8.4 Overspends in excess of the threshold (as stated in appendix 1) may only be incurred 
in respect of any material investment project included in the statement for the current 
or succeeding financial year subject to the rules stated in paragraph 8.3 of these 
Financial Procedure Rules.

8.5 Progress reports on individual investment programmes or projects shall be made to 
the Management Committee at least annually and shall include both physical and 
financial progress. In any event a full statement of progress and completion will form 
part of the annual business planning update.

8.6 The financing of investments will need to be considered at the inception of any related 
business case, as well as a determination of whether it is revenue or capital 
expenditure.

8.7 Further information about funding investments can be found in the Capital Policy,
which includes definitions of capital expenditure.

9 RESERVES

9.1 The Managing Director in consultation with the Chief Financial Officer shall prepare 
and submit a Reserve creation statement for the approval of the Management 
Committee.  The statement must state clearly the purpose of the reserve. The 
Managing Director in accordance with the general directions of the Management 
Committee shall determine the detailed form of the statement and the preparation 
timetable.

9.2 The inclusion of items in the approved statement will give authority for the Managing 
Director to incur expenditure without further reference to the Management Committee

9.3 Any changes to the use of reserves will be subject to consultation by the Managing 
Director, as specified in the Managing Director’s Scheme of Delegation, with the 
Chairman and/or the Vice Chairman of the Management Committee and the Chief 
Financial Officer. A report will subsequently be submitted to the Management 
Committee at the earliest opportunity

10 ACCOUNTING/TAXATION AND STATISTICAL RETURNS 

10.1 All financial records and systems and any changes thereto shall be subject to the 
approval of the Managing Director in consultation with the Chief Financial Officer and 
in accordance with relevant legislation and best practice. The Managing Director shall 
be responsible for ensuring that such records and systems are properly maintained. 

10.2 The allocation of accounting duties amongst accounting staff shall segregate the 
processes of checking balances and handling cash receipts/disbursements. 
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10.3 Financial records shall not be disposed of other than in accordance with arrangements 
approved by the Managing Director in compliance with legislation). 

10.4 All matters relating to the taxation of the Organisation shall be the responsibility of the 
Managing Director (other than those relating to pay which is the responsibility of the 
Chief Financial Officer). 

10.5 The publication of financial data and statistical information is the responsibility of the 
Managing Director in consultation with the Chief Financial Officer and the external 
auditor where necessary. The Chief Financial Officer has the authority to request such 
statistical and financial information he/she deems necessary to fulfil his/her statutory 
responsibilities. 

10.6 The Managing Director will be responsible for all procedures concerning Value Added 
Tax and other H.M. Revenue and Customs matters, and for ensuring that appropriate 
staff are provided with up to date guidance on these matters. 

11 INTERNAL AUDIT 

11.1 The Chief Financial Officer shall carry out an independent and continuous appraisal 
of accounting, financial and other processes, with the following objectives: -

a) To ensure the installation of soundly based systems of control within each area 
of responsibility within the Organisation 

b) To review and, where necessary, make recommendations for the improvement 
of systems, controls and procedures in order to ensure that they are both efficient 
and effective, that they remain adequate in the light of changing circumstances 
and are adhered to in practice; 

c) To assist in protecting the assets and interests of the Organisation by carrying 
out a continuous examination of activities in order to test the arrangements in 
place to detect fraud, misappropriation, irregular expenditure and losses due to 
waste, extravagance and maladministration.

d) To monitor compliance with the Anti-Fraud and Bribery Policy.

e) To monitor the use of resources in the pursuit of defined objectives of the 
Organisation;

f) To ensure the suitability and reliability of financial and other management data 
used by the Organisation; 

g) To report to and advise the Managing Director of appropriate actions to be taken 
in relation to Financial Procedure Rules, Standing Orders and Standing Orders 
for contracts. 

11.2   The Chief Financial Officer or his/her authorised representative shall have authority
to: -

a) Enter at all reasonable times on any premises or land held on behalf of the 
Organisation; 
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b) Have access on demand to all records, documents and correspondence relating 
to any financial and other transactions of the Organisation; 

c) Require and receive such explanations as are necessary concerning any matter 
under examination, 

d) Require any employee of the Organisation to produce Organisation stocks or 
assets under his/her control or to provide information/explanation of matters 
within his/her area of responsibility. 

11.3 Whenever any matter arises which involves, or is thought to involve irregularities 
concerning the finances, stocks or assets of the Organisation or in the exercise of the 
functions of the authority, the Managing Director shall ensure that this is dealt with in 
accordance with the Anti-Fraud and Bribery Policy and shall forthwith notify the Chief 
Financial Officer and Internal Audit of all steps taken and planned and shall take any 
additional steps required by the Chief Financial Officer.

12 EXTERNAL AUDIT 

12.1 The Managing Director shall ensure that external auditors are given access at all 
reasonable times to premises, personnel, documents and assets that the external 
auditors consider necessary for the purpose of their work.  

12.2 The Managing Director shall ensure that there is effective liaison between External 
and Internal Audit.  

12.3 The Managing Director and Chief Financial Officer shall be the first point of contact 
with the external auditors and inspectors as they undertake the annual audit and 
inspection programmes.  

13 BANKING ARRANGEMENTS 

13.1 The Chief Financial Officer shall make all arrangements regarding the opening and 
operation of any bank accounts relative to the Organisation and shall be responsible 
for the negotiation of any banking terms. 

13.2 The Managing Director shall control the ordering and issuing of cheques, and on issue, 
they shall bear the printed facsimile signature of the Chief Financial Officer or be 
signed by the Managing Director or other officer authorised by him/her. 

13.3 All treasury management transactions will be undertaken on behalf of the Organisation 
by the Chief Financial Officer, in line with the Service Level Agreement (Financial 
Services) between the Organisation and the Lead Authority. 

14 INSURANCE 

14.1 The Managing Director shall ensure the Organisation has proper insurance cover to 
meet its needs. 

14.2 The Managing Director shall affect all insurance cover and negotiate settlement of all 
claims against such insurance in consultation with the Chief Financial Officer.  
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14.3 Senior Managers shall give prompt notification to the Head of Finance of all new risks, 
properties or vehicles for which insurance may be appropriate and of any alterations 
affecting existing insurance arrangements.  

14.4 Senior Managers shall notify the Head of Finance in writing of any loss, liability or 
damage incurred which may lead to a claim against the Organisation and inform the 
Police in cases of loss or malicious damage to Organisation property.  

14.5 The Managing Director will instruct all employees, or anyone covered by the 
organisations insurance arrangements, that under any circumstances, they do not 
admit liability or make any offer to pay compensation.  

14.6 The Managing Director shall ensure that all appropriate employees of the Council are 
included in fidelity guarantee insurance.  

14.7 The Chief Financial Officer shall annually, or at such other period as he/she may
consider necessary, review all insurance arrangements.  

14.8 Senior Managers shall consult the Chief Financial Officer respecting the terms of any 
indemnity, which the Council is requested to provide.

15 RISK MANAGEMENT

15.1 The Managing Director is responsible for ensuring strategic and operational risks, 
including relevant financial risks, are identified, evaluated, monitored and controlled in 
accordance with the Risk Management Policy and Strategy approved by the 
Management Committee.

16 CREDIT RISK AND CREDIT CONTROL

16.1 The Head of Finance will be responsible for managing credit control and credit risk in 
the organisation.

16.2 All new customers will be required to complete an application form which will help to 
establish their status as a legal entity.

16.3 From the application form, details will be obtained to perform a check with a credit 
reference agency to confirm the identity of the customer.

16.4 A credit limit will be set in accordance with the advice of the credit reference agency. 
In the event that the credit reference agency suggests a nil credit limit, an account will 
be opened, but only to facilitate the processing of orders where cash has been paid in 
advance. Should the customer place an order over and above the advised credit limit, 
a decision will be made by a member of the Senior Leadership Team or a Director in 
terms of whether or not the order should be processed.

16.5 Credit limits from time to time will be increased at the discretion of the Head of Finance.
The process will involve a review of the purchasing requirements of the customer, with 
reference to both their payment history and current credit status.

17 GENERAL 
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17.1 The Managing Director shall produce a Performance Report, in a format that is 
satisfactory to the Management Committee and the Chief Financial Officer. This will 
be provided quarterly to the Management committee and on request to members and 
the Chief Financial Officer.

17.2 All reports presented to Management Committee and any sub-committees shall 
include a paragraph headed ‘Financial Implications’, which shall provide detailed 
information on the financial and other resource implications of the course of action 
proposed. This shall have been provided to the Head of Finance for his/her comments.  
The paragraph shall be agreed between the Managing Director and the Head of 
Finance or shall include the views of both

17.3 The Managing Director and such Members of his Board of Directors as he may 
nominate shall provide annual assurance statements regarding YPO’s system of 
internal control prior to preparation of the Annual Governance Statement.

18 INTERPRETATION 

18.1 The Management Committee, in consultation with the Lead Authorities Monitoring 
Officer and the Chief Financial Officer, shall settle any difference which arises from 
the interpretation of these Financial Procedure Rules. 



Standing Orders for Contracts and Financial Procedure Rules Page 27 of 27

APPENDIX 1
YPO

These appendices set out the limits to be used in conjunction with the Financial Procedure 
Rules and Standing Orders for Contracts.

Standing Orders for Contracts

Section 21.2

Delegated officer 

Maximum limit for signing 

off a contract 

Maximum limit for signing off 

a framework agreement 

Assistant Buyer up to £0.5 million   

Buyer / category manager up to £1 million   

Contracting Manager/SMT 

member* up to £2 million up to £10 million 

 Managing Director* greater than £2 million greater than £10 million 

*The authorities listed in this table should not be delegated below the specified levels.

Financial Procedure Rules

Section 4.7 Limit on transfers between heads of expenditure £50,000 

Section 5.7 Limit for the writing off of individual customer debt £5,000 
Up to £500 Sales Ledger Manager 
£500 - £5000 Head of Finance or Financial Controller

Section 6.12 Limit for writing off stock
Up to £500 Asset Management Supervisor  
£500 - £5000 Head of Finance or Financial Controller

Section 6.4 Limit on the sale of Assets not bought for resale £10,000 

Section 7.9 Limit on overspends on investment  projects 10% or £50,000 whichever is the 
lesser

Section 7.11 Limit on cash payments from imprest accounts £100 
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REPORT TO 

EXECUTIVE SUB COMMITTEE

TO BE HELD ON 

10TH MARCH 2017

TITLE: ASSOCIATE MEMBERSHIP APPLICATION

REPORT OF: STRATEGIC RELATIONSHIP MANAGER

1 PURPOSE OF REPORT

1.1 Provide details of formal applications for YPO Associate Membership received from
strategic customers within key target geographies in London and the South West 
region.

2 SUMMARY

2.1 Applications from:

Devon County Council
London Borough of Westminster

2.2 Devon County Council has limited historic usage of YPO contractual services although 
we do enjoy a good level of revenue from schools across the County with 2016 year to 
date expenditure estimated at £900,000 from over 400 trading customers albeit our 
market share remains low compared to other geographic regions where YPO is better 
known so the potential for growth is good. In relation to framework category 
opportunities, plans are in place for approximately £1 million of spend of specialist 
vehicles through YPO arrangements in 2017 with further opportunities including the 
purchase of new Winter Gritting Vehicles and the Hire of Cars and LCV’s which currently 
numbers 40 hires per day. The County Council are also represented on the wider 
regional collaborative procurement group Devon & Cornwall Procurement Partnership 
and would be keen to support YPO further engagement across the South West through 
this group.

2.3   The London Borough of Westminster has no current usage of YPO contractual services 
although we do enjoy a level of engagement and revenue from schools across the 
borough with 2016 annual turnover at £28.4k from 40 trading customers albeit our 
market share remains low compared to other geographic regions where YPO is better 
known so the potential for growth in this sector is good.

Agenda Item No 8Agenda Page 35



        Current opportunities for YPO in Westminster include HR Services which is due to 
be awarded under a YPO framework and Debt Management also within scope of a 
YPO solution under discussion.    

2.4 Further applications are expected in 2017 from the following customers with whom 
discussions are currently ongoing:

Wolverhampton City Council

Worcestershire County Council

London Boroughs of Havering & Newham

Estimated Baseline Figures 2016

Customer Stock & Direct Contractual Total

Devon County 
Council

£900k £0k £900k

LB of Westminster £28.4k £0k £28.4k

3 RECOMMENDATIONS

3.1 This application submitted is recommended for approval as it falls within the criteria 
established in 2014 for Associate Membership and supports continued growth for
YPO nationally providing a platform for further engagement within the South West 
for the first time.

3.2     Growth criteria for membership should be set at £500,000 in line with the agreed 
criteria established in 2014. 

3.3     The attached customer application meets the strategic criteria as laid down in the 
paper previously approved in August 2014 and therefore recommended for 
approval.

4 BACKGROUND

4.1       Devon County Council is the largest local authority in the South West region with a 
population of over 765,000 based in Exeter. The County has 2 self-governing unitary 
authorities in Plymouth and Torbay plus 8 shire districts administered by Devon
County Council including Exeter, East Devon, Mid Devon, North Devon, West 
Devon, Teignbridge, Torridge and South Hams.

             Devon County Council's responsibilities include schools, social care for the elderly              
and vulnerable, road maintenance, libraries and trading standards and is the largest 
employer in Devon, employing over 20,000 people

4.2        Westminster City Council is the local authority for the City of Westminster in Greater 
London. It is a London borough council and is entitled to be known as a city council, 
which is a rare distinction in the United Kingdom. The city is divided into 20 wards, 
each electing three councillors and is a Conservative led authority.



             The council was created by the London Government Act 1963 and replaced three 
local authorities: Paddington Metropolitan Borough Council, St Marylebone 
Metropolitan Borough Council and Westminster City Council. 

            The borough council provides some shared services with Hammersmith and Fulham, 
and Kensington and Chelsea so could offer some wider collaborative spend
opportunity for YPO based on this arrangement.

5 FINANCIAL IMPLICATIONS

5.1 Additional associate membership may lead to additional dividends being available 
for founder members in the following scenario: -

The distributable fund is £9.230m (as per the 2015 dividend distribution).

The risk proportion of the fund is 30%.

The usage proportion of the fund is 50%.

The Loyalty proportion of the fund is 20%.

The opening position would be as follows, as per the 2015 dividend distribution: -

£ 000’s

Members total 6,855

Associates and 
non-members 2,375

Total 9,230

If the additional income from the new membership was £1,000,000 as mentioned in 
section 3.2, then this might translate into an additional profit of around £50,000,
taking into account the current margins on stock, directs and food, together with the 
expected income from framework contract rebates. The revised distribution would 
therefore be as follows:

New Original Additional

£ 000’s £ 000’s £ 000’s

Members total 6,892 6,855 37

Associates and non-
members.

2,388 2,375 13

Total 9,280 9,230 50

6. LEGAL IMPLICATIONS

6.1 There are no specific legal implications associated with this report.
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SERVICE DIRECTOR: PAUL SMITH, EXECUTIVE DIRECTOR

YPO
41 Industrial Park
Wakefield
WF2 0XE

Telephone Number: 01924 834969
Email Address: paul.smith@ypo.co.uk

CONTACT OFFICER: DAVID BEMROSE, STRATEGIC RELATIONSHIP MANAGER

YPO
41 Industrial Park
Wakefield
WF2 0XE

Telephone Number: 01924 834812
Email Address: david.bemrose@ypo.co.uk

APPENDICES:

Appendix 1 - Letter of Application from Devon County Council
Appendix 2 - Application Form from Devon County Council
Appendix 3 – Letter of Application from LB Westminster
Appendix 4 – Application Form from LB Westminster
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REPORT TO 

EXECUTIVE SUB COMMITTEE

TO BE HELD ON 

10TH MARCH 2017

TITLE: EARMARKED INTERNAL INVESTMENT RESERVES 2016 AND 2017

REPORT OF: FINANCIAL CONTROLLER

1. PURPOSE OF REPORT

1.1 To summarise the closing Internal Investment Reserves balance as at 31st December 
2016 and to outline the additional investment agreed for 2017.

2. BACKGROUND INFORMATION

2.1 Internal investment needs of £2.012m for 2016 were signed off at Management 
Committee in November 2015. This, along with £0.870m carried over from 2015,
created an earmarked reserves position of £2.882m as at 1st January 2016.

2.2 A further £0.505m was agreed at the November 2016 Management Committee for 
2017 investment needs.

3. 2016 RESERVES SUMMARY

3.1 Throughout 2016 £1.112m of revenue expenditure was spent against the reserves 
leaving a closing balance as at 31st December of £1.770m.

3.2 This expenditure spread across a wide range of business activities including Marketing 
growth campaigns, Warehouse Optimisation and the Enterprise Resource Planning 
project.

3.2 Of this £1.770m, £1.720m has been committed in 2017 leaving £0.050m available to 
help fund future investment needs.

3.3 A summary of this expenditure along with opening and closing balances is included as 
appendix A.

4. EARMARKED RESERVES SUMMARY 2017

4.1 As mentioned, £0.505m has been signed off for 2017 investment needs. This related 
to the modernisation of our fleet £0.371m and warehouse improvements £0.134m.

4.2 The £0.505m combined with £1.720m committed from existing funds presents a total 
of £2.225m in the earmarked reserves as at 1st January 2017.
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4.5 A summary of the opening reserves position as at 1st January 2017 is included as 
appendix B to this paper.

5. RECOMMENDATION

5.1 It is recommended that the Executive Sub Committee note the proposed reserves 
position as at 1st January 2017. The business to continue to invest in current projects,
including the implementation of ERP, whilst also ensuring we continue to look at 
developing efficiencies across the organisation’s operations through further 
investment in our warehouse and fleet.

6. FINANCIAL IMPLICATIONS

6.1 As demonstrated in the report.

7. LEGAL IMPLICATIONS

7.1 There are no legal implications arising from this report.

8. EQUALITY IMPLICATIONS / EQUALITY OF OPPORTUNITY IMPLICATIONS

8.1 This proposal will have no effect on equality and diversity.

9. RISK ASSESSMENT

9.1 The risk is that should the business not continue to invest in business cases such as 
ERP and fleet modernisation we will struggle to evolve in line with the market that we 
operate in and be unable to create operating efficiencies in the future.

SERVICE DIRECTOR: 
Paul Smith
Executive Director
YPO, 41 Industrial Park, Wakefield WF2 0XE
Telephone Number: 01924 834969
E-mail address: paul.smith@ypo.co.uk

CONTACT OFFICERS: 
Matthew Hirst
Financial Controller
YPO, 41 Industrial Park, Wakefield WF2 0XE
Telephone No: 01924 834964
E-mail address: matthew.hirst@ypo.co.uk

APPENDIX (CES):
Appendix A – Earmarked Reserves position as at 31st December 2016
Appendix B – Earmarked Reserves position as at 1st January 2017



Appendix A – Earmarked Reserves position as at 31st December 2016

Reserve Fund 

Description

Opening Balance 1st 

January 2016
2016 Expenditure

Balance as at 31st 

December 2016

Committed to 

existing reserve 

in 2017

Available for 2017 

Investment needs

Invest for Growth 278,560 -157,720 120,839 80,000 40,839

Marketing 180,939 -179,939 1,000 1,000 0

Facilities 719,524 -524,664 194,861 185,844 9,017

Business Change & IT 1,703,179 -249,902 1,453,277 1,453,277 0

Total 2,882,203 -1,112,225 1,769,977 1,720,121 49,856

£'s
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Appendix B – Earmarked Reserves position as at 1st January 2017

Reserve Fund 

Description

Balance carried 

forward

Approved 

additional 

investment

Opening Balance 

1st January 2017

Invest for Growth 80,000 0 80,000

Marketing 1,000 0 1,000

Facilities 185,844 505,000 690,844

Business Change & IT 1,453,277 0 1,453,277

Total 1,720,121 505,000 2,225,121

£'s



 

 

 

 

 
REPORT TO 

 

EXECUTIVE SUB COMMITTEE 

 

TO BE HELD ON  

 

10
TH

 MARCH 2017 

 
TITLE: SOCIAL VALUE WORK 

 

REPORT OF: HEAD OF PROCUREMENT SERVICES 
 

 
1. PURPOSE OF REPORT 

 
1.1 To update the Executive Sub Committee on YPO’s progress on Social Value 

development and reporting 
 

2. BACKGROUND INFORMATION 

 
2.1 The Public Services (Social Value) Act came into force on 31st January 2013. It 

requires people who commission public services to think about how they can also 
secure wider social, economic and environmental benefits. 
 
The Modern Slavery Act of 2015 makes provision for “Transparency in Supply Chains” 
which seeks to address the role of businesses in preventing modern slavery from 
occurring in their supply chains and organisations. 

 
In 2015 YPO made a commitment to ensuring that Social Value and Modern Slavery 
were appropriately represented and measured within our own business transactions 
and within our Frameworks.  

 
In financial year ending 2015, YPO published for the first time a social value metric as 
part of Members benefits statement. The Social Value impact reported was: 
 

• 377 - Training courses, work placements & apprenticeships offered 

• 47  - New jobs created 

• 39  - Apprenticeship schemes created 

• 25  - Employment opportunities for the most vulnerable created 
 

We are currently working with Social Value Portal for the full financial year ending 
2016 on reporting our social value impact.  
 
PSBOs (such as YPO) are expected by our customers and stakeholders to be integral 
to facilitating Social Value delivery. 
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3 UPDATE 

 
3.1 We are focussing on two main delivery outputs for Social Value: 
 

� Developing, measuring & reporting the YPO Social Value impact through our 
direct supply agreements 

� Ensuring our frameworks allow our customers to deliver social value through 
their supply requirements 

 
We are working closely with Social Value Portal & Net Positive Futures to extend our 
current reporting capabilities on Social Value. 

 
Following feedback from our customers, YPO will focus both internally & externally on 
four strategic headings under Social Value: 

 
� Employment Opportunities 
� Local Business 
� VCSE Sector & Volunteering 
� The Environment 
 

In doing so, our focus will be on the development, execution & measurement of local 
opportunities for YPO, authorities and suppliers to support communities as well as the 
VCSE Sector. There are two externally facing pilot projects being developed in order 
to create and test the approach and infrastructure as well as Social Value and 
Financial outputs.  

 
YPO is working with Net Positive Futures to create our prioritised action plan for Social 
Value delivery within our direct supply environment.  

 
In January 2017 YPO became the exclusive Knowledge Partner to CIPS (Chartered 
Institute of Procurement & Supply) for Social Value, which ensures we are integral to 
debate and learning around Social Value execution and measurement within the 
Procurement profession.  

 
Following the launch of the partnership with CIPS, we have been invited by four CIPS 
branches around the country and in Europe to lead conferences and workshops 
specifically designed to table discussion on Social Value practices and how to 
optimise Social Value impact and commercial delivery.  

 
The YPO Forward Procurement Plan, which is now published to SOAG, will in future 
also include Social Value as well as financial indicators. We are recommending the 
inclusion of a simply key system to highlight which of the four Social Value strategic 
headings are covered within the Framework, and where possible, the associated 
weightings.  

 

4 FINANCIAL IMPLICATIONS 

 
4.1  The financial implications of delivery will be managed through existing YPO budgets. 

Any additional funding requirements will be taken through YPO’s Business Planning 
process. Major projects will be managed in accordance with YPO’s project 
management approach.  

 
 
 
 



 

5 RISK IMPLICATIONS 

 

5.1 Risk management plans are inherent within both the development and operational 
delivery aspects of our processes around Social Value. However, at a summary level 
the key risks identified are: 

 
� Lack of resource / bandwidth to exploit opportunities  
� Lack of a good quality Social Value programme could inhibit customer attraction 

 

6 RECOMMENDATION 

 

6.1 That the contents of this report are noted. 
 

CONTACT OFFICER: GILLIAN ASKEW, HEAD OF PROCUREMENT SERVICES 

 

YPO 
41 Industrial Park 
Wakefield 
WF2 0XE 
 
Telephone No: 01924 834807 
E-mail address: gillian.askew@ypo.co.uk 
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