
 

How to buy goods or services with a value up to £29,999.99 (INCL. VAT)  

 

please follow 

their existing 

arrangement. 

Procure 

Obtain at least one written 

quote. 

Idea/Requirement 

Evaluate 

All responses need to be evaluated using a fair and 

transparent method. 

Specification 

Using the link on the main page as a guide you need to develop 

a specification to describe the supplies, service or works the 

school require. 

Justify 

Although a formal competitive process 

is not required an advert can be placed 

on the Kent Business Portal to justify 

the spend and seek as many quotes as 

necessary to procure best value. 

 

Contract Award Approved 

The contract award needs to be completed and signed in 

writing in accordance with your school’s financial policy. 

Contract Award 

Whether successful or unsuccessful, notify all suppliers of 

your decision. 

 

Form a Contract 

The contract will need to contain written instructions 

including the specification, price information and Terms & 

Conditions. 

Contract Management 

All contracts will require managing to include payments, 

supplier performance and any changes to requirements. 

Support 

Can one of the support services across KCC 

such as Commercial Services, Property or 

EduKent provide support, The Education 

People<theeducationpeople307@KentCountyCo

uncil.onmicrosoft.com> 

 

Where Schools require 

more detailed information 

on how to purchase goods 

and services, they may wish 

to refer to the available DfE 

guidance, which outlines 

some of the key steps. 

 

 

https://www.kentbusinessportal.org.uk/
https://www.kelsi.org.uk/school-management/maintenance-and-operations/property-and-buildings
https://www.theeducationpeople.org/
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbuyingforschools.blog.gov.uk%2F2022%2F03%2F22%2Fget-help-buying-for-schools-2%2F&data=05%7C02%7CKatie.Smith%40kent.gov.uk%7C8819b81737f94ac7c78b08ddb32db67d%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C638863731111859555%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=9yqcJwfMtFo55unjxzWwRvD4v3sEUkRYKWDGIIY%2F4n8%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbuyingforschools.blog.gov.uk%2F2022%2F03%2F22%2Fget-help-buying-for-schools-2%2F&data=05%7C02%7CKatie.Smith%40kent.gov.uk%7C8819b81737f94ac7c78b08ddb32db67d%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C638863731111859555%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=9yqcJwfMtFo55unjxzWwRvD4v3sEUkRYKWDGIIY%2F4n8%3D&reserved=0

