Appendix 10: Pre Purchase Check List 
Appraisal:

· For contracts valued at greater than £50,000 all steps below should be completed.

· For contracts less than £50,000, the Purchaser is advised to complete these steps with appropriate effort proportionate to the total contract value and complexity: 
	Tick each box as the task is completed

	1
	Have Identified and listed the shortfall in the existing outcomes. Have placed list on file.



	2
	Have carried out a needs analysis, including the consideration of alternative solutions.



	3
	Have mapped existing relevant resources in the school / consortium / local community, including:

· Skills and knowledge      

· Materials

· Products and/or services

· Related staffing

· Finance


	4
	Have produced a written specification, copy of file.

(a must if the contract value is more than £50,000: strongly advisable if between £5,000 - £50,000)



	5
	Have estimated contract cost and identified the budget.


	6
	Challenge whether the purchase is both proper and necessary for the purposes of the school / consortium and consider how the purchase meets the principles of Best Value. Have considered alternative solution.


	7
	Have consulted with potential service users. Recorded findings on file.


	8
	Have consulted with potential stakeholders. Recorded findings on file.


	9
	Have considered revisions of specification following consultations etc.


	10
	Have confirmed the purchase is in line with school’s / consortium’s polices and priorities



	11
	Have carried out a market analysis.


	12
	Have produced a “Risks Register” and assessed and identified ways in which the risk associated with the purchased can be managed.


	13
	Have identified the procurement process required. This will be dependant on the estimated Contract Value



