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THE ISLE OF GIGHA HERITAGE TRUST 

PROCUREMENT POLICY
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GENERAL STATEMENT OF POLICY

The Isle of Gigha Heritage Trust is a registered charity and therefore aims to maximise fulfilling its charitable objects with limited resources available. In buying or commissioning goods and services, the Trust aspires to implement good practice, operate fairly and transparently, obtain best value for money, and procure ethically whilst considering environmental concerns. 

ORGANISATION AND RESPONSIBILITIES
This policy applies to all Trust personnel and extends to all Trust suppliers. Procurement guidance may be offered by funders or other stakeholders however the key principles of the Trust’s policy should remain as follows:
1. Value for Money – to achieve best Value for Money through open procurement of goods and services.
2. Competition – to create an open procurement process that encourages competition.
3. Payment – to ensure all suppliers are paid on time, no less than the Real Living Wage, and in accordance with contractual arrangements. 
4. Ethical standards – ensuring fairness to all suppliers and no prejudice. 

5. Lawful – contracts must be in writing and be fair and non-discriminatory. 

6. Environmental – suppliers must consider environmental impacts and aim to minimise any adverse effects where possible.
7. Sustainable - we procure fairtrade or sustainably source products where possible but without compromising competition and budget constraints. 
8. Local – we procure goods and services from local sources where possible, but without compromising competition.

GENERAL ARRANGEMENTS
The Trust’s Purchasing Policy should be referred to when deciding which process to follow.

QUOTATIONS – £10,000-£50,000

The following procurement process should be followed when obtaining quotes for works under the value of £50,000:
1. Specify the product or service required through research and professional advice.

2. Identify potential suppliers through research, previous suppliers, and local knowledge and recommendations.

3. Request quotations from a shortlist of potential suppliers. Where advised, Public Contract Scotland quick quotes platform may be utilised. 
4. Aim to achieve 3 written quotes. Where 3 written quotes are not achievable, a clear explanation and justification must be presented.

5. Evaluate quotes on the basis of the specification of works required.

6. Select supplier based on cost and quality issues. A scoring matrix and weighting should be agreed in advance e.g. 60% quality 40% price. 

TENDER PROCESS - £50,000+

The following procurement process should be followed when obtaining tenders for works over the value of £50,000:

1. Agree the specification for the product or services and requirements of the supplier including quality issues.
2. Advertise as widely as possible through the Trust’s Membership, local networks and contacts, and online platforms including the Trust’s website and social media. Where advised, Public Contracts Scotland may be used to advertise an open tender process.

3. Adverts should be made public for a minimum of 2 weeks.

4. Adverts should include clear instructions on how to apply.

5. The same specification should be issued to all interested parties.

6. Aim to achieve 3 tenders. Where 3 tenders are not achievable, a clear explanation and justification must be presented.

7. All tenders should be opened at the same time and not in advance of the agreed date for opening.

8. Responses should be evaluated based on the specification by a panel of at least 2.

9. A shortlist and interview process may be necessary as part of the selection process.

10. Supplier references should be checked as should any relevant disclosures, policies, and insurance. 

11. The supplier with the highest overall score should be awarded the contract.
12. Feedback may be provided to all applicants if requested.
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