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	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	1. Be able to identify procurement requirements
	1.1 Explain current and likely future procurement requirements 




	The importance of identifying what products and/or services need to be procured and under what conditions in order for the organisation to continue to operate efficiently 



	
	
	In this criterion the learner is required to provide an explanation of both current and likely future procurement requirements 

	
	1.2 Decide whether the purchase of products and/or services offers the organisation best value 
	The importance of establishing clear criteria to enable an effective and fair evaluation of the products or services being considered to determine if they offer the best value option for the organisation. Criteria that could be used to evaluate the purchases could include:
· Quality
· Risk
· Costs
· Timeliness
· Reliability
· Sustainability
· Value for money



	
	
	In this criterion the learner is required to provide evidence that he or she has undertaken an evaluation of the products and services to be purchased to determine if they offer the best value for the organisation

	
















	1.3 Evaluate ethical and sustainability considerations relating to procurement 
	Ethical and sustainability considerations in procurement can include:
· Procurement of fair trade products
· Use of ethical sourcing practices
· Use of suppliers who promote fair employment practices
· Use of less environmentally damaging products



	
	
	In this criterion the learner is required to provide evidence that they have evaluated both the ethical and sustainability considerations when procuring products or services

	
	1.4 Justify the decision to buy products and/or services with evidence of an analysis of risk, costs and benefits 

	There should be a clear rationale to support any decision to buy products and services and a number of factors should be considered, these include:
· The range of possible options considered
· The value of the costs, benefits and risks of each of the options
· Assessment of the merits of each option


	
	
	In this criterion the learner is required to provide evidence that shows that an analysis of the options considered has been undertaken in order to justify and arrive at the best solution with facts fully supporting the final decision

	2. Be able to select suppliers 
	2.1 Explain the factors to be taken into account in selecting suppliers 
	Examples of the factors to be taken into account when selecting suppliers include:
· Ethical and sustainable procurement
· Availability
· Competitive and fixed price tendering
· Pre-qualification questionnaires for suppliers
· Use of already approved suppliers


	
	
	In this criterion the learner is required to explain two or more factors that are taken into account in the selection of suppliers

	
	2.2 Explain organisational procurement policies, procedures and standards 
	Organisational policies, procedures and standards relating to procurement will vary depending on the type and nature of the organisation.
Examples include:
· Organisation’s procurement policy
· Budgetary controls and financial instructions
· Requisitioning and order placing procedures
· Payment terms for suppliers
· Management of contracts
· Levels of authority to agree contracts
· Tendering processes


	
	
	In this criterion the learner is required to provide evidence that they have explained organisational procurement policies and procedures and standards in relation to procurement

	
	2.3 Explain the effect of supplier choice on the supply chain

	The supply chain can be affected by the decision of whether to opt for a single supplier or to have a number of suppliers that can be used to provide the products and/or services required. For example if you have a single source supplier you may receive higher quality, reduced administrative costs, and may benefit from economies of scale, however, goods might be more expensive as no competition and there may be risk of potential shortage of products.
 

	
	
	In this criterion the learner is required to explain the effects of supplier choice on their supply chain

	
	2.4 Use appropriate media to publicise procurement requirements


	Depending on the value and type of the procurement there are a large number of different media available to publicise procurement requirements. These can include:
· Advertising in newspapers or trade journals
· Briefing meetings
· Invitations to tender



	
	
	In this criterion the learner needs to demonstrate that they have used the most appropriate media to publicise their particular procurement requirements

	
	2.5 Confirm the capability and track record of suppliers and their products and/or services

	When procuring products and/or services it is important to have confirmation that the preferred supplier will be able to meet the procurement requirements. Ways of checking that they can comply include:
· Gaining references
· Requesting quotations, proposals or information
· Visits to supplier
· Visits to other organisations using the supplier



	
	
	In this criterion the learner needs to demonstrate that they have confirmed the capability and track record of suppliers and their products and/or services

	
	2.6 Select suppliers that meet the procurement specification 


	The procurement specification provides a clear description of what products and/or services are to be purchased.
If there is a clear specification available then suppliers can be evaluated against these requirements in order to select the most appropriate to meet the procurement need.



	
	
	In this criterion the learner needs to demonstrate that they have selected the most appropriate supplier(s) for the procurement requirement by using a detailed specification of the product and/or service required.

	3. Be able to buy products and/or services 
	3.1 Explain the action to be taken in the event of problems arising 
	The action taken when problems arrive with the purchase of products or services will be dependent on the nature of the problem and the terms and conditions of the contract.
Examples of actions taken include:
· Investigation into issue
· Formal complaint
· Giving notice on the contract
· Invoking contract penalties


	
	
	In this criterion the learner is required to provide an explanation of the actions they have taken, or would take, when dealing with problems in the procurement of products or services

	
	3.2 Agree contract terms that are mutually acceptable within their own scope of authority 
	Contract terms are the obligations and details of the agreement made between both parties in order for the products and/or services to be purchased.   

Scope of authority is the responsibility given to an individual in order to take decisions and exercise control in their own areas. 

The contract terms will differ depending on the nature of the product and/or service being purchased, but examples include:
· Parties involved in the contract
· Quality and quantity of products/services
· Timescales, costs and price reviews
· Key performance indicators
· Variations to the terms and conditions of the contract
· Consequences if either party fails to comply with the contract


	
	
	In this criterion the learner is required to provide evidence of an agreement of contract terms for the purchase of products and/or services within their scope of authority

	
	3.3 Record agreements made, stating the specification, contract terms and any post-contract requirements 
	The importance of keeping full records of any procurement agreements made.
Examples of records of agreements may include:
· Detailed specification of the product and/or services to be delivered
· Key performance indicators
· Communication channels
· Terms and conditions of the contract
· Contract review dates
· Internal audits or quality assurance reviews
· Exit arrangements


	
	
	In this criterion the learner is required to provide evidence of two or more agreements made of the procurement of products and/or services including the specification and contract terms and post contract requirements

	
	3.4 Adhere to organisational policies and procedures, legal and ethical requirements 
	Organisational policies and procedures will vary depending on the type and nature of the organisation, however, it is important and necessary to comply with all relevant organisational procedures and legal and ethical requirements when procuring products or services.
Examples include:
· Procurement policy
· Budgetary controls
· Contracted out provision
· Requisitioning and order placing procedures
· Payment terms
· Management of contracts
· Levels of authority
· Bribery act
· Public contracts regulations


	
	
	In this criterion the learner is required to provide evidence of compliance with relevant organisational and legal and ethical requirements during the procurement of products and/or services
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