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Section 1 - Executive summary

1.1 | ntroduction

This internal audit of Procurement and Tendering i$ plour programme of core financial areas and rsistent with the audit plan approved by the Audit
Committee. The scope of this report was agreedthétiHead of Corporate Services and Finance Managertpithe commencement of fieldwork.

12 Background

Effective procurement procedures are essential in ewstivat Cairngorms National Park Authority (CNPAhiages value for money on goods and services
purchased, remains within budget and ensures that aitl sjedates to their operational plan. In 2008/09, CNPA sppptoximately £2.8m, of which
approximately £0.04m related to capital expenditure.

CNPA has formal financial regulations and procedungsiace. Procurement and tendering procedures acsl@tivithin this documentation, alongside set
approval and authorisation levels. However, CNPA datshave a centralised procurement function due tgieeof the organisation and level of spend.
Whilst the Finance and Business Service Managersapkay role in assisting CNPA achieve value for mpoéimate responsibility for budgetary control is

vested in the seven Programme Managers responsilileeften areas of the Operational Plan. This stracillows each programme the required flexibility
to ensure that the procurement function is tailoreétiém requirements.

The McClelland Report (published in 2006) included a numbeeadmmendations including the need for public seaigargsations to have a ‘Procurement
Officer’. At present, these responsibilities lie witie Finance Manager who should be consulted onraléts. It is the Procurement Officer’s responsibility
to sign all tenders and subsequent contract, witlexbeption of generic items such as stationery, clggmiaducts and IT equipment, which are controlled
centrally by the Business Services Manager.

All expenditure over £25,000 is reviewed and ratified byRinance Committee, with all expenditure over £50,000 gairige Board for approval. Scottish
Government (SGRD) approval is required for all expeneliawer £50,000 with approval also required for all singldees over £10,000. All orders require a
requisition form which must be completed and authorigedr to expenditure occurring. In addition, for ordensders over £5,000 a more detailed
Expenditure Justification Form is required, which musadmorised prior to ordering. A minimum of three &nsdshould be received in the tender process.

In order to improve value for money in procurement, @Ni#elvertises tenders in a variety of locationsluiding the Scottish Environment Protection Agency
website (SEPA), the Public Contracts website and twir website. Prospective contractors are located) wsinumber of resources, including individual
knowledge of the marketplace and qualified suppliersta@dConsultants Database found on the CNPA websiéRACalso uses SEPA’s procurement team
to manage the procurement of goods and serviceswrbdhalf.
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Section 1 - Executive summary

12 Background (continued)

The majority of CNPA expenditure is administered thiooge of two bank accounts; Core and Project. The Bank account is used to review grant-aid
funding and any other income, for example, planning.fe&xpenditure met from this account includes salari@sning costs and Operational Plan
Expenditure. The Project bank account is used to recegme from funding partners and is used to pay oupanjgct related expenditure.

CNPA also uses Government Procurement Cards (Baacth}dSA). These are held by the Chief ExecutiveHbad of Corporate Services and the Head of
Business Services. The organisation has a Credit Racedure in place and all credit card and barikratmts are received at the month end. The overall
statement is authorised by the Head of Corporate ce@sriaefore being processed through SAGE by the Finsssistént and payment is made via BACS on

behalf of the individual.

13 Approach

Our approach initially involved discussions with rel@vpersonnel in order to affirm our understandingheffirocesses, policies and procedures in place with
respect to the operation of the procurement functiore then assessed the process risks, controls and feala@ney arrangements through review of
supporting documentation and further discussions wittopees. This was followed-up by testing of key contnatas.
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Section 1 - Executive summary (continued)

14 Conclusion

The overall scope of this review was to give anaeer of the current position within CNPA with resp&ztprocurement and to assess the appropriateness of
the current arrangements to ensure they are “fipdiopose”. Our overall assessment of the key audit & dreow:

. Overall
Audit areas Report Ref.
Assessment P
There are clear procurement procedures in place whightieen followed where appropriate; *x 2.4; 2.7
All areas of procurement can demonstrate value foregon *x 22,24
There is an appropriate process in place for tendering; *x 21;2.2; 23
All tendering procedures have been followed where apiattepr *x 21;22; 23
There is clear justification and authorisation witereler procedures have not been adopted,; *x 21
Programme managers can demonstrate an understanhgirecurement and tendering practices; ** 22,25
There is clear segregation of duties in procuremeahtemdering practices; and *kk 22
All orders placed have been subject to appropriate audionsas per the delegated levels of authority. *Ex 2.6
Key: ok Arrangements accord with good practice and aperating satisfactorily (recommendations aregpect of minor matters.

i Adequate arrangements are in place, but cemadtters noted as requiring improvement.

** Arrangements in place offer scope for improvemen

* Inadequate level of control and unacceptable lefresk.
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Section 1 - Executive summary (continued)

14 Conclusion (continued)

We can conclude that there are some audit areasfteascope for improvement particularly in the arelaeoording of procurement and tendering guidance
and centralised recording and retention of tenadeuchentation. We do acknowledge that in generalgupement processes are followed, however the
administration of the process has a number of cogaps. We have summarised the weaknesses and issowsabdl further details of our findings and
recommendations can be found witlection 2 of this report. An overview of procurement and teimdeBest Practice is included Appendix B to provide
CNPA with a guide to procurement policies in similagamisations.

Our key findings are as follows:

There is a lack of consistency in the number of @tiohs to tender as well as the number of tendesveet Three cases were identified where a
single tender was awarded but the justification far not clear. Recommendation 2;1

There is currently no consistent method for theredised storage of tender documentatigikecommendation 2,2

Tender scoring is inconsistent and the standarg@légendocumentation was not used in the financial 2888/09. There is no guidance in place to
support staff in the use of tender intervieviRe¢ommendation 2;3

Tenders are not advertised consistenBRedommendation 2;4

There is a lack of dedicated procurement staff avigilevithin the organisation. Staff with procuremezgponsibilities have not been trained but are
offered procurement support from finandRe¢ommendation 2,5

From a review of transaction logs between December 2008\ pril 2009, a number of exceptions were noted in terns$oohge of PIN numbers,
logging of users and multiple use of single user cgRiEscommendation 2,6

CNPA does not have a complete list of all contracflace. Recommendation 2.7
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Section 1 - Executive summary (continued)

14 Conclusion (continued)

Our detailed findings and recommendations are wikation 2 of this report. In total, we identifiesven recommendations as follows:

Description Priority Number
Major issues that we consider need to be brought tattbetion of Management and the Audit Committee 1 0
Important issues which should be addressed by managenteeir areas of responsibility 2 6
Minor issues where management may wish to consigterecommendations 3 1
Total 7

15 Acknowledgements
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Section 2 - Detailed findings and recommendations

21 Compliance with tendering regulations

Finding

Recommendation

Rationale

The financial regulations state that all items teadeshould receive a minimu
of three quotations prior to the contract being awardehis requirement can
waived with Chief Executive approval for expenditure befd®,000, or with
Chief Executive and SEERAD approval for items over £10,000.

However although the requirement can be waived, theegls to be a cles
justification for this route being taken and continagednonstration of value fg
money being achieved.

A sample of 10 tenders completed during the past finepear was tested fg
compliance with tendering procedures. It is noted theee were below £10}
The following exceptions were noted:

Three of the tenders over £1B&d gone through a single tender proc
All had been appropriately approved, however the justificafor this
was due to the requirement to appoint a supplier quickly.

Only two of the 10 items showed clear evidence déadt three tender
being received (although it is acknowledged more thavitations werg
issued)

The number of invitations to tender sent out was isisbent and the
level of documentation available was limited. As sutctvas difficult to
assess how the prospective contractors and supplieesidestified and
selected.

It was also noted that there is no tender waiveister in place within the
organisation.

MNVhere possible, all projects over £1

|

eshould have a minimum of three tenders
place before a decision is taken. This n
require widening advertising in the case
rhigher value projects.

rif a single tender is to be approved, t
should be recorded in a tender wai
register and approved by the Ch
Executive with a clear justification for th
‘process. The tender waiver register shq
be presented to the Audit Committee on|
annual basis.

=

Staff should also be reminded of the ten
process (including documentation collati
sand retention) in order to allow sufficie
time for the tender documentation to p
through the Finance Committee and Bo
| where necessary.

A%

OWithout a competitive tender proces
s there is a risk that CNPA does T
naptain value for money and mg
oksult in paying above the mark
price for goods and services.

hiBhere is also the risk of unsuccess
var potential contractors taking acti
iedgainst the authority if they do n
sfeel the tender process is fair.

uld

an

der
on
nt
1SS
ard

5S,
ot
y
et

ful
DN

Management Response Responsibility/ | Priority
Deadline
Agree creation and management of a tender waiggstee. Staff also being reminded / updated on procemeand tender Finance Two
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regulations. Clear within financial regulations tsgeed of appointment of contractor is typically nofisient justification
for a single tender process — this will also be regdd through refresher training.

There is no need for tender documentation to passdghrBoard or Finance Committee — these processesgpsahval in to
budget allocations and potential expenditure prior to pemeent. Budget approval by Board or Committee is redjtirde in
place prior to tender in order to ensure members asenerl with real delivery options prior to developnuéra procuremen
specification.

Financial Regulations require the invitation of aiske3 tenders. It is not within the Authority’s aahtas to whether all thos
invited to tender will actually do so and an assessrmust be made as to whether to proceed based ensterndeived or t

seek further tenders. Clearly the latter coursectba will result in delay to the project deliverynietable. The Authority’s

officers are therefore required to balance the reaueiné to ensure best value while also maintaining thensation’s delivery

objectives.

Manager /

end March 2010
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Section 2 - Detailed findings and recommendations (continued)

22 Documentation Storage for Tenders

Finding

Recommendation

Rationale

There is currently no consistent method of docun
retention for tenders with documents stored both rijn
and electronically across multiple locations. In 2008
tender files were not compiled which resulted in
significant time requirement to pull together documeoia]
for year-end.

Not all tenders received are kept on file, with tam
information being held by various individuals includihg
Finance Assistants, the Finance Manager and Proges
Managers.

In addition, the 10 tenders and related documentation

demonstrated no evidence of tendering control shesnhg
completed. The Finance Manager confirmed that te
control sheets have not been used in 2008/09 as
existing template was felt to be very time consum
overcomplicated and not helpful given the sheer volai
tenders received for some projects.

hétesponsibility should be assigned to the relevant

handividuals to manage a file (either electronic or

09anual) of all documentation relevant to each tende
moposal. This should include:

A tender control sheet;
The tender brief;
Details of how the tender was advertised;

Contact details for the contractors the brief v
sent out to;

hde All tenders received,

5 the

ng,
e

Scoring matrices (and decision process);
Contract award letter;
Authorised Expenditure Justification Form;

Government/Finance committee/Board
approval as required.

See the best practice guidance Appendix B for
further detail.

Without a consistent approach to docum
storage there is a risk that CNPA cannot jus
I contract awards and that there is no clear a
trail of tender processes for the year-end.

vas

ent
tify
udit

Management Response

Responsibility/ Deadline | Priority
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Agreed that responsibility should be assigned to retawndividuals to manage a file of all tender docutagan. In
order to ensure that a central control record okeyl documentation exists, the Head of Corporate Genand
Finance Manager propose that this responsibility isrtddy the Finance Technician. Project Managersrentiain

responsible for holding appropriate files of project dogotation, while the central finance records wik@re that
key procurement information is readily available.

Finance Manager / er
March 2010.

Two
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Section 2 - Detailed findings and recommendations (continued)

2.3 Tender Scoring and I nterviews

Finding

Recommendation

Rationale

Where more than one tender is received, scoringiceatrequire td
be completed. Tender scoring should be undertaken by pleaple,
one of whom is usually the Finance Manager. In practi is often
only undertaken by two people.

There is a scoring matrix pro-forma on the intrandtthis is not
used consistently. 10 tenders were reviewed, fivevloEh were
single tenders and two had no scoring matrix on filehree hag
tender scoring matrices on file. In one of thedhratrices reviewed
a different template had been used. Discussion wétlPtbhgramme
Managers highlighted that they drew up a unique madtrxefch
tendering brief. The matrix is based on a 1-5 scorysem but
there is no indication as to the criteria requiriagoe met to reac
each score.

There is no process in place to guide staff (for examefer to the
Finance Manager) where interviews are required, iesgally on a
tied score.

The Tender Scoring Matrix should be
issued with guidelines for assigning eaé
score from 1-5. Tender scoring should ide
be carried out by three people and this sh

Managers should follow the same process.
Whilst it is acknowledged that interviews f

,tenders are rare, this should be referreq
» within the overall procurement policy.

=

be written into the guidelines. All Programme

€A set tender scoring procedure will ens
1dhairness and transparency when assessing
aliyerits of tenders and allow importance to
piadsigned to the key areas of the tender.

A

Whilst it is acknowledged that interviews 3
irregular, guidance will ensure fairness to
pcandidates and that all relevant criteria
| dovered in sufficient depth to come to

decision.

Management Response

Responsibility/ Deadline | Priority

Agreed that tender scoring matrix should be reissumdyalith guidelines for use of the matrix and intenge

Finance Manager / er Two

March 2010
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Section 2 - Detailed findings and recommendations (continued)

24 Advertising of Tenders

Finding

Recommendation

Rationale

There is a lack of consistency in the methods oidde
advertising used by CNPA. The majority of tendersfalb
below the EU de minimus advertising figure, howeverisi
recognised that advertising tenders is good praaticeshould
lead to increased value for money.

Direct contact with suppliers through industry knowledie
Public Contracts website, SEPA and CGCope have all
used by CNPA to advertise, but this approach is not stemsi

The basic tender guidance document states that alersg
should be advertised on the public contracts websites i}
consistent with the advice given by Scottish Govemtm In
practice, this does not occur and has been found tamee
consuming and not cost effective due to the volumermders
received.

The procedure for advertising contracts should
revised and updated to reflect the most time and
effective process.

All sections of the Expenditure Justification Form 4

BHaving a clear procedure in place for the
cagvertising of contracts will ensure that
opportunities are taken to attract gall
potential candidates for tenders and that
in¢hlue for Money can be demonstrated.

requisition forms should be completed to demons

should be documented.

procurement staff. A decision should be formally t
as to whether to continue with this process.

that value for money has been considered prior fo a
beger being accepted. The method of advertising

NCNPA have considered using SEPA to filter tender
nopportunities. Although this does take a considerpble
amount of time, it does allow CNPA to meet the
tadvertising requirement without having to empjoy

rate

en

Management Response

Responsibility/ Priority
Deadline

The tender guidance has been revised to indicatrididfand

depending on anticipated value. All contracts in exoé£50,000 must be advertised on the public contracts websit

The Authority is currently working with Loch Lomondhé the
The combined scale of both NPAs makes a procuremerd

individually. We will continue to review the poteritia collaborate with other partners such as SEPAevappropriate
We will also seek to implement common advertisingicied and thresholds, in order to facilitate thecpes of
procurement guidance and support between two organisations

increasing levels of advertising requirgnfier contracts

Trossachs NPA to establish a joint procuremeamager
geamore financially feasible than for either orgation

Finance Manager Two
E(CNPA) with Finance
and Procurement
Manager (LLTNPA)
/ end July 2010.
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Section 2 - Detailed findings and recommendations (continued)

25 Procurement Training

Finding

Recommendation

Rationale

All procurement documentation is stored on the CNP#anet,
accessible by all staff. The McClelland report (200§)utdtes
that all personnel performing the role of a ‘procurdmefficer’
should be suitably trained in procurement.

From discussions with staff, it is apparent that thera lack of
dedicated staff to procurement on a full time bastoaljh suppor
is offered by finance where necessary. Review dérmmal
correspondence highlighted a number of occasions vdtafiewere
unaware of the correct tendering procedure.

All nominated ‘procurement officers’ ar
other relevant personnel should be identi
and provided with appropriate training. Ag
minimum staff should be reminded of t
support available through the finance team

[ This could be combined with the re-issue
tender documentation and guidance, wi
should be made available to all staff on
CNPA intranet.

dA lack of training will lead to an uncoordinatg
i@pproach to tendering and procurement. It
also potentially lead to time being wasted
hennecessary queries and that CNPA may fa
identify the suppliers offering the best value

money.
of

ich
the

ad
will
on
il to
for

Management Response Responsibility/ Deadline | Priority

As noted under 2.4, the Authority is currently workingm.och Lomond and the Trossachs NPA to establiging | Head of Corporate

procurement manager. The combined scale of both NR¥kssra procurement manager more financially feasiBlervices with  Financge

than for either organisation individually. This waltablish a single nominated procurement officect@a behalf off Manager (CNPA) and

both NPAs. We will also seek to implement commonesatising policies and thresholds, in order to featié the| Finance and Procurement

process of procurement guidance and support between tenisatjons. Manager (LLTNPA) / Two
September 2010

This joint corporate services development will proviledicated procurement staff support. We will seek to

implement appropriate training programmes for the proocemermfficer, finance staff, and programme and praject

managers in a complementary manner to this sereisgapment.
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Section 2 - Detailed findings and recommendations (continued)

2.6 Government Procurement Cards

Finding

Recommendation

Rationale

CNPA have three Government Procurement Cards (Ba€dad VISA). These are he
by the Chief Executive, the Head of Corporate Serviees|l the Head of Busine
Services. The Chief Executive and Head of Businessic®s hold the card on the

person; the other card is kept in the safe withirfitt@nce office, and authority for use hagsed by staff.

been delegated as per the credit card procedures. velgwthere is no formg

documentation to state that this authorisation has gyeen.

Card transaction logs from December 2008 to April 2009 wewewed to ensur
compliance with the credit card procedures documerttal Bpend for this period on &
cards was approximately £3,150. The following exceptions neted:

= One item of the transaction log did not specifydhed user on the transaction lo

= Each card has had at least five users in 2008/09. Thkiexysected for the Hes

sslocumented for the Head
irCorporate Services’ card to beesponsible should any payment err
arise. There is also an increased ris
I inappropriate transactions.

PIN  numbers should be
destroyed or retained in th
psafe if necessary.

|
The Credit Card Procedure

document should be reviewed

gand updated for current
practice and all transactign
dogs and corresponding

esStoring  PIN
associated card
security risk.

dFormal authorisation should paNith multiple staff using each card, |i
bimay be difficult to identify who is
prs
K Of

numbers  with

of Corporate Services’ card but not for the Chief Exeetand Head of Businessdocumentation should be fully
Services who retain their own cards. completed.
= PIN numbers for all three cards are held on file \&itlother card correspondence.
= From a sample of 5 months, one occasion was noteck e statement had not
been signed off by the Head of Corporate Servicesaaraminal activity print-ouf
was not on file for any of the items as is requivggrocedures.
Management Response Responsibility/ Priority
Deadline
Finance Manageyr Two

Recommendation agreed.

/ end March 2010

the
represents a hi

—
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Section 2 - Detailed findings and recommendations (continued)

2.7 ContractsListing

Finding

Recommendation

Rationale

There is currently no complete contract listing Heldall contracted
suppliers and no regular review of contracts held.

Contracts are reviewed either when the governmbahge their
preferred supplier or when CNPA contracts are neaxpgye

All contracts relating to internal office expendittaed supporting
documentation are filed in the finance officEontracts relating t
operational plan expenditure tend to be one-offs dueet@lcific
nature of the projects. These are stored separatellyei filing
room.

D

A complete contracts listing should be crea
detailing all contracts CNPA have in plag
This should be split by type of contract. T|
contract listing should be centrally filed
order for all staff to view. Access should
restricted to individuals maintaining the |
and should be subject to regular review.

Contracts should be reviewed on a regt
basis and at a minimum interval of 3
months.

téd contract listing forms part of a clear au
trail, allowing reconciliation between payme
heequests and current contracts. It also serve

band highlighting contracts no longer offeri
sthe best value for money.

ular
6_

d

ira tool for identifying soon to expire contrag
g

it

nt

S as

ts

Management Response Responsibility/ Deadline | Priority

Recommendation agreed. Finance Manager / end Three
November 2010
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Section 3 - Statement of responsibility

Statement of Responsibility

We take responsibility for this report which is prepamadhe basis of the limitations set out below.

The matters raised in this report are only those lwhame to our attention during the course of our inteandlt work and are not necessarily a comprehensivenstat of all
the weaknesses that exist or all improvements that tnbghmade. Recommendations for improvements shouldsdessed by you for their full impact before they are
implemented. The performance of internal audit workasand should not be taken as a substitute for managemenponsibilities for the application of sound managémen
practices. We emphasise that the responsibility feoumd system of internal controls and the preventimhdetection of fraud and other irregularities rests witnagement
and work performed by internal audit should not be relied upadentify all strengths and weaknesses in interaatrols, nor relied upon to identify all circumstancéfaud

or irregularity. Auditors, in conducting their work, arxuired to have regards to the possibility of fraud omgiri@ities. Even sound systems of internal control @aly
provide reasonable and not absolute assurance and mhg patof against collusive fraud. Internal audit procedaresiesigned to focus on areas as identified by managemen
as being of greatest risk and significance and as suaklywen management to provide us full access to thewwating records and transactions for the purposes ofulitr a
work and to ensure the authenticity of these documeBfttective and timely implementation of our recommenatadi by management is important for the maintenanee of
reliable internal control system.

Deloitte LLP
I nverness
November 2009

In this document references to Deloitte are referetm®eloitte LLP.

Deloitte LLP is a limited liability partnership registel in England and Wales with registered number OC303675 aredjistered office at 2 New Street Square, London EC4A
3BZ, United Kingdom.

Deloitte LLP is the United Kingdom member firm of Di#le Touche Tohmatsu (‘DTT’), a Swiss Verein whosenher firms are separate and independent legal entNiegher
DTT nor any of its member firms has any liability fach other’s acts or omissions. Services anadad by member firms or their subsidiaries and not By D

©2009 Deloitte LLP. All rights reserved.
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Appendix A - Scope & objectives

Objectives
The overall scope of this review is to give an owwof the current position within CNPA with respectgrocurement and to assess the appropriateness of the
current arrangements to ensure they are “fit for pufpos§air objectives will be to ensure that for goods amdvices there are adequate arrangements to ensure
compliance with purchasing regulations, internal procesland delegated levels of authority.
The specific objectives of our review are to focushankey areas which underpin the areas under reviéo@ss:

e There are clear procurement procedures in place whiehldeen followed where appropriate;

e Areas of procurement can demonstrate value for money;

e There is an appropriate process in place for tendering;

e Tendering procedures have been followed where apprapriate

e There is clear justification and authorisation whergler procedures have not been adopted;

e Programme managers can demonstrate an understahgiracurement and tendering practices;

e There is clear segregation of duties in procuremeashtendering practices;

e Orders placed have been subject to appropriate authanisatioer the delegated levels of authority;

e EU regulations have been followed where appropriate;

Cairngorms National Park Authority — Internal Audit 2008/09 16
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Appendix B - Best Practice Guidance

Background

We undertook a review of the Tendering and Procureprecedures and documentation used by another NDPB folltwing areas are highlighted as best practice,
and are detailed within this Appendix either for possioiclusion within the Authority’s own documentatiaor, to provide a discussion point when existing

documentation is reviewed. Authority limits and apptawutes at the comparison organisation were four teery similar to those operating at CNPA. Elesent

of the guidance are documented below although aresisitdrity between procedures have not been highlighted

Recor ding pur chasing decisions

Ensure that adequate documentation is kept to alldiestd auditors to follow how a contract has beenrde from start to finish. Records should be kept thei
contract is complete and the audit for that finanggar is complete.

Contracts

When deciding on the value of a contract, considgrralated or similar purchases to be made duringaae yFor example, several print jobs could be done by one
supplier as part of one contract at a lower overalepritn addition, the cost of a full year's wortheo§mall service, for example, photocopying, should be
aggregated to provide the full value of an annual eshtr Ongoing contracts should be reviewed reguéartyre-tendered at no more than 5-year intervalss T
should comprise a maximum of 36-month contracts witbpion to extend by 2 x 12 month periods. Board approvaildte required for all contract extensions
over 36 months.

Tendering

If a contract for greater than 36 months is proposesh tegardless of value, a full and comprehensivdigadion should be submitted to the Board prior to apgdrova
for tender activity.

Value for money

Ensure that contracts are awarded on the basis fgeadity and delivery of goods and services,drethe basis of the Most Economically Advantageouxiéie
(MEAT). When preparing tenders, consider an appropskttef award criteria, which should be declareth@ipbint of issue of invitations to tender and heldile.

Cairngorms National Park Authority — Internal Audit 2008/09 17
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Appendix B - Best Practice Guidance (continued)

I nappropriate use of suppliers

Staff should not take advantage of their employme@NPA to gain reduced or concessionary prices frgopkers for personal non-business use.

Where a family member in a legitimate business offesipply to CNPA, the staff member in question shouldagersonally involved in the purchasing decision,
and extra care taken to ensure that decisions are omea competitive basis. The use of staff as suppgliensld be generally prohibited, even if they are reggst as
self-employed. Seek clarification from senior stalfien considering using former employees as suppliers.

Environmental policy

To support the Authority’s commitment to sustainable ldgveent, staff involved in procurement should consafetironmental and sustainable development
considerations — this could be included as part of #pelditure Justification Form. When seeking proposalssappliers to:

= Describe their organisation’s approach to the enviempincluding details of current environmental policy
= Provide a statement as to how their environmentadypwill contribute to CNPA's organisational goals sustainable development.

= Confirm whether their organisation is accreditedaurahy recognised environmental accreditation selfeem 1SO 14001, and if not, to provide details of
any future plans in this area.

Competitive quotations

For items over £10,000, a minimum of three invitationsetmler should be sent out, with a minimum of two obthin&'here this is unachievable, written justification
should be submitted to the procurement lead. Each suppberdd be made aware of a named contact at CNPAnfogaeries. For items up to £10k, written
quotations should also be obtained.

Tender invitations should include

= The method of acceptance by CNPA — whether by PO or speeial conditions of contract.

= The supplier should be made aware of the programme & reguired for the work or supply and be asked to stayeexceptions as part of their
proposal documentation.
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= Each supplier must be given the same period to submippl&ation, and be advised that the offer can onlydeegted if received in the required form
by the stated date at the correct address.

= The supplier should advise of the period for which histgtion is open for acceptance.

Non-Competitive Tenders

These can be accepted for items between £10,000 and £50,00¢herfdéowing conditions:

= The supply of goods is of a special nature, such thapetiion is impractical
= The supply of goods is required urgently, and not obiéenander existing contracts.

= |n these circumstances, written confirmation from aipplicable individual under the financial regulatidmsutd be kept on file and available for
audit.

Acceptance of Quotations

Care must be taken to ensure that non-competitiverteiade assessed to ensure that they cover fully esmgct of the required project, will produce work @f th
required standard, and have a fair and reasonahle.v&are should also be taken to ensure that anhedt@onditions do not contravene CNPA'’s standardge
and conditions.Where the lowest offer is not accepted, written figstiion must be set out and held on file. It is pradiée for unsuccessful suppliers to be informed.
This should be in the form of a standard Letter tsudeessful Tenderers.

Opening Tenders

Each tender opened should be initialled and date binibhng@eople present when it was opened. An officiadide record sheet should be completed as a permanent
record and include the following:

= Title of project, location and tender number
=  Name of all firms invited to tender
=  Name of all firms from whom tenders were received

= The date tenders were invited
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= The last date for receipt of tenders
= The date tenders were opened

= The estimated contract price

The record should also have the facility to rectwe name of the successful tenderer and a provisioa $mecial report should be attached where the lowése v
tender is not accepted.

Tendersover £50,000

Invitations should be sent to at least six supplierd) e tender proceeding only if at least three prdpam@ received. It is unacceptable to split purchader or
requirements into lower value components in ordervtadaconducting the required degrees on competitdisciplinary action to be taken against staff whondo
comply. Where an order is for greater than £50,000 arid/ACivve no history of dealing with the supplier, tinarice department should carry out a credit check,
prior to the contract being accepted. These findsigsild be held on file.

Jointly Funded Projects

Where CNPA is taking the lead in jointly funded pctge the standard CNPA tendering procedures shouldllbedd. In other cases, every effort should be niade
persuade the partner organisation to follow similacgdares, if this is not possible, note should be madéeld on file.

Standard Form Documentation

The following templates should be held and accessitadl procurement staff on the intranet:

= Standard Quotation Form

= Sample Invitation to Tender Letter
= Tender Record Sheet

= Letter to Unsuccessful Tenders

= Conditions of Contract for Purchases
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* Alisting of preferred and current suppliers should benta@ied and regularly reviewed.
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