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1.
Introduction

This code of practice is designed to help staff incorporate sustainability issues into the procurement process. The University currently spends over £55 million pounds a year on procurement; making purchases more environmental can have a major effect on sustainable development. Utilising the University’s spending power can help to influence current markets in improving their sustainability.

All procurements are based on obtaining the best value for money for the University.

Sustainability fits into this by considering whole life costs and quality to meet the needs of the University. Consideration of sustainability, especially during the early stages of the process, can often deliver the best value option.
2.
What is Sustainable Procurement?

Sustainability covers four key areas:
	· Effective protection of the environment

· Prudent use of natural resources

· Social progress which recognises the needs of everyone

· Maintenance of high stable levels of economic growth and employment


The aim of sustainable procurement is to integrate environmental considerations into the procurement process with the goal of reducing the impact on human health and the environment.

Included in this code of practice is guidance on when and where staff can consider fair and ethical trading issues. Fair trade covers a range of activities aimed at helping producers and workers in developing countries, including helping disadvantaged producers to access international markets and receive a fair price.
3.
Why is Sustainable Procurement Important?

What we buy has a significant impact on the environment. Including sustainable issues in procurement practices is becoming wide spread in many local authorities and public bodies. Their experiences indicate that incorporating sustainable production and consumption considerations into public purchasing is not only a viable option, but develops sustainable markets. For example, switching public demand away from the conventional EU mix of electricity to green electricity would save some 60 million tonnes of greenhouse gases.
There are also many risks to the University if sustainability is not considered or adopted in the procurement process. These are:
	· The University of the West of England’s reputation.
· Non-compliance with UK government strategy & Law
· The operation of suppliers – are they in breach of environmental legislation – what are their supply chains?
· Environmental risks of using some products.
· Social impacts – health problems, loss of local resources, nuisance from noise, dust and odour and loss of cultural heritage can occur where people are living or working near sites where there is the extraction, processing, manufacture, use and disposal of products.


4.
What is The University of the West of England’s view on sustainability?

The University of the West of England is committed to sustainability and has corporately adopted:
	· An environment policy
· A sustainable procurement policy
· A Carbon Action Plan
· A Fair trade policy


Procurement can play an important role in improving the University’s environmental performance. One of the University’s core values is commitment to the environment:
	“Promoting the conservation and sustainable use of natural resources and minimising environment pollution in all of the University’s own activities and through its influence upon others.”


European environmental legislation is becoming increasingly demanding, the development of this code of practice not only prepares the University for future legislation but also maintains The University of the West of England’s reputation as a responsible organisation.

5.
The Procurement Process

The next few sections cover the application of sustainability in the procurement process. Like all other procurements, when implementing sustainability the process must remain transparent and suppliers must be treated fairly. In order for the University to implement sustainable procurement there must be a good working relationship with its suppliers and suppliers, sustainable procurement will be easier to achieve if the market place is willing to engage.

6.
Project Scoping
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Identifying a need

The first stage of any procurement process is to identify a need. Often the decision to procure can come from the following scenarios:
	· Existing contracts expiring or completing
· The setting of new aims and objectives
· The review of business aims and objectives


In order to achieve sustainability through the procurement process, there must be an element of challenge to the decision to procure. In order to do this it is helpful to ask the following questions:
	· Is the procurement essential?
· Can the procurement be re-used after it’s original use?
· Are the quantities required accurate?
· Can the procurement be aggregated with other supplies, service or work requirements?
· Does the supply, service or work have to be procured or can it be rented or shared?
· What is the energy consumption?


It is also good practice not to define the requirement in terms of a specific output of the service or product. Achieving sustainability in procurement often lies outside the action of outlining a solution to a need. For example the need for a waste management contract for the disposal of packaging could be achieved through the existing supplier, introducing returnable packaging.

Although it is important to take advantage of any mechanism to achieve sustainability in the procurement process it is also important to consider the most efficient and effective use of funding. Sustainable procurement does not always have to be the most expensive route. Using products which are sustainable often means that they have longer whole life costs.
	Construction contracts

When undertaking construction contracts staff should consider the following:

· The re-use and refurbishment of existing buildings - consideration should be given to the whole life costs and the long-term potential of an existing asset against that of constructing a new one.
· Using a building for more than one use.
· Building on brown field sites.
· An impact assessment on the quality of life of the people who live, work in and near construction and the impact of these buildings on the surrounding environment.
· Use BREAM standards when designing buildings.
· Ensure that sufficient insulation and energy efficient boilers are used.
· Following the WRAP guide
It may also be possible to incorporate

· PV roofs into new builds,
· Sustainable urban drainage,
· Maintenance or enhancement of local biodiversity and water conservation.


The Business Case

Once a need has been identified then a business case should be prepared. When pursuing sustainable procurement it is important to include all stakeholders in the development of the business case.
Market Analysis

It is important to investigate what sustainable products, services or works are available. These alternatives are often not as obvious as the traditional items that are procured. A market analysis provides staff with more information about how the market could potentially fulfil the University’s needs, what alternatives are available and the price that the University will be expected to pay. It is essential that the analysis is fair and open ensuring that our suppliers are treated equally.

Risk Assessment

There are environmental or ethical risks associated with the procurement of some works, services and suppliers. It is important to think about these risks before any procurement takes place.
Attached at Appendix A to this code of practice is a copy of the “Environmental Risk Assessment” document, which is based on the Environment Agency’s risk assessment and IDEA guidance. This checklist should be used at the commencement of each tender.
Aggregation

Staff must aggregate contracts wherever possible. Not only is this necessary under European procurement law, it is also good procurement practice. Aggregation provides the University with commercial leverage and in terms of achieving sustainability, it can provide the University with more opportunities as contracts of a higher value and longer periods give the University more buying power.

7.
Contract Preparation
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Contract Preparation is the key stage when achieving sustainability in procurement. The specification is the tool used to define what the University requires and where the most important impact can be made with regard to sustainable procurement. For example a member of staff can specify that they want to purchase a vehicle that has low emissions or that they want to purchase recycled paper.

It is very important that the specification incorporates sustainability, otherwise, after this stage it is too late and the tender can not be evaluated on it’s sustainable contribution.

Staff can use the specification stage to consider and include such aspects as quality, price, technical merit, functional and environmental characteristics, running costs, whole life costs and delivery times.

The Specification

The specification defines what the University requires and asks suppliers to define how they will meet the University’s needs. There are three types of specification:
	· Input - Technical
· Output – Performance
· Outcome - Functional


All of these specifications have their own benefits and weakness, but in order to achieve maximum sustainability it is recommended that the output or outcome specifications are used.
	Input Specifications – allow the University to define the technical and physical characteristics to be used, therefore they enable staff to specify recyclable material


	Output & Outcome Specifications – help achieve sustainability by encouraging suppliers to be more innovative and minimise the impact of procurement on the environment. With output (performance) specifications they do not require staff to express too much detail, but care should be taken as they can provide more variable options, which may be harder to evaluate. Protection of the environment may be taken into account by using environmentally friendly products or services, defined by their environmental performance and the production method used.


There are a number of European and National standards which deal with environmental performance. Staff can request from suppliers a higher level of environmental protection than that available in legislation or in standards.
	Works contracts – environmental factors can be taken into consideration in the design and the conceptual work stages of a project. The University is responsible for the overall execution of the work and all that happens in and around the construction site and is therefore entitled to define the requirements for the execution of works. For some specific types of works contracts, community law imposes an obligation for an environmental impact assessment to take place; these assessments can lead to more environmentally sound requirements in the execution of works


Purchasing Specific Materials

Under the new European Directives the University can insist that any products procured are made from specified materials.

Staff can specify the range of materials or chemical substances that they would prefer to be used or specify that none are harmful to the environment and to public health.
	Supply contracts – In a food contract, the University can list the additives, preservatives or antioxidants that it does not want included in the food


	Service contracts – the University can specify modes of performing a contract, specifying the products that should be used which are less harmful to the environment. For example, specifying low emission vehicles.


Production Methods

The University can specify the production process or method used in a contract, as long as it is relevant to the contract. Requirements which are not related to the manufacture and do not contribute to it’s characteristics can not be used, for example, asking suppliers to use recycled paper in their offices for a food contract.
	Supply contracts – the University can specify the production process used where it forms part of the performance characteristics of a contract, for example:
· Food Grown Organically or Locally
· Green Electricity
· Sustainable Timber


Contract Terms and Conditions

Sustainable considerations can be taken into account in the contract terms and conditions, but the conditions must not:
	· Play a role in determining which supplier wins the contract – all suppliers in principle must be able to cope with any conditions and they should be covered in the price of the contract.
· Be disguised as technical specifications
· Discriminate against suppliers


Below are some examples of conditions, which can be used within a contract:
	· Delivery and packaging of goods in bulk rather than by single unit
· Deliveries made outside of peak traffic times
· Transport and delivery of chemicals in concentrate and dilution at the place of use
· Re-use of packaging material and the used products by the supplier
· Delivery of goods in re-useable containers
· Collection, recycling or the re-use of waste products during or after use or consumption of a product by the supplier
· Development of a sustainable improvement plan
· Environmental performance indicators
· Operate an Environmental Management System (Only applicable to Service and Works contracts) 


Following is an example of a fair trade contract condition, which Bristol Contract Services used in a recent tender for vending machines:
“Bristol City Council’s policy is to promote and support the use of Fair Trade produced materials and products. The Catering Service as the providers of a large volume of the catering facilities and must make available a range of fair trade products either through its vending facilities or at sales points, in all staff and customer establishments. Tenderers are therefore asked to identify if they are able to provide a range of fair trade products.”

Setting the Evaluation Criteria

It is during the contract preparation stage that staff must set the evaluation criteria. There are two ways in which tenders can be evaluated, either by lowest price or by MEAT (most economical advantageous tender). In order to achieve sustainability in procurement, tenders should be evaluated by MEAT. As the words describe, evaluating a tender by the lowest price means that you can only consider the price aspects of a tender, whereas using MEAT staff can consider such aspects as quality, price, technical merit, functional characteristics, environmental characteristics, running costs, whole life costs, technical assistance and delivery times to name but a few.
Method Statements and Case Studies

As part of the tender documents it can be useful to ask suppliers to complete a method statement or case study. These allow suppliers to demonstrate their understanding of sustainability issues and the way in which they would deal with them in a contract. For example, how they may identify environmental impacts and how they would go about minimising them.
Variants or Alternatives

These can be a useful way of achieving improved environmental performance of a contract as they encourage suppliers to be innovative. Suppliers are also the experts in their field and by using variants, ideas are often put forward that the University may not be aware of or have not thought about. The use of variants and alternatives are accepted in the procurement process but only if the contract documents state what the minimum requirements are. If they are used then the tender must be evaluated by using MEAT.
Local labour

Use of local labour can be encouraged within the procurement process, however, it would be seen as discriminatory and non-transparent if the University insisted that only the local workforce are used.
Fair Trade and Contract Options [image: image3.png]FAIRTRADE





Buying fair trade goods can be considered in the contract preparation stage but only as a contract option. For example, when buying coffee, staff can specify that they wish to procure fair trade products as an option. This provides the users with a choice and does not discriminate against suppliers. “Fair trade” products cannot be specified as the only items to be procured, this is seen as discrimination against other suppliers.

When specifying fair trade products as an option to a contract, care should be taken. Specific trademarks or names must be avoided. However, the fair trade mark or equivalent is an acceptable form of specifying.
8.
Letting the Contract
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Advertisement

Advertising locally can be a good way of encouraging local suppliers to apply for contracts. If the European Directives apply the advertisement must appear in the OJEU & Supply2Gov before it appears in any other media. UWE tenders will usually be advertised on www.tenders.ac.uk 
Contract adverts will be issued by electronic means; not only does it save on paper, it also reduces the timescales under the new European Procurement Directives.

Appendix C is our commitment to SME.

As mentioned earlier any special conditions of contract which concern social or environmental objectives must be included in the advertisement.
Pre-Qualification

Once the pre-qualification questionnaires have been returned, the University can commence evaluation. There are a number of ways in which suppliers can be assessed on their sustainability, these are:

	· Technical Capability in the form of EMAS
· Past Experience
· Environmental technical competence
· Educational and Professional Qualifications


Under European Law suppliers may be disqualified from participating in contracts for a number of reasons, but only one of these reasons relates to environmental issues:
· Convicted of an offence concerning their professional conduct.
Suppliers may be excluded from contracts when they have been found guilty of the above, but only if environmental legislation is an offence under professional misconduct. The pre-qualification questionnaire asks the following questions which are relevant to this disqualification:
	· Are there any courts actions and/or industrial tribunal hearings (including environmental enforcements) outstanding against your organisation, including any findings of unlawful racial discrimination, equal pay, sex or disability?
· In the last three years has your organisation been the subject of any formal investigation, court action, industrial tribunals and/or environmental enforcements, including alleged unlawful discrimination in the employment field?


Eco-Management & Audit Scheme – at this stage suppliers are also assessed for the technical capacity. Consideration can be given to whether or not a supplier has an EMAS system, as long as it reflects the technical capacity of the supplier and it is relevant to the contract and the specification.
	· Is your organisation undertaking any environmental management system (e.g. ISO 14001 or Eco Management and Audit Scheme)?


Environmental Technical Competence –the European Commission has produced a document called “Buying Green”, within this document it provides examples of how Universities can assess a supplier’s environmental technical competence, these include:
	· Does the supplier employ or have access to technicians with the required knowledge and experience to deal with environmental issues within the contract?
· Does the supplier own or have access to the necessary technical equipment for environmental protection?
· Does the supplier have the relevant research and technical facilities available to cover the environmental aspects of the contract?


Past Experience – staff can also consider a supplier’s experience in relation to the environmental aspects of contracts. For example, if a contract is being tendered for a new building where a high standard of environmental performance is required, staff can ask suppliers to provide evidence of any similar work they have undertaken. When doing this, staff must ensure that consideration is given to the type of information required, how it is relevant and what means of proof will be required. These means of proof can be through references as long as they are from the last three years.

Educational & Professional Qualifications – where the contract directly relates to the environment, qualifications can be a good way of assessing a supplier’s competence. For example, suppliers who remove asbestos from buildings are required to have appropriate qualifications or licences.
Staff must not ask suppliers to provide information on their general environmental policies where the policies are not relevant in the pre-qualification assessment.
Health and Safety can be considered as part of the pre-qualification as long as it is relevant to the supplier’s technical capability. Complying with the relevant health and safety regulations can improve a supplier’s efficiency and prevent accidents at work. It also helps achieve social progress.
Although not all contacts contain a need for a supplier to demonstrate environmental technical competence, the “Buying Green” guide produced by the European Commission provides some examples of contracts where environmental competence can be assessed at the pre-qualification stage, this list is not exhaustive:
	· Waste management
· Construction
· Building maintenance
· Renovation contracts
· Transport Services


Tender Evaluation

When evaluating tenders there are certain rules that should be observed. Firstly never duplicate the criteria assessed at the pre-qualification stage and secondly assess bids by:
· MEAT (most economical advantageous tender)

Or

· Lowest price.
Sustainability can be considered when evaluating tenders if:
	· The evaluation criterion is MEAT
· It is linked to the subject matter of the contract
· The environmental award criteria are “adequately specific and objectively quantifiable”
· The criteria is not discriminative


Whole Life Costs

Assessing a tender by whole life costs is a good way of securing sustainability. Whole life costs are the costs incurred by the University, from the beginning of a contract, usually from the production and run through to the disposal. Therefore they include:
	· Running costs
· Efficiency
· Cost effectiveness
· Direct running costs
· Spending to save
· Product maintenance
· Disposal and recycling


It is good procurement practice to consider all of the costs associated with procuring and not just the initial cost of a purchase.

Products that are more environmentally friendly usually have longer life spans and lower whole life costs.

Producing less waste can help reduce whole life costs. There are laws and regulations, which deal with the disposal of waste. The UK government has recently brought in special regulations, which cover toxic and flammable waste issues.
Buying Locally

When evaluating a tender consideration must not be given to whether or not a supplier or the product is from the local area.
Fair Trade

If fair trade products are included in the specification as a contract option and the supplier fails to provide these, the tender cannot be rejected or considered non-compliant, although if a supplier excludes the fair trade options requested the tender will not score highly in evaluation.

Contract Award

After a contract has been awarded, suppliers should be provided with feedback on their tenders, this is not only a necessity under European law, but also good procurement practice. In respect of sustainability it can be a useful tool in developing supplier’s understanding of the University’s needs, although staff must be mindful that only sustainable issues can be considered when they form part of the evaluation criteria.

9.
Managing the Contract
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Achieving sustainability though procurement does not end when the contract has been awarded. Working with suppliers forms an important part of achieving sustainable objectives.

In order for social and environmental improvements to be made in a contract, the contract must contain conditions which set targets. These are sometimes called performance indicators and usually form part of a development plan. The plan enables the University to work closely with suppliers, to help them progress in achieving sustainability.
A development plan encourages suppliers to be innovative, providing solutions to environmental and social problems, which can then in turn be used in future procurements.
Suppliers are often keen to improve their sustainability, as the University can be a large customer providing security with renewable, high value and long duration contracts.

10.
Contract Review
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When a contract has completed it is good practice to share any successes and failures throughout the University sector, these can include sustainable issues.

11.
Checklist
Project Scoping
 FORMCHECKBOX 

Challenge the decision to procure.

 FORMCHECKBOX 

Undertake a risk assessment of the sustainability of the purchase.

Contract Preparation

 FORMCHECKBOX 

Use Output (Performance) or Outcome (Functional) specifications to encourage innovation in tenderers.

 FORMCHECKBOX 

Include Contract conditions, which require the supplier to improve their environmental performance.

 FORMCHECKBOX 

Ask for fair trade products in the Contract options.

Letting the Contract

 FORMCHECKBOX 

Advertise locally and electronically to ensure that local suppliers are made aware of The University of the West of England’s Contracts.

 FORMCHECKBOX 

The pre-qualification stage may be used to eliminate suppliers who have committed an environmental offence, which is considered a professional misconduct or suppliers who do not have the correct level of environment technical competence, where it is relevant to the Contract.
 FORMCHECKBOX 

Evaluate tenders using Most Economical Advantageous Tender.

 FORMCHECKBOX 

Include whole life costs in your evaluation.

Contract Award

 FORMCHECKBOX 

Work with suppliers to develop their environmental performance.
Appendix A
	Pre-Tender Checklist – Environmental Assessment
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A) 

Complete the table below and determine the risk rating for

 

the 

purchase

.

 

 

Y

 

N

 

Does the product or the contract have potential for high

-

energy

 

consumption/waste 

production?

 

 

 

Is the product made of, or will the 

supplier

 have to use, unsustainable

 

material

s?

 

 

 

Could the product or the potential 

supplier

 cause an environmental

 

incident during its use 

or as a result of their activities?

 

 

 

Are excessive emissions (to land, air, or water) caused during the

 

manufacture of goods 

used directly or within the supp

ly chain?

 

 

 

Is there an environmental public relations risk to 

the University

 in

 

purchasing the product 

or service?

 

 

 

Total:

 

 

 

If the answer 

is 

Yes

 to 3 or more of these questions, please complete boxes B & C below.

 

 

B)

 

Rating

 

Environmental Risk

 

List

 

Low

 

Medium

 

High

 

Emissions to Air

 

e.g. Transport

 

 

 

 

Releases to Water

 

e.g. Chemicals

 

 

 

 

P

roduction of Waste

 

e.g. Packaging

 

 

 

 

Use of Resources

 

e.g. Energy Consumption

 

 

 

 

Contamination of Land

 

e.g. Spillages

 

 

 

 

Destruction of Biodiversity

 

e.g. Timber

 

 

 

 

 

C) 

Priority for environmental management will be give to those contracts, which fall

 wi

thin 

priority 1.

 

 

 

 

 

Priority 2 

–

 Bottleneck

 

 

Outcome

 

Low Value / High Risk

 

e.g. Paint products

 

 

Actions

 

Reduce consumption

 

Green options sought

 

Green supplier selected

 

Green specifications

 

Whole life costing

 

Priority 1 

-

 Strategic

 

 

Outcome

 

High Value / Hi

gh Risk

 

e.g. Waste contract

 

 

Actions

 

Reduce consumption

 

Green options sought

 

Green supplier selected

 

Green specifications

 

Whole life costing

 

Gain commitment for future action

 

Priority 4 

–

 Tactical

 

 

Outcome

 

Low Value / Low Risk

 

e.g. Stationery

 

 

Actions

 

Red

uce consumption

 

Green specification only on basis of cost/benefit

 

Increase awareness of policy

 

Priority 3 

-

 Leverage

 

 

Outcome

 

High Value / Low Risk

 

e.g. Computers

 

 

Actions

 

Reduce consumption

 

Green specification only on basis of cost/benefit

 

Increase awaren

ess of policy

 

Green supplier appraisal

 

H

 

L

 

H

 

Environmental

 

Risk

 

Value (£)

 




Appendix B

Guidance for Suppliers on Sustainable Procurement

The University of the West of England is committed to sustainability and wherever possible will attempt to achieve this objective through procurement. Sustainable procurement will form part of the process in the following key areas:
	The Specification – In order for The University of the West of England to achieve sustainable procurement, it is likely that the type of specification that you will receive will be a performance (otherwise known as a output) specification. This specification allows you as a supplier to develop your sustainable ideas and put them forward to us in your tender return.

It may also be likely that you will be asked to provide a variant or alternative tender response. These responses provide your company with an opportunity to demonstrate alternatives available in the market, which we as the University may not have considered. Although variants or alternatives provide you with more freedom they must comply with the minimum criteria, which will be set out in the contract documents.


	The Contract Conditions – In order to achieve sustainability in procurement The University of the West of England works closely with suppliers to help them develop their progress in achieving sustainability. Contract terms and conditions will be included which will enable the University to set the environmental performance of the contract.


	Method Statements and Case Studies – When sustainable issues form part of the evaluation criteria, you may be required to complete a method statement or case study. These enable you to demonstrate your understating of sustainable issues and how you would deal with them if they occurred within the contract.


	Monitoring – All contracts awarded by The University of the West of England will be monitored ensuring that they comply with the contract, this will include any environmental performance indicators set within the contract terms and conditions.


Appendix C – Our Commitments to SMEs
Follows:
Our Commitments to SMEs
A Guide for how UWE will support SMEs and local suppliers

We welcome the opportunity to do business with SMEs and will:

· Become more familiar with the SMEs in our region, and the services provided.

· Take steps to find out what the barriers are to us doing business with appropriate SMEs, and seek to remove or lower them. 

· Not assume that larger suppliers always offer better value for money.

· Publish guidance, including on-line documents, and brief SMEs on our requirements, the opportunities we have available, who to contact, and how to tender for our business.

· Make it easier for SMEs to talk to us.

· Ensure all our processes create a level playing field for SMEs.

· Look for the best overall outcomes from our procurement activities using broad value for money criteria to make decisions.

· Ensure genuine and fair competition that does not discriminate against SMEs.

· More widely advertise our contracts over £25,000 in value, making best use of www.supply2.gov.uk, www.tenders.ac.uk, www.uwe.ac.uk and www.uwe.ac.uk/purchasing etc
· Welcome applications from new businesses.

· Actively encourage our main suppliers to provide opportunities for SMEs to deliver elements of appropriate contracts.

· Welcome bids from small businesses that are collaborative or are on a consortia basis.

· Comply with all applicable EU and UK procurement legislation, in particular the principle of non-discrimination, and apply the rules to all tenderers in a fair and transparent manner.
We are totally committed to sustainable development and therefore will:

· Use sustainable development criteria in determining value for money, including assessing the impact of economic, environmental and social factors.
· Encourage SMEs also to embrace sustainable development.
We are modernising our procurement processes, to ensure that they are transparent and fair for all SMEs. 

To achieve this, we will:
· Ensure skilled and professionally qualified personnel manage the processes.
· Keep our tendering process as simple as possible to minimise cost.
· Look at the whole life cost, and not just the initial cost of the product / service when considering value for money.
· Explain our procurement processes to SMEs and how they are influenced by the need to comply with the EU and UK procurement law.
· Give SMEs sufficient notice about changes in our processes to allow time to adapt.
· Cut down on administration needed to tender, simplify our documents, provide clear briefs that identify all of our requirements, and use plain language.
· Move towards a consistent Public Sector approach to pre-qualification and standardised contract documentation.
· Adopt e-procurement including e-auctions, procurement cards and electronic invoicing, in order to improve efficiency (where appropriate).

· Consider the most appropriate approach to achieve value for money and manage risk, for each procurement.
· Consider dividing larger contracts into separate elements or make use of regional lots if appropriate, to ensure that SMEs are not excluded from tendering.
· Give potential SME suppliers an opportunity to discuss the procurement, in order to understand our requirements and assess their own suitability.
· Inform SMEs of the criteria we use to evaluate applications to tender and tenders.
· Decide what our financial qualification requirements are on a tender-by-tender basis, having assessed the risks involved.
· Not ask for more than 3 years audited accounts, and accept alternative information such as Management Accounts from newer businesses.
· Use outcome specifications and consider alternative products or services SMEs may wish to offer.
· Offer feedback to successful and unsuccessful tenderers, to help SMEs improve.
· Treat all SMEs fairly, and pay within 30 days from receipt of a correct invoice.
· Work with organisations such as Business West to promote business opportunities.

· Participate in SME days which explain how to do business with the public sector.

· Encourage larger contract suppliers to include local SMEs in their supply chain.

To make sure our procurement processes continuously improve, we will:
· Adopt good practice procurement guidance and standard tender templates developed by the Higher Education Sector / OGC.

· Ask SMEs to help us, by providing feedback by way of a questionnaire on our processes and procedures, and suggest innovative solutions.
Guidance Documentation has been developed to make it easier for SMEs to understand how the Public Sector does business:

· Equality in Procurement

· Completing a Pre Qualification Questionnaire

· How to do Business with the University of the West of England

Available from http://www.uwe.ac.uk/finance/purchasing/supplierinfo/index.shtml 
In order to help us help you do business with us, you will be prepared to:
· Register on www.tenders.ac.uk 

· Provide further information we may need to understand your business.
· Take advantage of the opportunities we offer for you to meet with us.
· Ensure that you know what is required of you to meet our requirements, and if you do not know, seek advice.
· Contact public sector organisations to ask them if they can include you on their relevant list of approved suppliers.
This is particularly important if you are interested in work below £25,000 in value.
· Actively seek tender opportunities, including via www.supply2.gov.uk, www.tenders.ac.uk or other such like systems.

· Be realistic in assessing your own capability to deliver each contract.
· Take up e-procurement, and as a minimum become Internet capable, to make sure you are not disadvantaged.
· Ensure all activities are conducted in an honest and responsible way.
· Continuously improve your business’ contribution to sustainable development.
· Develop and work with your supply chains to include other SMEs.
· Treat your suppliers fairly, and pay within 30 days from receipt of a correct invoice.

You will have a reputation for, and will want to provide us with a high quality competitive service, by:

· Continuously updating personnel skills and your business’ capability, where appropriate seeking assistance from Business Support Agencies such as Business West.
· Consider collaborating with other suppliers, if this makes your service more competitive or reduces risk. 

· Look for support in developing policies such as Health & Safety, Environmental, Quality Assurance and Sustainability.

Appendix D – UWE’s Sustainable Purchasing Policy

The University recognises its responsibility to carry out its purchasing activities in an environmentally responsible and sustainable manner. The University will therefore strive to:

1. Comply with all relevant environmental legislation.

2. Investigate the impact of the Universities spending in order to identify environmental impacts.

3. Encourage and persuade suppliers to operate environmentally friendly processes and supply environmentally friendly products.

4. Educate its suppliers concerning the University’s sustainability objectives.

5. Work with key suppliers to bring about changes and thereby spread sustainability improvements throughout the supply chain.

6. Ensure that suppliers’ environmental credentials are, as far as legally practicable, considered in the supplier appraisal process.

7. Ensure that, where appropriate, environmental criteria are used in the award of contracts.

8. Encourage internal purchasers to review their consumption of goods and materials, in order to reduce usage and adopt more environmentally friendly products, including the use of recycled products as appropriate.

9. Specify, wherever possible and reasonably practicable, the use of environmentally friendly materials and products

10. Ensure that consideration is given to inclusion, within all specifications, of a facility for suppliers to submit offers for environmentally friendly alternatives.

11. Ensure that appropriate consideration is given to the costs and benefits of environmentally friendly alternatives.

12. Identify partners for environmental benchmarking, and adopt best practice wherever possible.

13. Explore opportunities for recycling of materials as appropriate.
14. Address barriers to entry so that SMEs and local suppliers are encouraged to bid for appropriate work.

Appendix E – Commodity Coding Risk Analysis

Equality, Environmental / Sustainability, WEEE / Disposal, Ethical / Social
	Key:
	H = High Relevant / risk
	M = Medium Relevance / risk

	
	L = Low Relevance / risk
	N = No relevance / risk


	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	A
	The Arts, Audio-Visual & Multimedia Supplies and Services 

	AA
	Audio Visual Equipment, inc. video conferencing, Televisions, Videos, sound recorders, inc. maintenance, repair and hire
	L
	M
	H
	M

	AB
	Display and Projection Equipment and Consumables
	L
	M
	H
	M

	AC
	Learning and Training Packs and Pre-recorded Media
	M
	L
	L
	L

	AD
	Music, Instruments, Scores, Purchase, Maintenance, Conductors and Artistes
	L
	L
	L
	L

	AE
	Photographic Equipment Supplies and Services
	L
	M
	H
	M

	AF
	Studio Hire and Running Costs
	H
	L
	L
	L

	AG
	Theatre Production Costs (scenery, lighting, props, costumes)
	H
	M
	L
	L

	AJ
	Audio Visual Consumables, Accessories, Cassettes etc
	L
	M
	L
	M

	AK
	Photographic Consumables, Accessories etc
	L
	M
	M
	M

	AL
	Digital Imaging Equipment Purchase, Maintenance, Repair and Consumables
	L
	M
	H
	M

	AM
	Commercial and Graphic Art Equipment Purchase and Maintenance and Consumables
	L
	M
	H
	L

	AN
	External Production Services
	H
	L
	L
	L

	AP
	Tape Machines, Video Interviewing Equipment
	L
	M
	H
	M

	AR
	Fine and Creative Arts, Equipment Purchase and Maintenance and Consumables
	L
	M
	L
	L

	AZ
	Other and General Audio-Visual Aids
	 
	 
	 
	 


	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	B
	Library & Publications 

	BA
	Book Binding Services
	L
	L
	L
	L

	BB
	Books
	M
	M
	L
	L

	BC
	Inter-Library Loans
	L
	L
	L
	L

	BD
	Journals
	L
	M
	L
	L

	BE
	Library Subscriptions
	L
	L
	L
	L

	BF
	Manuscripts
	L
	L
	L
	L

	BG
	Newspapers and Periodicals
	M
	M
	L
	L

	BJ
	Archiving Equipment and Consumables (Microfiche etc)
	L
	L
	M
	M

	BK
	Electronic Media
	L
	L
	L
	L

	BL
	Manuals; Computer, Workshop, Training
	L
	M
	L
	L

	BM
	Tickets and Tokens (including electronic tickets and book tokens)
	L
	L
	L
	L

	BN
	Library Equipment and Services (e.g. book tagging) including maintenance, repair and hire
	L
	M
	M
	M

	BZ
	Other and General Library
	 
	 
	 
	 

	C
	Catering Supplies & Services

	CA
	Beers, Wines, Spirits and Alcoholic drinks
	L
	M
	L
	L

	CB
	Bakery Products
	L
	M
	L
	H

	CC
	Dairy Produce
	L
	M
	L
	L

	CD
	Frozen Foods
	L
	M
	L
	H

	CE
	Groceries
	M
	M
	L
	H

	CF
	Catering, Bar Equipment and Accessories
	L
	M
	H
	L

	CG
	Catering Equipment Maintenance and Repair
	L
	M
	H
	L

	CH
	Meat, Poultry, Offal
	M
	M
	L
	L

	CJ
	Soft and Non-alcoholic Drinks
	L
	M
	L
	M

	CK
	Tableware, Crockery, Cutlery, Table Coverings etc
	L
	M
	L
	L

	CL
	Vending Equipment, Consumables and Charges
	H
	H
	H
	L

	CM
	Fruit and Vegetables, Frozen, Fresh, Dried, Tinned
	L
	M
	L
	L

	CN
	Table and Room Decorations
	H
	L
	L
	L

	CP
	Fish and Seafood
	L
	M
	L
	L

	CQ
	Confectionery, Sweet and Savoury
	L
	M
	L
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	CR
	Water coolers
	H
	H
	L
	L

	CS
	Catering Entertainments, Discos etc
	H
	L
	L
	L

	CT
	Catering Services, Outsourced, inc. Pre-prepared Meals
	H
	M
	L
	M

	CZ
	Other and General Catering
	 
	 
	 
	 

	D
	Medical, Surgical, Nursing Supplies & Services

	DA
	 Medical, Surgical, Nursing Supplies & Services Capital Equipment >£10k
	L
	H
	H
	M

	DB
	Medical, Surgical, Nursing Supplies & Services Small Apparatus, Equipment and Instruments
	L
	M
	H
	M

	DC
	Medical, Surgical, Nursing Supplies & Services Consumables and Disposables
	L
	M
	M
	L

	DD
	Medical, Surgical, Nursing Supplies & Services Dressing and Bandages
	L
	M
	L
	L

	DE
	Medical, Surgical, Nursing Supplies & Services, Clothing
	H
	M
	L
	H

	DH
	Medical, Surgical, Nursing Diagnostic Services
	L
	L
	L
	L

	DZ
	Medical, Surgical, Nursing Supplies & Services Other and General
	 
	 
	L
	 

	E
	Agricultural/Fisheries/Forestry/Horticultural/Oceanographic Supplies & Services

	EA
	Livestock and Animal Services and Supplies
	L
	M
	L
	M

	EB
	Livestock, Animal and Farm Feeds
	L
	L
	L
	L

	EC
	Capital Equipment >Â£10k
	L
	M
	H
	M

	ED
	Small Equipment and Tools
	L
	L
	H
	M

	EH
	Purchase of Plants, Crops, Trees etc
	L
	M
	L
	L

	EJ
	Veterinary and Farrier Services
	H
	L
	L
	M

	EK
	Fertilisers, Pesticides, Composts, Soils etc
	L
	H
	M
	L

	EM
	Horticultural Consumables (Pots, Seed Trays etc)
	L
	M
	L
	L

	EN
	Oceanographic Supplies and Services
	L
	L
	M
	L

	EP
	Kennels, Catteries, Stabling, bedding and tackle Supplies and Services
	L
	L
	L
	L

	ES
	Pasturage, purchase, lease and maintenance
	L
	M
	L
	L

	EZ
	Other and General
	 
	 
	 
	 


	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	F
	Furniture, Furnishings & textiles

	FA
	Electrical White Goods and Domestic Kitchen Equipment
	L
	H
	H
	M

	FB
	Laboratory Furniture - Fixed and Free-standing
	H
	M
	L
	L

	FC
	Furniture - Office
	H
	M
	L
	L

	FD
	Floor Coverings
	H
	M
	L
	L

	FE
	Textiles, Fabrics, Soft and Loose Furnishings
	L
	M
	L
	M

	FF
	Furniture - Residential
	H
	M
	L
	L

	FG
	Window Coverings
	L
	M
	L
	L

	FH
	Sports, Recreational and Nursery Materials and Equipment
	L
	M
	H
	M

	FJ
	Furniture - Removal and Storage
	H
	M
	L
	H

	FK
	Furniture - Repairs
	H
	L
	L
	H

	FL
	Furniture - Classroom and Lecture Theatre
	H
	M
	L
	L

	FN
	General Storage, Racking, Shelving (incl. Library)
	H
	M
	L
	L

	FO
	Boards, Notice, Pin, Chalk, Wipes, Easels, Mirrors
	L
	M
	L
	L

	FP
	Security Furniture
	H
	M
	L
	L

	FQ
	Clocks and Timepieces
	L
	L
	H
	L

	FR
	Office Seating
	L
	M
	L
	L

	FS
	Hair and Beauty Equipment, services, suppliers Purchase, maintenance and repair
	H
	M
	H
	L

	FZ
	Other and General Furniture, Furnishings and Textiles
	 
	 
	 
	 

	H
	Janitorial & Domestic Supplies & Services

	HB
	Cleaning and Maintenance Machines and Consumables
	H
	M
	H
	M

	HC
	Gloves, Cleaning and Industrial
	L
	M
	L
	L

	HD
	Personal Hygiene and Vending Supplies and Services
	H
	M
	H
	H

	HE
	Paper Disposables
	L
	M
	L
	H

	HF
	Protective Clothing and Safety Work wear
	H
	M
	L
	H

	HG
	Laundry and Dry Cleaning Services and Equipment
	H
	M
	H
	L

	HJ
	Washing Materials
	L
	M
	M
	L

	HK
	Waste Sacks and Bags
	L
	H
	L
	L

	HP
	Dusting and Polishing Consumables (Rags, Brushes, Mops)
	L
	L
	L
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	HR
	Clothing (Uniforms, Corporate, Security, Academic Gowns), Tailoring Supplies and Services
	H
	H
	L
	H

	HS
	Footwear Supplies
	H
	M
	L
	H

	HZ
	Other and General Cleaning and Janitorial
	 
	 
	 
	 

	J
	Utilities

	JA
	Electricity Supply and Services
	L
	H
	L
	L

	JB
	Gas Supply and Services
	L
	H
	L
	L

	JC
	Oil Supply and Services
	L
	H
	L
	L

	JD
	Solid Fuel, supplies and services
	L
	H
	L
	L

	JE
	Water and Sewerage Services
	L
	H
	L
	L

	JZ
	Other/General Utilities
	L
	H
	L
	L

	K
	Computer Supplies & Services

	KB
	Printer Purchase and Maintenance
	H
	H
	H
	H

	KC
	Printer Consumables, Toners, Ink, Ribbons etc
	L
	H
	H
	H

	KD
	Magnetic Media and Storage, Optical Media and Storage (Discs, CD ROMs, Data Cartridges)
	L
	H
	M
	M

	KE
	Software Purchase, Maintenance, Development and Royalties
	H
	L
	L
	L

	KF
	Workstation and Mini-computer Purchase and Maintenance
	H
	H
	H
	H

	KG
	Server and related items Purchase and Maintenance
	H
	H
	H
	H

	KH
	Desktop Computer Purchase and Maintenance, PC's, Apple Macs
	H
	H
	H
	H

	KJ
	Network Equipment Installation and Maintenance
	H
	H
	H
	H

	KK
	Portable and Laptop Computer Purchase and Maintenance
	H
	H
	H
	H

	KL
	Plotter and Scanner Purchase and Maintenance
	H
	H
	H
	H

	KM
	Computer Consumables, Peripherals, Upgrades and Add-ons
	L
	H
	M
	H

	KN
	Internet and Intranet Services
	H
	L
	L
	L

	KP
	Computer Teaching Aids and Materials
	L
	M
	L
	L

	KQ
	Apple Mac Desk Top Computer Purchase, Maintenance, repair and hire
	H
	H
	H
	H

	KR
	Sun/Unix Equipment Purchasing, maintenance, repair and hire
	H
	H
	H
	H

	KZ
	Other and General Computer
	 
	 
	 
	 


	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	L
	Laboratory/Animal House Supplies & Services

	LA
	Support Equipment, Accommodation, Accessories
	L
	M
	M
	L

	LAA
	Anaesthetics
	L
	M
	L
	L

	LAB
	Bedding
	L
	M
	L
	L

	LAC
	Cages and Racking
	L
	L
	L
	L

	LAD
	Diet Products
	L
	L
	L
	L

	LAE
	Environmental Enrichment Products
	L
	M
	L
	L

	LAF
	Drugs and Medicines
	L
	M
	H
	H

	LAI
	Isolators
	L
	M
	M
	L

	LAM
	Maintenance of Animals
	L
	M
	L
	H

	LAN
	Transgenic Costs
	L
	L
	L
	L

	LAS
	Health Screening
	L
	L
	L
	H

	LAT
	Theatre and Surgery Products
	L
	L
	M
	L

	LAZ
	Animal Support Equipment, Accommodation etc Miscellaneous
	L
	L
	M
	L

	LB
	Laboratory Animals
	L
	M
	L
	H

	LBC
	Conventional Animals
	L
	M
	L
	H

	LBT
	Transgenic Animals
	L
	H
	L
	H

	LC
	Laboratory Small Apparatus and Equipment Purchase and Hire
	L
	M
	H
	M

	LCA
	Apparatus - Hardware
	L
	M
	M
	M

	LD
	Other Sciences (Astronomy, Sports Science, etc) Supplies and Services
	L or M
	L or M
	H
	M

	LE
	Laboratory Blood Products
	L
	M
	M
	L

	LF
	Laboratory Bonded Alcohol
	L
	M
	M
	L

	LFA
	Absolute Alcohol
	L
	M
	M
	L

	LFB
	Industrial Methylated Spirits
	L
	M
	M
	L

	LG
	Laboratory, Capital Equipment >Â£10, 000
	L
	M
	H
	M

	LGA
	Equipment - Leased and Hired
	L
	M
	M
	L

	LH
	Laboratory Chemicals - Organic and Inorganic
	L
	H
	H
	L

	LHA
	Chemicals - Biochemical and Research and Organic
	L
	H
	H
	L

	LHB
	Chemicals - Molecular Biological
	L
	H
	H
	L

	LHC
	Chemicals - General
	L
	H
	H
	L

	LHE
	Chemicals - Antigens and Antibodies
	L
	H
	H
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	LHG
	Chemicals - Solvents
	L
	H
	H
	L

	LHI
	Chemicals - Precious Metals
	L
	H
	H
	L

	LHJ
	Chemicals - Polymers
	L
	H
	H
	L

	LHK
	Chemicals - Inorganic
	L
	H
	H
	L

	LJ
	Laboratory Clothing
	H
	H
	L
	H

	LK
	Laboratory Consumables and Sundries,  inc. Disposables
	L
	L
	M
	L

	LKA
	Paperware Filtration and Chromatography and Cell Separation
	L
	L
	L
	L

	LKB
	Paperware General (Bench Covering etc)
	L
	L
	L
	L

	LKC
	Clinical
	L
	M
	L
	L

	LKD
	Needles and Syringes
	L
	M
	H
	L

	LKF
	Filtration
	L
	L
	L
	L

	LKG
	Instrument and Chart Recorders
	L
	L
	L
	L

	LKH
	Chromatography
	L
	L
	L
	L

	LKJ
	Plastic Bags
	L
	M
	L
	L

	LKK
	Rubber consumables
	L
	M
	L
	L

	LKZ
	Miscellaneous Consumables
	L
	L
	L
	L

	LL
	Laboratory Diagnostic and Analysis Services
	L
	L
	L
	L

	LLA
	Elemental Analysis
	L
	L
	L
	L

	LLB
	Clinical Procedures, Patients
	H
	L
	L
	L

	LLC
	Clinical Assays
	L
	L
	L
	L

	LLZ
	Diagnostic Services - Miscellaneous
	L
	L
	L
	L

	LM
	Laboratory Equipment Maintenance and Repair
	H
	L
	L
	L

	LMA
	Spares
	L
	L
	M
	 

	LMB
	Repairs
	H
	L
	L
	L

	LMC
	Service Contracts
	H
	L
	L
	L

	LMZ
	Miscellaneous Equipment Maintenance & Repair
	H
	M
	L
	L

	LN
	Laboratory Gases Purchase and Associated Rentals
	L
	H
	L
	L

	LNA
	Gases Cylinder Rental
	L
	H
	M
	L

	LNB
	Gases
	L
	H
	L
	L

	LP
	Laboratory Glassware
	L
	M
	L
	L

	LPA
	Glassware - Disposables
	L
	M
	L
	L

	LPB
	Glassware - Volumetric (Measuring)
	L
	M
	L
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	LPC
	Glassware - General Beakers, Flasks, etc, Non-measure
	L
	M
	L
	L

	LPD
	Glassware - Bottles and Sample Tubes
	L
	M
	L
	L

	LPE
	Glassware - Jointed (Quick fit Type), Stopcocks etc
	L
	M
	L
	L

	LPF
	Glassware - NMR Tubes
	L
	M
	L
	L

	LPZ
	Glassware - Miscellaneous and Other
	L
	M
	L
	L

	LQ
	Pharmaceuticals - Non-veterinary
	L
	H
	L
	L

	LR
	Pharmaceuticals, Veterinary
	L
	H
	L
	L

	LS
	Laboratory Plasticware
	L
	M
	L
	L

	LSA
	Plasticware - Tissue Culture
	L
	M
	L
	L

	LSB
	Plasticware - Vials, Test Tubes etc
	L
	M
	L
	L

	LSD
	Plasticware - Molecular Biological Tubes
	L
	M
	L
	L

	LSE
	Plasticware - Disposables
	L
	M
	L
	L

	LSZ
	Plasticware - Miscellaneous
	L
	M
	L
	L

	LT
	SPARE / NOT USED
	 
	 
	 
	 

	LU
	Refrigerants include Liquid Nitrogen
	L
	H
	L
	L

	LUA
	Gases - Rental Facility Charge
	L
	L
	L
	L

	LUC
	Dri-ice
	L
	M
	M
	L

	LUD
	Liquid Nitrogen
	L
	M
	M
	L

	LUE
	Liquid Helium
	L
	M
	M
	L

	LUF
	Liquid Argon
	L
	M
	M
	L

	LUZ
	Gases and Consumables - Other
	L
	M
	M
	L

	LV
	Scintillation Fluids
	L
	L
	L
	L

	LW
	Stable Isotopes and Radiochemicals
	L
	M
	L
	L

	LWA
	Radio Chemicals
	L
	M
	M
	L

	LWB
	Nucleotides
	L
	M
	M
	L

	LWZ
	Stable Isotopes and Radiochemicals, Miscellaneous
	L
	M
	M
	L

	LX
	Tissue Culture and Bacteriological Media
	L
	L
	M
	L

	LXA
	Sera
	L
	L
	M
	L

	LXB
	Tissue Culture Media and Reagents
	L
	L
	M
	L

	LXC
	Cell Lines etc
	L
	L
	M
	L

	LXD
	Microbiological and Bacteriological Media Reagents
	L
	L
	M
	L

	LXE
	Culture and Strains
	L
	L
	M
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	LXZ
	Tissue Culture and Bacteriological and Microbiological Miscellaneous
	L
	L
	M
	L

	LY
	Laboratory Waste Disposal - Clinical and Chemical
	L
	H
	H
	H

	LYA
	Clinical
	L
	H
	H
	H

	LYB
	Chemical
	L
	H
	H
	H

	LYC
	Radioactive
	L
	H
	H
	H

	LYE
	Waste Disposal, Miscellaneous
	L
	H
	H
	H

	LZ
	Other and General Laboratory
	 
	 
	 
	 

	M
	Workshop & Maintenance Supplies (Lab & Estates)

	MA
	Batteries
	L
	H
	H
	L

	MB
	Electrical Sundries and Components
	L
	L
	H
	M

	MC
	Fasteners inc. Nuts, Bolts, Rivets etc
	L
	L
	L
	L

	MD
	Hand Tools
	L
	L
	H
	M

	ME
	Handling and Storage Equipment
	L
	L
	L
	L

	MF
	Machine Tools and Accessories
	L
	L
	H
	M

	MG
	Workshop Equipment and Tool Maintenance
	H
	L
	H
	M

	MH
	Mechanical Components and Spare Parts
	L
	L
	H
	L

	MJ
	Metals
	L
	M
	L
	L

	MK
	Other Raw Materials inc Lubricants and Road Salt
	L
	M
	L
	L

	ML
	Plastics, Glass and Ceramics
	L
	M
	L
	L

	MM
	Wood
	L
	M
	L
	L

	MN
	Electronic Components, Test Equipment
	L
	M
	H
	L

	MP
	Plumbing Sundries
	L
	M
	M
	M

	MQ
	Ironmongery, Door Furniture, Locksmiths Supplies and Services
	L
	M
	L
	M

	MR
	Adhesives, Fillers  and Sealants
	L
	H
	L
	L

	MS
	Workshop Consumables, Rags, Cleansers etc
	L
	L
	M
	L

	MZ
	Other and General Workshop and Maintenance Supplies
	 
	 
	 
	 

	P
	Printing

	PA
	Printing Binding and Finishing Services
	L
	M
	L
	M

	PB
	External or Outsourced Printing
	H
	M
	L
	M

	PC
	Printing Consumables, Sundries and inks
	L
	H
	M
	L

	PD
	Printing - External Design and Artwork
	H
	M
	L
	L

	PE
	Printing Equipment Purchase and Lease and Hire and Maintenance
	H
	M
	H
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	PF
	External Typesetting, Colour Separation etc
	L
	L
	L
	L

	PG
	Printing Paper and Specials (NOT PHOTOCOPY PAPER - SEE S)
	L
	M
	L
	L

	PH
	Printing Card and Board
	L
	M
	L
	L

	PZ
	Other and General Printing
	 
	 
	 
	 

	Q
	Telecommunications, Postal & Mail Room Services

	QA
	Mail Services
	L
	L
	L
	L

	QB
	Mail Room Equipment Purchase, Lease & Maintenance
	H
	M
	H
	M

	QC
	Courier Services
	L
	L
	L
	L

	QD
	Freight, Carriage & Haulage Services
	L
	L
	L
	L

	QE
	Mail Services Overseas/International
	L
	L
	L
	L

	QG
	Telephony & Switchboard Capital Purchase >Â£10,000
	L
	M
	H
	M

	QJ
	Telecoms Transmission Equipment Purchase & Maintenance
	H
	M
	H
	M

	QL
	Radios, Mobile, Encrypted
	L
	M
	H
	H

	QM
	Phone Cards, Swipe Cards, Equipment & Supplies
	L
	M
	L
	L

	QN
	Communications Equipment & Accessories (Hubs, Modems, Routers)
	L
	M
	H
	L

	QR
	Telephony, Land & Mobile, Line Rental, Call Charges, Equipment
	L
	M
	H
	H

	QS
	Telephony - Mobile Line rental, call charges, equipment
	L
	M
	H
	L

	QZ
	Other Postal & Telecommunications
	 
	 
	 
	 

	R
	Professional & Bought-in Services

	RA
	Advertising (Course, Recruitment & Other)
	H
	L
	L
	M

	RC
	Data Information Services
	L
	L
	L
	L

	RD
	Accountancy Services, inc. Audit, Consultancy,
	H
	L
	L
	L

	RE
	General Consultancy
	H
	L
	L
	M

	RF
	Insurance Services
	L
	L
	L
	L

	RG
	Legal Services
	H
	L
	L
	L

	RH
	Banking Services
	H
	L
	L
	L

	RJ
	Patents, IPR, Trademarks, Royalties, Copyright
	L
	L
	L
	L

	RK
	Temporary staff & Employment Agencies
	H
	L
	L
	H

	RL
	Promotions & Publicity (inc. Exhibitions and Fairs)
	H
	L or M
	L
	H

	RM
	Speakers & Presenters
	H
	L
	L
	H

	RN
	Subscriptions (Learned Society, Professional etc)
	L
	L
	L
	L

	RP
	Training Courses
	H
	L
	L
	H

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	RQ
	Marketing & Recruitment Services (not Advertising)
	H
	L
	L
	H

	RR
	Debt Collection Services
	H
	L
	L
	L

	RS
	Market Research Services
	L
	L
	L
	M

	RT
	Auction Services
	L
	L
	L
	L

	RU
	Translation, Interpreter & Procedural Writing Services
	H
	L
	L
	H

	RV
	Archival and Storage Services
	L
	L
	L
	L

	RW
	Student Placement Programmes, costs and expenses
	H
	L
	L
	L

	RZ
	Other/General Professional & Bought-in Services
	 
	 
	 
	 

	S
	Stationery & Office Supplies

	SC
	Office Equipment Purchase, Lease, Hire and Maintenance
	H
	M
	H
	M

	SF
	Papers (Photocopying) etc
	L
	M
	L
	L

	SG
	Photocopying - Rental, Lease, Purchase, Maintenance, Charges
	H
	H
	M
	M

	SH
	Pre-printed Stationery
	L
	M
	L
	M

	SJ
	General Stationery
	L
	M
	L
	M

	SL
	Education Packs and Materials Specific to Teaching and Learning (not Media - use AC)
	L
	M
	L
	M

	SZ
	Other and General Stationery and Office Supplies
	 
	 
	 
	 

	T
	Travel & Transport (inc. Vehicle hire & Subsistence)

	TA
	Accommodation & Hotels, inc. room bookings
	H
	L
	L
	L

	TB
	Air Travel
	H
	H
	L
	L

	TC
	Ferry Travel
	H
	H
	L
	L

	TD
	Taxi Hire
	H
	M
	L
	H

	TE
	Mileage (Private Vehicles)
	L
	M
	L
	L

	TF
	Rail Travel
	H
	L
	L
	L

	TG
	Subsistence
	L
	L
	L
	L

	TH
	Car Hire
	L
	H
	L
	L

	TJ
	Van Hire
	L
	H
	L
	L

	TK
	Coach Hire
	H
	H
	L
	L

	TL
	Boat Hire & Charter
	H
	M
	L
	L

	TM
	Travel Agency Services
	H
	L
	L
	L

	TN
	Aircraft & Helicopter Hire
	H
	H
	L
	L

	TO
	Storage & Warehouse Services
	L
	L
	L
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	TP
	Student Travel Arrangements
	H
	M
	L
	H

	TQ
	Conferences, meetings, and room bookings
	H
	L
	L
	M

	TR
	Re-location and household removal expenses
	L
	L
	L
	L

	TT
	Package Travel, Field Trips
	H
	M
	L
	H

	TZ
	Other/General Travel & Transport
	 
	 
	 
	 

	U
	Safety & Security

	UA
	Confidential Waste Disposal
	L
	M
	M
	H

	UB
	Fire Protection/Fire Fighting Equipment & Services
	L
	M
	H
	L

	UC
	First Aid Supplies
	L
	L
	M
	L

	UD
	Safety & Personal Protection Equipment
	L
	L
	M
	H

	UE
	Security Equipment & Consumables
	L
	L
	H
	L

	UF
	Security Services
	H
	L
	L
	H

	UG
	Waste disposal & Treatment, Hazardous, Non-laboratory
	L
	H
	H
	H

	UH
	Occupational Health Supplies & Services (inc. Physio)
	H
	L
	L
	L

	UJ
	Surveillance Equipment, Installation & Maintenance (CCTV, Intercom)
	H
	M
	H
	M

	UK
	Access Control, Keys, Security Passes
	L
	L
	L
	L

	UL
	Counselling Services
	H
	L
	L
	L

	UM
	Alarms (including Fire, Smoke, Gas, Intruder) purchase, maintenance, repair and hire
	L
	L
	M
	M

	UN
	Special Needs/DDA Suppliers, Services Equipment purchase, maintenance, repair and hire
	H
	M
	H
	H

	UZ
	Other/General Safety & Security
	 
	 
	 
	 

	V
	Vehicles (Purchase, Lease, Contract Hire)

	VA
	Vehicle Purchase
	L
	H
	M
	L

	VB
	Motoring Association Charges
	L
	L
	L
	L

	VC
	Vehicle Lease Hire
	L
	H
	L
	L

	VD
	Road Tax
	L
	L
	L
	L

	VE
	Vehicle Repair, Maintenance & MOT
	H
	L
	L
	L

	VF
	Tyres
	L
	M
	M
	L

	VG
	Fuels & Lubricants
	L
	H
	L
	L

	VH
	Vehicle Parts & Accessories
	L
	L
	L
	L

	VJ
	Garage Equipment
	L
	L
	M
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	VK
	Specialist Vehicle Purchase - Motor Cycle & Bicycles
	L
	H
	M
	L

	VL
	Specialist Vehicle Purchase - Marine Craft
	L
	H
	M
	L

	VM
	Specialist Vehicle Purchase - Aircraft & Helicopters
	L
	H
	M
	L

	VZ
	Other/General Vehicle Purchase & Lease Hire
	 
	 
	 
	 

	W
	Estates & Buildings

	WA
	Building Materials
	L
	H
	M
	L

	WB
	Capital Projects
	H
	H
	L
	H

	WBA
	Re-roofing
	L
	H
	L
	H

	WBB
	M and E
	L
	H
	L
	H

	WBC
	Building Refurbishment
	H
	H
	L
	H

	WBD
	Design and Build Contracts
	H
	H
	L
	H

	WBE
	Building Demolition
	H
	H
	L
	H

	WBF
	Asbestos Removal
	H
	H
	H
	H

	WC
	Decoration Materials, Works & Services
	H
	H
	M
	L

	WD
	Conservation Projects
	H
	H
	L
	H

	WF
	Fencing - Property & Specialist
	L
	M
	L
	L

	WH
	General Building Repairs & Maintenance (including Signage)
	H
	M
	M
	M

	WI
	Specialist Building Services (Scaffolding, Plumbing, Carpentry, Roofing)
	H
	M
	M
	H

	WJ
	Grounds Maintenance Equipment
	L
	M
	H
	L

	WK
	Ground maintenance, Supplies & Services (inc. Landscaping)
	H
	H
	M
	H

	WL
	Testing & Calibration Services
	H
	L
	L
	L

	WN
	Plant Purchase, Hire & Maintenance, inc. Lifts, Air-conditioning, Boilers, Generators etc
	H
	H
	H
	M

	WP
	Temporary & Mobile Buildings, Hire & Purchase
	L
	H
	L
	M

	WQ
	Waste & Refuse Disposal
	L
	H
	H
	H

	WT
	Cleaning Services
	H
	H
	L
	H

	WU
	Professional Services, Architects, Estates Agents, QS, Construction Mgt, Surveying Equip & Services
	H
	H
	L
	L

	WV
	Pest & Vermin Control Services
	H
	M
	L
	M

	WW
	Estates Tool & Plant Hire
	L
	M
	H
	M

	WX
	Signs & Signposting
	L
	M
	M
	L

	WY
	Tent & Marquee Purchase, Hire & Maintenance
	H
	L
	L
	L

	Com Code
	Commodity Code Description
	Relevance / risk Equality
	Relevance / risk Environmental / Sustainable
	Relevance / risk WEEE / disposal
	Relevance / risk Social issues

	WZ
	Other/General Estates & Buildings
	 
	 
	 
	 

	X
	Miscellaneous/Unclassified

	XA
	Fees, Lecturing, Examining, Moderating etc
	H
	N
	L
	H

	XB
	Credit Card Charges
	L
	N
	L
	L

	XC
	Customs & Excise - VAT
	L
	N
	L
	L

	XD
	Fees - Students
	L
	N
	L
	L

	XE
	Hospitality/Entertainment/Courtesy Expenses
	H
	L
	L
	L

	XF
	Works of Art
	L
	L
	L
	L

	XG
	Building/Premises/Land - Rent, Lease, Hire, Feu Duties
	L
	L
	L
	L

	XH
	Welfare
	H
	L
	L
	L

	XJ
	Other Educational Establishments
	L
	L
	L
	L

	XK
	Other Public Bodies
	L
	L
	L
	L

	XL
	Rates
	L
	N
	L
	L

	XM
	Awards, Gifts, Trophies, Souvenirs
	L
	M
	L
	L

	XN
	Bursaries, Scholarships, Endowments, Donations
	L
	N
	L
	L

	XP
	Unclassified Purchase Card Purchases
	L
	L
	L
	L

	XR
	Interdepartmental trading
	L
	N
	L
	L

	XZ
	Other/General Miscellaneous
	 
	 
	 
	 

	Y
	SPARE/NOT USED
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