QUOTATION/TENDER EXEMPTION APPLICATION
NO COMMITMENT IS TO BE MADE TO THE SUPPLIER

Sections A, B, C and D are to be completed by School/Service.  Sections A, B and D are mandatory. Failure to supply all relevant details may result in a delay in processing your application. Authorised forms will be retained by Procurement Services to justify exemption of the University Financial Regulations, if successful.
	School/Service: 


	Contact:
	Ext:

	Preferred Supplier


	

	Value of order incl. VAT (Total overall Value of Contract)
(Note: Tender exemptions in excess of £50K must be supported by a business case supporting the reason for exemption)
	


A. Reason for exemption – Please tick the reason below
	Goods and services are to be purchased by auction
	

	The repair of/parts for or additions to existing hardware, machinery or plant, where compatible repairs, parts or additions are incompatible with existing kit
	

	Purchase or repair of articles are sold at fixed price, where no variance of price would be obtained by tendering
	

	Sole supplier (Note: Procurement Services will explore alternate suppliers)
	


B. Details of the exemption (please complete in full)

	Description of goods/services/works required:

	

	Justification for purchase: 
Please attach full details including documentation to support the selected reason for exemption.

	

	Budget code for expenditure(mandatory):
	

	Funding details (if externally funded you must identify funding body)
	


C. Employment Status – information required for the employment of individuals

	Have you confirmed with Procurement Services the self employment status of the individual? (if yes, please attach relevant information)
	

	Do you have a contract of engagement?

(if yes please attach a copy)
	


D. Principal Budget Holder Authorisation 
	I confirm that in accordance with The Bribery Act 2010, due diligence has been undertaken in support of this application and that to the best of my knowledge no breach of the Act has or will be undertaken by contracting with the supplier named above; namely that neither party has engaged in any activity, practice or conduct which would constitute an act of accepting or offering a bribe or bribing a foreign official. I shall promptly report to the University any offer of or request for any undue financial or other advantage of any kind in connection with the performance of this agreement;

	Signed:
	Date:


The fully completed form, once signed by the Principal Budget Holder, should be forwarded to Procurement Services, where further authorisation will be necessary prior to notification to the school/service of the outcome.

…………………………………………………………………………………………………………………………

Forward to Procurement Services for completion:

	Up to £25k Request supported by Procurement Manager 
	Signed:

	Date:

	£25-£200k supported by Finance Director or the Vice Chancellor
	Signed:

	Date:

	£200-£500k supported by Vice Chancellor and Finance Director
	Signed:

	Date:


Please forward form and all supporting documents to fi.purchasing@airport.unn.ac.uk
