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PROCUREMENT EXEMPTION REQUEST
[Guidance]

[Content to be inserted] [Ensure all highlighting is removed prior to submitting for approval]
[To be completed and approved prior to approach to market, extending a contract or awarding a contract. Written approval for an exemption must be obtained:

· for any procurement to be conducted outside of Procurement Policy (e.g. not to use a prescribed approach to market method), or

· for a material change to the Procurement Value, requirement or scope of a procurement or contract that would otherwise require re-approaching the market or using a higher threshold approach to market method than that originally used.]
[Ensure that the exemption includes all potential spend/extensions/scope changes to ensure that approval is based on the total potential requirement and further exemption will not be requested at a later date] 

	The Procurement

	Procurement Title
	[Procurement Title: [Nature of the works] for [Nature of the Project] at [Name of school] (the School)]
[e.g. Design of a bike shed at Bugtown School]
[Reference number if available]

	The Buyer
	[EIS Business Unit (Ministry led) or Board of Trustees (BoT) for [name of school] (school led)]

	Background
	[Circumstances leading to the exemption request. For exemptions involving increasing the scope/value/term of an existing contract (exemption type reason 7 or 8) this should include describing the previous procurement:
· date that the original procurement took place

· approach to market method used

· scope of the requirement described in the approach to market

· history of renewals/extensions, variations, scope changes, previous exemptions etc.]

	The Requirement
	· [outcomes sought

· the goods/services/works to be procured

· deliverables

· scope and term of the contract
· the capability and capacity required of the supplier

· the project that the procurement is part of] 

	Procurement Value
	$[amount] 
Spend to date (exemption type reason 7 or 8)
$[amount] 
Intended spend
$[amount] 
Potential additional spend (all possible extensions, renewals, options, additional or purchases/contracts
$[total] Procurement Value

[Explanation for make-up of procurement value and how it was estimated e.g. benchmarked from previous projects, Quantity Surveyor used.]

	The Exemption


	Exemption Type
	[Select from the following exemption types (delete those not applicable)]
Exemption from open tender in order to direct source (obtain one written quote/proposal)
Exemption from open tender in order to conduct a closed tender

Exemption from seeking three quotes in order to direct source

Exemption from using a panel of suppliers in order to direct source from a potential supplier not on a panel

Exemption from using a panel of suppliers in order to conduct a closed tender with potential suppliers one or more of whom are not on the panel

Exemption from using a panel secondary selection process in order to direct source from a potential supplier on the panel
Approval to increase the value of a contract beyond the maximum threshold for the original approach to market:[Either] (originally under $50k: direct sourced) [OR] (originally under $100k: closed tender)
Approval to change the requirement/scope/term of a contract beyond that described in the original approach to market

	Exemption Reason
	[Select from the following exemption reasons (delete those not applicable)]
Emergency: unforeseen event or circumstance resulting in actual injury, loss of life and/or critical damage to property or infrastructure

Urgent situation: unforeseen event or circumstances resulting in immediate risk of injury, loss of life and/or critical damage to property or infrastructure
Only one supplier for technical and/or intellectual property reasons

Additional requirements where a change of supplier cannot be made for economic or technical reasons and would otherwise result in significant inconvenience or substantial duplication of cost

Prototype or pilot

	Proposed Approach
	[Detail the procurement approach to be taken following approval of this exemption including:
· procurement method:

· direct source (one written quote)

· closed tender (multiple written quotes)

· variation/extension/renewal of contract with current supplier
· the potential supplier(s) to be invited to bid and the rationale for their inclusion
[e.g. Potential suppliers that have responded to similar recent tenders]
· how value for money will be determined
[e.g. comparison of prices with those of similar recent tenders / Project Manager’s experience of market rates] 
· how the exemption will be limited to a minimum scope/volume/term/value
[e.g. any further requirement beyond that described above will be procured separately through a compliant procurement process / This will be the final extension/exemption for this contract]

	Rationale/justification
	[Explanation of why/how the circumstances and proposed approach justify the reason for the exemption.]
[e.g. why the circumstances are an urgent situation, what the “technical reasons” are that mean there is only one supplier, why a change of supplier cannot be made without significant duplication of cost]

	Risks
	Risk:
[Describe the risk]
[e.g. Complaint from a potential supplier that contract opportunity was not openly advertised on GETS]
Treatment:
[Describe the treatment]
[e.g. Previous procurement activity indicates that most likely respondents have been invited to respond to the closed tender process]
Risk:
[Describe the risk]
[e.g. Value for money is not attained]
Treatment: 
[Describe the treatment]
[e.g. Independent Quantity Surveyor will evaluate prices to ensure preferred bid is within market expectations and represents value for money]
Risk:
[Describe the risk]
Treatment: 
[Describe the treatment]

	Endorsement/Approval

	Requested by Procurement Sponsor
	[Name]
Date:

	Endorsed by

[Role][See table below]
	[Name]
Date:

	Approved by

[Role][See table below]
	[Name]
Date:


Endorsement/Approvals 


	BoT/EIS
	Procurement Value or Exemption Type
	Endorsement
	Approval

	Board of Trustee Property Procurement
	Emergency/urgent situation
	EIS School Property Advisor (post endorsement)
	EIS School Property Advisor (prior approval)

EIS Procurement Director (post approval)

	
	Under $100,000
	-
	EIS School Property Advisor

	
	$100,000 – up to $250,000
	EIS School Property Advisor 
	EIS Procurement Manager

	
	$250,000 or more
	EIS School Property Advisor
	EIS Procurement Director

	EIS Property Procurement
	Under $100,000
	-
	EIS Procurement Leader

	
	$100,000 – up to $250,000
	EIS Procurement Leader
	EIS Procurement Director

	
	$250,000 or more
	EIS Procurement Director
	Head of EIS
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