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Procedural Note: Buy Local 
 
 
NOTE: This Procedural Note provides support to the Contract 
Standing Orders and shall be read in conjunction with the Contract 
Standing Orders and any associated Procedural Notes. 
 

 
Background 
 

1) This Procedural Note outlines the steps to be taken during a procurement 
activity to support the delivery of the Council’s ‘Buy Local’ Agenda.  
 

2) The Buy Local Agenda is about investing in the local economy and keeping 
the Council’s spend in Plymouth wherever possible.  
 

3) This Procedural Note should be read in conjunction with the Council’s Social 
Value Policy which seeks to generate benefits for the City’s economy, society 
and environment over and above the basic cost and quality of a contract.  
 

4) All procurement activity must adhere to The Treaty Principles of:  Equal 
Treatment, Transparency, Non-discrimination, Mutual Recognition and 
Proportionality therefore, a contract cannot be awarded to a local supplier 
just because they are local. However, there any are number of steps which 
can be taken to engage, support and encourage the local supply chain to 
maximize their opportunities. 
 

5) Note- The Council’s definition of ‘Local’ is ‘PL Postcode’.  The purpose of 
this definition is to try to capture the level of investment and benefit to the 
City which the Council delivers through its spend.  Such benefits to the City 
are not only delivered through direct spend with central Plymouth businesses 
but are a result of spending with the wider area also.  For example the large 
number of Plymouth citizens who work for companies out of the Plymouth 
City Council boundaries 
 

 
Procurement Invitations 

 
6) Contract Standing Orders (CSO’s) give officers the flexibility to either openly 

advertise their procurement opportunity or invite selected suppliers to take 
part in the procurement activity. The decision must be made based on what 
route represents best value for the Council and is most relevant and 
proportional for a given procurement.   
 

7) However, note in support of the Buy Local agenda, inviting selected suppliers 
to take part in a procurement activity and a proportion of those selected 
suppliers being local will increase the probability that a local supplier will be 
successful.  
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8) CSOs places clear Buy Local expectations on Officers when the decision is 
taken to select suppliers rather than advertise: 
 
Value Buy Local requirements 

Up to £5,000 Source One formal Quotation / Tender from PL Postcode 
where possible 

£5,001- relevant 
OJEU Threshold 
 

Seek Three formal Quotations / Tenders; Two from PL 
Postcodes where possible 

Over Relevant 
OJEU Threshold 

Procurements above the OJEU threshold are subject to the 
Public Contracts Regulations 2015 which enforce mandatory 
advertisement or are reliant on the use of pre-set frameworks 
therefore minimum requirements cannot be set however the 
Buy Local agenda can still be supported in other ways- see 
rest of procedural note 

 
 

9) The above are minimum expectations and Officers are actively encouraged 
to increase the proportion of local suppliers invited to a given procurement 
activity where possible as this will increase the probability that a local 
supplier will be successful. E.g. All 3 suppliers invited being local. 
 

10) Where it has been determined that a particular procurement would benefit 
from more than the minimum number of Quotations/Tenders to be sought 
e.g. 5, then the number of local suppliers invited to the opportunity should be 
proportional.  

 
11) Where the expectations above are not met, robust justification must be 

recorded and signed off prior to the procurement being issued. This 
obligation sits with the Officer responsible for the Procurement within the 
requesting department.  
 

12) Sign-off must be obtained in accordance with the authorisation table below: 
 

Value Authorisation level required 
Up to £25,000 Responsible Officer 
25,001- £150,000 Head of Service 
£150,000+ Service Director 

 
13) Evidence of the above must be passed to the Procurement Service for audit 

and reporting purposes before the procurement is issued.*  
 
*Departments on self-service are responsible for storing such evidence and will be expected 
to provide this evidence to the Procurement Service immediately upon request. 
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Self-Service 

14) For procurement activity up to the value of £25,000 the Procurement Service 
is offering the opportunity for Officers to run their own procurement activity 
rather than issue their requirements through the Procurement team. 

 
15) The self-service process is currently being redesigned and consequentially  

roll out of the process is ON HOLD however if you are interested in 
becoming a self-service user in the future please send your expression of 
interest to procurement@plymouth.gov.uk 

 
Sourcing Suppliers 

16) Before a route to market is determined Officer’s may consider splitting up 
their requirements into smaller contracts to give local and SME suppliers a 
greater opportunity. For example, procuring individual consultancy disciplines 
rather than a single large multi-disciplinary team, 
 
Note: requirements cannot be disaggregated just to avoid more complex 
procurement procedures. 

 
PCC Own Process 
 

17) The Buy Local agenda is not only about keeping the pound in Plymouth but 
spreading the Council’s spend across all areas of the local economy. There is 
a clear expectation that Officers will continually look to engage with 
different and new suppliers.  

 
Note- audits may be undertaken by the Procurement Service to check a level 
of diversity is being maintained. 
 

18) When running our own processes the selection of local suppliers may be 
made in a number of ways, for example: 

I. Running supplier engagement activities such as ‘Meet the Buyer’ 
events 

II. using personal knowledge of the local market 
III. discussions with the relevant Procurement Category Lead 
IV. using online search engines  
V. identifying local suppliers previously used by the Council 
VI. referring to supplier introductory emails 
VII. recommendations from other departments/ partner organisations 

 
19) The Council, in collaboration with partners across the City has set up a 

Plymouth Supplier Directory where local suppliers can advertise their 
capacity and capabilities to local buyers. Officers are expected to use this 
Directory to identify local suppliers to invite to their procurement activity. 

 
The directory can be found here: 
https://www.plymouth.gov.uk/plymouthsupplierdirectory  

mailto:procurement@plymouth.gov.uk
https://www.plymouth.gov.uk/plymouthsupplierdirectory
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DISCLAIMER- The Plymouth Directory is an open-source platform 
and the Council and its Partners’ do not take responsibility for the 
accuracy of the information contained on it. The Directory is to be 
used as a supplier identification tool only and Officer’s must 
undertake all necessary due diligence to verify the information as 
part of their procurement activity in the standard manner 

 
20) Officers who have personal knowledge of the local market are expected to 

actively encourage their suppliers to register with the Directory, this will 
increase their opportunity for being selected by other buyers. 

 
Framework/ Dynamic Purchasing System Process 

26) The determined best value procurement route to market maybe an existing 
pre-set framework or dynamic purchasing system (DPS). This would restrict the 
opportunity to be invited only to those suppliers named on the framework/DPS. 
However, the Buy Local agenda can still be considered as follows:  

 
I. Part of the decision-making process in determining which framework 

to use may be to identify which has the most local suppliers  
II. DPSs unlike frameworks are always open to new applicants. An 

Officer can actively encourage their local supply market to apply to 
join the DPS and subsequently delay the procurement activity until 
local suppliers are approved onto the DPS. This will ensure that local 
businesses are being invited to the opportunity to tender.   

III. The application of the Council’s Social Value Policy is particularly 
important where there are no or minimal local suppliers on a 
framework/DPS to ensure benefits stay as local as possible 

 
27) Once the correct suppliers have been identified, they must be asked to 

register on the Council’s chosen procurement system in order to take part in 
the procurement activity.  
 

28) General Note: Frameworks and DPSs are valuable routes to market in 
avoiding lengthy and costly PCR 2015 procedures and Officers should be pro-
active in encouraging local suppliers to apply for positions. The Procurement 
Service works closely with framework providers to try and increase the level 
of local representation, for example facilitating ‘Meet the Framework 
Provider’ events. Officers should make the Procurement Service aware of any 
Suppliers they would recommend for engagement. 

 
Procurement System 
 

29) The Council’s chosen procurement system is Supplying The South West 
(STSW). www.supplyingthesouthwest.org.uk 

 
30) All procurement activity run by the Procurement Service must be undertaken 

using this portal. 

 

http://www.supplyingthesouthwest.org.uk/
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This supports the Buy Local agenda as follows: 

a. Creates consistency across the Council for both low value and high 
value procurements meaning suppliers only have to learn one system 

b. The portal is fully supported including a supplier helpdesk meaning 
local suppliers will get all the technical assistance they need.  

c. Procurements are set up as ‘project’ areas meaning multiple Officers 
and multiple supplier representatives can have access to the same 
procurement activity and communicate on a project level. This 
ensures efficient and effective communication and acts as a clear audit 
trail.  

d. All procurement activity above £5,000 must be logged on the 
Council’s Contract Register and the Council has chosen Supplying the 
South West to hold this information. Local suppliers can search this 
register to see when re-procurements are due. 

e. The portal is used by around 30 public sector organisations in the 
local region, using this portal gives consistency at a region level and 
increases the opportunities for our local suppliers with other buyers. 

 
31) The following information and guidance can be sent to suppliers on how to 

register: 
https://www.plymouth.gov.uk/sites/default/files/Register_on_supplying_the_so
uth_west_guide.pdf. Officers should familiarize themselves with this 
information. 

  
Early Market Engagement 

32) It is not enough to just invite local suppliers to bid for Council opportunities, 
they need to be supported and the best way to do this is through early 
market engagement.  
 

33) Early market engagement can take many forms such as: 

a. ‘Meet the Buyer’ events where Officers and Suppliers come together 
to discuss a general topic or category. For example Construction or 
Transport 

b. Procurement ‘Bidder Days’ where suppliers interested in a specific 
procurement opportunity are invited to an event to find out more 
and meet the project team  

c. Soft Market Testing where a survey/questionnaire is issued to 
Suppliers to establish the level of interest in a requirement and obtain 
feedback on the proposed specification/approach 

 
34) Early market engagement can support the ‘Buy Local’ agenda in the following 

ways: 
 

i. Checking the capability and capacity of the supply chain to ensure a 
requirement or approach is reasonable given the current 
circumstances including realistic timescales  

ii. Explaining an exact requirement to suppliers so they do not 

https://www.plymouth.gov.uk/sites/default/files/Register_on_supplying_the_south_west_guide.pdf
https://www.plymouth.gov.uk/sites/default/files/Register_on_supplying_the_south_west_guide.pdf
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misinterpret  
iii. Providing guidance/ training on any particularly tricky aspects of a 

procurement to avoid misunderstanding and so that they are not 
discouraged from bidding 

iv. Incorporating supplier feedback into procurement documentation 
where appropriate so that not only is a requirement reasonable but 
suppliers feel valued 

v. Prepare suppliers; so that they are ready when an opportunity goes 
live, including ensuring they are registered on the Council’s 
procurement portal: 

vi. Sharing information on the Council’s requirements and needs in 
advance of any procurement so that suppliers can use this to form 
their local business development plans and invest in growing local 
services 

vii. Emphasising the support suppliers will have during a procurement 
process including encouraging the submission of questions, no matter 
how small 

 
35) General note- the outcome of the early market engagement activity could be 

that the requirement and/or procurement strategy needs to be completely 
rethought thus avoiding a potentially protracted and expensive procurement 
activity which does not deliver the Council’s needs.  
 

36) Early market engagement should be undertaken in consultation and 
collaboration with the Procurement Service, departments should not 
undertake early market engagement without the involvement of 
Procurement. 

 
Training 
 

37) The Procurement Service offers Officers training modules on the various 
aspects of the procurement cycle and this includes how the Buy Local agenda 
and Social Value can be effectively applied to a procurement activity. Officers 
interested in undertaking further training should visit: 
https://plymouthcc.sharepoint.com/sites/ToolsToDoMyJob/SitePages/Procure
ment.aspx  

 
38) The Procurement Service is currently in the process of developing a 

programme of training for Suppliers on how to do business with the Council. 
This will be communicated to Officers once established and advertised on the 
Council’s Procurement webpages. 

 

https://plymouthcc.sharepoint.com/sites/ToolsToDoMyJob/SitePages/Procurement.aspx
https://plymouthcc.sharepoint.com/sites/ToolsToDoMyJob/SitePages/Procurement.aspx

