PROCUREMENT NOTES:

Procurement rules apply when you are considering either purchase of equipment, or of services from a third party. 

They can apply in relation to many of our activities, including research. 
Points to note are: 

1. Purchases between £5k and £14,999 (inclusive of VAT)  require formal quotations; purchase over £15k require formal tender. Please see the Buyers Guide at link: https://www.sussex.ac.uk/webteam/gateway/file.php?name=buyers-guide.pdf&site=372
2. When costing third party services or  equipment to be procured, be aware of the value of the service/item and possible requirements in relation to procurement and tendering. There are certain thresholds above which formal tendering procedures must be followed and flagged with the PI.
3. At the scoping/bidding stage make no commitment (ie. either in the proposal or to a potential supplier) to commission the work with them. In other words, make the supplier aware that although they are providing an estimate, it will become subject to competitive tendering if awarded (but they are clearly in a preferential position as they will have a good understanding of the requirements).
4. If however, the supplier has been named in the bid and there are valid reasons why only they should be commissioned, then the Procurement Office will assess this and proceed on a “Single Tender Waiver” basis.
For the thresholds see:

http://www.sussex.ac.uk/procurement/1-3-1-2.html
And consult the “Buyers Guide” at:

https://www.sussex.ac.uk/webteam/gateway/file.php?name=buyers-guide.pdf&site=372
When costing such items please discuss this with your Research Development Officer.
