
Purchasing (Items over £3,000)
You must have appropriate authority, inline with the  Mercian Trust Financial Handbook, to proceed with an order before commencing the 
procurement process
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Purchase over £3,000

Authorised PO 
Emailed/ Posted to 

supplier

Requisition passes 
through 

authorisation chain 
within PSFinancials

Has timeframe and 
specification been 

drafted

No

Enter Requisition on PSFinancials attaching 3 quotes or 
competitive comparison summary across 3 suppliers.

Help guides available on 
http://finance.themerciantrust.org/

Request quotes from 3 suppliers and confirm 
best value for money response.

If support is required please contact the 
Procurement Team£3k - £10k

Process as PO

Select best value for 
money form options 

provided.

Is supplier on 
PSFinancials

Email Finance to 
add supplier PSLive

Contract 
Procurement 

team for 
guidance and 

support

Exemption – Where it is 
not possible to compare 

across 3 suppliers a 
Finance Procedure 

exception form must be 
completed and sent to 

CFO for approval.

Contracts over £25k must be advertised on 
Contracts Finder. Tenders over the Government 
threshold limits must be advertised on the Find a 

Tender Service.

The Procurement Team will undertake this 
tender work for you.

Framework or Low value tender procedure 
must be followed.

The procurement team will run or support this 
process for you.

£10k - £25k

£25k +

No

Yes

PO processed by 
authorisation chain, 

BMGR, CFO.


