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Below-threshold procurement 
Templates

“Open” and “Closed” Tender 
Procedures
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1. 
Background 
and context
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Below-Threshold Procurement

“Below-threshold” procurement refers to procurement of contracts with an estimated value 
below certain thresholds, established internationally and revised once every two years.

The current thresholds were set in January 2026 and are:

• For Goods and Services:
• Where the contracting authority is a Central Government body: £135,018
• For all other Contracting Authorities: £207,720

• For Works (including construction and demolition): £5,193,000
• For Concession Contracts: £5,193,000
• For contracts covered by the Light Touch Regime: £663,540

When calculating whether a contract is above or below the relevant threshold, you should 
include any applicable taxes, including VAT.
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Below-Threshold Procurement

“Below-threshold” procurement refers to procurement of contracts with an estimated value 
below certain thresholds, established internationally and revised once every two years.

The current thresholds were set in January 2026 and are:

• For Goods and Services:
• Where the contracting authority is a Central Government body: £135,018
• For all other Contracting Authorities: £207,720

• For Works (including construction and demolition): £5,193,000
• For Concession Contracts: £5,193,000
• For contracts covered by the Light Touch Regime: £663,540

When calculating whether a contract is above or below the relevant threshold, you should 
include any applicable taxes, including VAT.

Note that NHS 
Trusts are now 

treated as Central 
Government entities 

under PA 2023

Universities and 
Colleges, like 
Councils, are 
sub-central

4



22/04/2026

5

Below-Threshold Procurement – Reminder of Legal Position

The full legal regime for public procurement is intended to primarily apply to above-threshold 
procurement activity – because the public procurement regime partly exists to promote and 
facilitate cross-border trade.

Below-Threshold procurements are not subject to most of the rules in the Procurement Act 
2023.

The limited rules which do apply can be broken down into categories:

• Advertising and Competition
• Award Notifications
• Shortlisting and Selection
• Procurement Principles
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Advertising and Competition

Below-threshold, there is no automatic requirement to carry out an advertised procurement process.

Below-threshold, there is no automatic requirement to carry out a competitive process.

It is left for individual authorities to decide what internal rules and procedures they wish to put in place. This will 
largely be addressed in Standing Orders or internal procurement rules: 

➢ Some authorities require three quotations to demonstrate value for money.

➢ Some authorities impose a value threshold (perhaps £50,000, or £75,000) above which they require 
officers to run a below-threshold Open Tender.

➢ Some authorities leave it to officers to decide on a case-by-case basis whether to seek multiple 
quotations or simply award directly to a trusted local supplier or specialist provider.

The point is that it’s up to the authority. 

In some exceptional cases, there may be an obligation to carry out an advertised competitive procurement 
process – but this is not a default requirement. (We will examine this under “principles”).
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Advertising 
and 
Competition
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Open ITT or Closed RFQ Procedures

• Two templates have been produced to assist you in running below-
threshold procurements.

• These are:
• An Open ITT template
• A Request for Quotation process

• Both of these are designed as a single stage process. That is because, 
below the goods and services threshold, you are prohibited from using 
a multi-stage process. No form of shortlisting, in particular, is allowed.

• The difference is:

• The Open ITT template is designed to be used for a fully advertised 
process, where you will place an advert on the CDP (as well as your 
own portal, if you have one);

• The Request for Quotation (RFQ) is designed for procurements where 
you only invite a selection of chosen suppliers, without wider 
advertising at the point of invitation. This may be described as a Closed 
RFQ process since it is “closed” to only the participants that you select 
in advance.
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Closed RFQ Procedures

• In principle, there is no procurement law obstacle to having a Closed RFQ 
process for any below-threshold contract, or permitting direct award where 
this is permitted within the authority’s own governance rules.

• For example, whenever a requirement for a particular type of goods, works or 
services arises, simply selecting two or three local suppliers in the relevant 
market sector, and inviting them to quote.

• However, this can create risks, in two scenarios in particular:

• Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

Or:

• 2.   Where the process freezes out particular (local?) suppliers.
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1. Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

Schedule 3, Para 4 of the Procurement Act is a new version of the old “aggregation rules”.

It reads as follows:

4 (1) Sub-paragraph (2) applies where—

(a) a contracting authority estimates the value of two or more contracts, and
(b) the goods, services or works to be supplied under the contracts could reasonably be supplied under a 
single contract.

(2) The contracting authority must estimate the value of each of the contracts as including the value of all of 
the contracts, unless the authority has good reasons not to do so.

What this means is simple: If, when you invite quotations for a below-threshold contract, you knew, or 
should reasonably have known, that there was more work to come, which would then be later procured via 
more below-threshold contracts….

    ….then you ought to aggregate the exercise into a single, higher-value 
    procurement unless there is a “good reason” not to combine the contracts 
    into a single requirement.
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Where the 
“Anti-
Avoidance” rule 
in Schedule 3, 
Paragraph 4 
applies

• What is a “good reason” for not aggregating?

• The  PA 2023 Guidance offers some general examples:

• Where a business unit within a large contracting authority 
has a delegated budget and procures only for the purposes 
of that business unit;

• Where there are many business units with their own needs 
that cannot feasibly be expected to know every 
procurement requirement of other business units within the 
wider organisation;

• Where not aggregating would lead to better value 
outcomes.
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1. Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

What is a “good reason” for not aggregating?

The PA 2023 Guidance offers some general examples:

• Where a business unit within a large contracting authority has a delegated budget and procures only for the 
purposes of that business unit;

• Where there are many business units with their own needs that cannot feasibly be expected to know every 
procurement requirement of other business units within the wider organisation;

• Where not aggregating would lead to better value outcomes.

        For example, where an authority has a 
       highly autonomous unit like a printing 
       works, shared services hub, etc., 

        which functions almost like a 
        separate entity and has its own 
        budget control.
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1. Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

What is a “good reason” for not aggregating?

The PA 2023 Guidance offers some general examples:

• Where a business unit within a large contracting authority has a delegated budget and procures only for the 
purposes of that business unit;

• Where there are many business units with their own needs that cannot feasibly be expected to know every 
procurement requirement of other business units within the wider organisation;

• Where not aggregating would lead to better value outcomes.

        

       For example, procurement by local authority 
       maintained schools with a high degree of 
       autonomy over buying decisions.
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1. Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

What is a “good reason” for not aggregating?

Take careful note: “To avoid the extra work involved in running an above-threshold project” is unlikely to be a 
“good reason”!
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1. Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

Practical examples:

In January 2026 an Authority ran a 
limited quotation exercise for the design 
and hosting of a bespoke public-facing 
website to promote a particular project. 

The estimated value is £65,000 (total) 
over two years.

Three local web design agencies are 
invited to quote. Funky Web Ltd. wins 
with a price of £64,000.

In August 2027 the same Authority runs 
a limited quotation exercise for 
technical ICT consultancy advice to 
support the upgrade of its internal 
Intranet, plus ongoing development 
support for up to three years.

The estimated value is £150,000 (total).

The Authority learns that Funky Web 
Ltd. also provides this type of support. 
They are invited to quote alongside one 
other supplier. They win with a price of 
£142,000.
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1. Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

Practical examples:

In January 2026 an Authority ran a 
limited quotation exercise for the design 
and hosting of a bespoke public-facing 
website to promote a particular project. 

The estimated value is £65,000 (total) 
over two years.

Three local web design agencies are 
invited to quote. Funky Web Ltd. wins 
with a price of £64,000.

In August 2027 the same Authority runs 
a limited quotation exercise for 
technical ICT consultancy advice to 
support the upgrade of its internal 
Intranet, plus ongoing development 
support for up to three years.

The estimated value is £150,000 (total).

The Authority learns that Funky Web 
Ltd. also provides this type of support. 
They are invited to quote alongside one 
other supplier. They win with a price of 
£142,000.

In this example there is no risk of breaching the 
anti-avoidance rules in PA 2023 because these 
can safely be defined as separate projects, which 
are not part of a single requirement.
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1. Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

Practical examples:

In January 2026 an Authority ran a 
limited quotation exercise for the 
provision of tree surgery services 
at its “King’s Meadow” site.

The estimated value is £65,000 
(total).

Three local horticultural suppliers 
are invited to quote. Justin 
Credible Trees and Gardens wins 
with a price of £64,000.

In August 2026 the same 
Authority runs a limited 
quotation exercise for tree 
surgery services in four other 
open parkland spaces it is 
responsible for.

The estimated value is £150,000 
(total).

The same three local 
horticultural suppliers are 
invited to quote.

The Procurement 
Manager notices that the 
Authority also spent 
£50,000 last year with 
Justin Credible Trees 
and Gardens, via two 
separate Direct Awards, 
for….

“Tree surgery services in 
parkland areas”.

17



22/04/2026

18

1. Where the “Anti-Avoidance” rule in Schedule 3, Paragraph 4 applies

Practical examples:

In January 2026 an Authority ran a 
limited quotation exercise for the 
provision of tree surgery services 
at its “King’s Meadow” site.

The estimated value is £65,000 
(total).

Three local horticultural suppliers 
are invited to quote. Justin 
Credible Trees and Gardens wins 
with a price of £64,000.

In August 2026 the same 
Authority runs a limited 
quotation exercise for tree 
surgery services in four other 
open parkland spaces it is 
responsible for.

The estimated value is £150,000 
(total).

The same three local 
horticultural suppliers are 
invited to quote.

The Procurement 
Manager notices that the 
Authority also spent 
£50,000 last year with 
Justin Credible Trees 
and Gardens, via two 
separate Direct Awards, 
for….

““Tree surgery services 
in parkland areas”.

This arrangement is at much greater risk of breaching the anti-
avoidance rule, because it appears the Authority has a recurring, 
ongoing need for tree surgery services of a similar nature.

They should consider carrying out a single competitive 
procurement process to establish a compliant contract.
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2. Where the process freezes out particular suppliers

Even where there is not a significant risk of breaching the “anti-avoidance” rule in the Procurement 
Act, there is a potential risk of reputational damage or even complaints to the Procurement 
Review Unit if excessive use is made of a limited roster of companies, which other firms are 
arbitrarily excluded from.

Obtaining three quotes from the same three local suppliers each time may appear to demonstrate 
a basic approach to value for money, while also keeping the trade local.

But what if there is a fourth capable local supplier, or even a wide range of good-quality local firms? 
Why are only the select three being offered all the work? 

Consider the risk of complaint from those arbitrarily locked out of the process. Your business can 
have a significant impact on the local market – don’t you want to treat the local market fairly?

Is it possible for you to design a procedure that ensures that, over time, a variety of capable firms 
are given opportunities to quote?

For very common recurring requirements, could you even set up a Framework?
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2. The Closed 
RFQ and Open 
ITT templates
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Common Features

Both templates have a common drafting approach,
and some parts are colour-coded to aid you.

Where you see text in:

• Blue highlight - means the text is for your 
guidance only, you must delete it before issuing 
to suppliers. 

• Yellow highlight - means you must complete
the section, by adding relevant information, before
issuing to suppliers.

• Green highlight - means that section is optional,
you can keep it, or delete it, to suit your particular
needs.
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Important note

• Template documentation should be 
appropriately reviewed to ensure it is 
fit for purpose, clear, and 
appropriately customised to the 
specific objectives and requirements 
of each contract in future procurement 
exercises.

22
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Common Features

For example, here is the front page of the RFQ template.
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Common Features

For example, here is the front page of the RFQ template.

You need to populate: 
   Your internal reference
   number

   

   The title of the 
   requirement.

   

   The deadline date 
   and time.
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Common Features

Both templates treat the requirement for Suppliers to register on the Central Digital Platform (Find A 
Tender Service) as a mandatory requirement.

This is because for any contract award over £12,000 (Central Government), or £30,000 (sub-central), 
you will not be able to publish the required notices if the supplier is not registered on the Platform.

Even if the procurement is not advertised in advance, it is now sensible practice to insist that 
suppliers are registered.
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The RFQ template

For the RFQ, other sections you’ll need to complete are clearly indicated.

They include:

• The table of contents;

• Introductory details and the background to the requirement;

• Contract term (i.e. duration, and extensions);

• The outline timetable;

• The Specification of requirements;

• The Conditions of Participation; 

• The Award Criteria, their weightings, and associated Questions;

• Your Contract Terms and Conditions.

26



22/04/2026

27

The RFQ template

For the RFQ, other sections you’ll need to complete are clearly indicated.

They include:

• The table of contents;

• Introductory details and the background to the requirement;

• Contract term (i.e. duration, and extensions);

• The outline timetable;

• The Specification of requirements;

• The Conditions of Participation; 

• The Award Criteria, their weightings, and associated Questions;

• Your Contract Terms and Conditions.

We will use the RFQ 
template as an example 
of how to populate the 

document.

There is not time today 
to go through every 

single page, but let’s 
focus on some really key 

items.
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The RFQ template

Remember that yellow sections need to be 
completed, while green sections are 
optional.
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The RFQ template

Remember that yellow sections need to be 
completed, while green sections are 
optional.

 You should have some brief standard
 text introducing your organisation

 Then a brief summary of the 
 requirement (not a full specification,
 that comes later)

 The initial contract period must be 
 stated. Whether you allow for extensions 
 is up to you, but should be determined in 
 advance, and made clear.

 An indicative timetable is provided, which
 you should complete as an aid to suppliers.

 If site visits are used, the timing of them 
 should be made clear.
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The RFQ template

Every RFQ will need a Specification or Statement of Requirements.

This is the key section which explains what you want to buy.

If the requirement is quite technical,
and contains drawings or diagrams,
you may wish to provide it as a 
separate document. 

But, if so, very clearly indicate this, 
so that suppliers know to look for it.
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The RFQ template

The Preliminary Questions and Grounds for Exclusion are based on standard Government practice.

You should not need to alter
Part 3 - 1 or Part 2, they should be the 
same in every RFQ you issue.
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The RFQ template

Where you are using Pass / Fail Conditions of Participation you should populate this summary table 
to clearly list them.

The RFQ template provides a few sample Conditions of Participation covering Insurance, Health & 
Safety and Data Protection.

These are optional and you should
determine what you need based
on the nature of the procurement.

You can also add your own, but be 
proportionate. An RFQ with 20 bespoke 
Conditions of Participation would be 
very unwieldy and some suppliers may 
refuse to participate.
It will also increase your workload. 

Be sensible!
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The RFQ template

The Award Criteria also need to be populated.

Even more so than for Conditions of Participation, they need to be relevant to the procurement each 
time.

You should provide a summary, and
the relative weightings, in this table:
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The RFQ template

The Award Criteria also need to be populated.

Then for each question, you need 
to populate the template.

Also set a clear Word Count or 
Page Limit, to prevent Suppliers 
submitting “War and Peace”:
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The RFQ template

At the end of the document there is a space for you to attach your terms and conditions:

These may be short enough to paste in,
or you may wish to provide them as a
separate document, but in the latter
case, be clear about where to find them.

35



22/04/2026

36

The Open ITT

The Open ITT is similar in concept to the RFQ but consists of up to four documents:

 Part 1: Instructions for Suppliers (including Specification);

 Part 2: Terms and Conditions;

 Part 3: Tender Submission document;

 Part 4: Pricing Schedule.
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The Open ITT

The Open ITT is similar in concept to the RFQ but consists of up to four documents:

 Part 1: Instructions for Suppliers (including Specification);

 Part 2: Terms and Conditions;

 Part 3: Tender Submission (quality) document;

 Part 4: Pricing Schedule.

• Part 2 is the same as “Schedule 1” at the end of the RFQ template

• Tender submission is separated into:

• Part 3 (Quality Submission)
• Part 4 (Price)

• The Part 1 Instructions are more detailed than in the RFQ, so let’s look at some key points.
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The Open ITT

The Open ITT includes a Glossary of key terms, a few of which need to be populated:
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The Open ITT

As for the RFQ, remember that yellow sections need to be completed, while green sections give you 
options. Blue text is for your own guidance and should be deleted when the document is ready:
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The Open ITT

As you prepare your ITT Instructions, read through the blue text carefully; it contains a lot of helpful 
information about how you should populate the document:
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Q&A and Discussion
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Questions 

The information presented is for general informational purposes only and should not be 
considered professional advice. The presenter is not responsible for any errors or omissions in 

the content. Any cases or references to any person or organisation has only been used for 
educational purposes and no judgment is made on any person or organisation. 

mhans@procuretoday.co.uk
Mobile: 07717345188
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