
Route 2: Strategy Document Template (Word Format)
1. Introduction
The Procurement Officer should provide the following high level information for the procurement including a brief description of what is going to be purchased. 
	Brief Description of Purchase (considering purpose, criticality, sensitivities etc)

	


	Title of Purchase
	Lead Procurement Officer
	Budget/Value of Contract
	Budget approved by customer (Y/N)

	
	
	
	


2. Stakeholders, the User Intelligence Group (UIG) and Evaluation Panel
The Procurement Officer must identify key stakeholders who will be affected by the proposed procurement and provide details of the customer/members of the UIG. 
	Key stakeholders identified
	List of UIG members (if applicable)
	Evaluation Panel (who will evaluate bids from tenderers)

	-

-

-

-

-

-
	-

-

-

-

-

-
	-

-

-

-

-

-

	Link to further guidance on stakeholder identification



3. Current Contract Status & Spend Analysis
The Procurement Officer must provide details of any current contracts in existence. This may help to identify opportunities for aggregating demand and/or collaboration with other organisations.  A basic analysis of spend can help to anticipate demand for the duration of the proposed contract.

	Current Contract Status/Spend Analysis

	Description 
(scope, type of contract, contract owner, supplier etc)
	Duration/Expiry
	Value/Spend

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Link to further guidance on Current Contract Status/Spend Analysis



4. Supply Market Analysis
The Procurement Officer should conduct a level of market analysis for any procurement in order to understand the market landscape and identify key players, although this will be proportionate according to the value and risk associated with the commodity. 
	Supply Market Analysis

	Details of research undertaken 

(sources/type of information analysed)
	Results/outcomes of research

	-

-

-

-

-

-
	-

-

-

-

-

-


	Link to further guidance on conducting Supply Market Analysis



5. Risk Management – Identification and Assessment
All procurements contain risks that may impact on their progress therefore it is important for the Procurement Officer to identify and assess risks so that they can be managed to prevent it from becoming an issue.
	Risk and Issues Register

	Risks/Issues identified as at:
	

	ID
	Owner
	Description
	Assessment Result (Probability/Impact)
	Date of Assessment
	Mitigating Actions
	Next Review 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Link to further guidance on Risk Management



6. Option Summary with Benefits
The Procurement Officer must summarise the options available to progress the procurement. These may be based on the procurement route, the availability and use of collaborative arrangements and/or the cessation of service. Note: The content of the template can be amended to suit the specific needs of the requirement. 
	
	
	Option 1
	Option 2
	Option 3
	Option 4
	Recommendation

	1
	Route to Market
	Not applicable


	Do nothing


	Use existing framework
	Develop bespoke contract
	

	
	Benefits/Risks


	
	
	
	
	

	2
	Procurement Route
	Open
	Restricted
	Competitive Dialogue
	Other
	

	
	Benefits/Risks


	
	
	
	
	

	3
	Lots


	Not applicable
	1 Lot
	Geographical
	Product/ Service
	

	
	Benefits/Risks


	
	
	
	
	

	4
	Suppliers per Lot


	Not applicable
	1 Supplier
	3-5 Suppliers
	5 + Suppliers
	

	
	Benefits/Risks


	
	
	
	
	

	Link to further guidance on Options Appraisal


7. Opportunity Assessment
The Procurement Officer should, where appropriate, complete the table below considering the opportunities available from the procurement in line with the Best Value Triangle options. 
	Best Value Opportunity Assessment

	
	
	Description
	Ease
	Time
	Benefits
	Resources
	Pros
	Cons

	Purchase Demand Management

“Have you considered this?”
	Reduce Consumption
	
	
	
	
	
	
	

	
	Consolidate Spend
	
	
	
	
	
	
	

	
	Improve Specification
	
	
	
	
	
	
	

	Supply Base Management

“Have you considered this?”
	Restructure Relationships
	
	
	
	
	
	
	

	
	Increase Competition
	
	
	
	
	
	
	

	
	Restructure Supply Base
	
	
	
	
	
	
	

	Total Cost Management

“Have you considered this?”
	Optimise Total Supply Chain Costs
	
	
	
	
	
	
	

	
	Reduce Total Ownership Costs
	
	
	
	
	
	
	

	
	Reduce Transactions
	
	
	
	
	
	
	


8. Sustainable Procurement – Sustainability Test
The Procurement Officer must provide details of the social, economic and environmental elements of the proposed procurement that should be addressed through the Specification / Evaluation Criteria / Key Performance Indicators. 

	Is there any legislation that could affect the specification of this procurement? E.g. Health and Safety legislation

	(If yes, insert details)




	Do Government Buying Standards specifications apply to this procurement?

	Yes / No (delete as appropriate) (If Yes, insert details)




	Is there a more effective method of invoicing and payments? E.g. Are purchasing cards or lodged purchasing card appropriate methods of payment for this procurement?

	Yes / No (delete as appropriate) (If Yes, insert details)



	Are Community Benefits achievable as a result of this procurement? 

	Yes / No (delete as appropriate) (If Yes, insert details)




	Are there any diversity issues that need to be considered? E.g. accessibility needs. Religious needs, differing diets etc..

	Yes / No (delete as appropriate) (If Yes, insert details)




	Is this procurement suitable as a reserved contract?

	Yes / No (delete as appropriate)



Link to further guidance on Sustainable Procurement


9. Contract Management

The Procurement Officer should consider the level of contract management that will be required. The Level of Contract Management Assessment Tool may be useful at this stage. You should consider how you will implement and manage the contract, facilitate access for users and ensure the effective transfer and close of the contract. 

	Contract Management Considerations

	

	Link to further guidance on Contract and Supplier Management considerations at the Commodity Strategy stage.


10. Anticipated Outcomes/Benefits

The Procurement Officer must provide details of the anticipated outcomes following the proposed procurement including benefits where applicable. It is noted that monetary benefits may not always be available in the case of a contract re-let where the satisfaction of need is priority. 
	Anticipated Outcomes/Benefits (if applicable)

	


11. Project/Implementation Plan
The Procurement Officer should provide details of the key activities to be taken forward including approximate start and end dates, desired outcomes/deliverables and the benefits of undertaking the activities. 
	Project Plan

	#
	Activity Description
	Owner
	Start Date
	End Date
	Desired Outcome
	Potential Benefits

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	Link to further guidance on Project Planning



12. Management Approval/Sign Off

The Procurement Officer must ensure that approval is obtained from the appropriate person within the organisation and note the details of the approval below. 

	Name of Approver
	Approval Date

	
	


	Comments

	


13. Version Control

	Version No.
	Updated By
	Date Updated
	Details of Change
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