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Charity number SC004401

Guidance on Standing Orders

A Standing Order is a Purchase Order for an estimated amount from which incoming invoices are drawn against. It should be raised and authorised in the normal manner.

The normal method of committing and authorising funds under University terms and conditions is to raise a requisition and, once approved, a Purchase Order – which may be electronic or manual - for each and every transaction and this should be the default position to be considered before all others.

-Where the supplies/services do not fall into the category of day-to-day business and the amount is known over a particular time period. This is more likely to apply to areas of significant spend and may be over a substantial time.  Examples are;

· Collaborative research projects with other HEIs, so that funds are committed for activity with that HEI over the period of the research, GRNs must be raised each time such activity is performed by that HEI -i.e. where they invoice us.
· NHS shared activity with the University similar to above.

· Where a department could not reasonably know the exact volume or spend prior to receipt of the supplies/services. This is more likely to apply to smaller areas of spend and for up to 3 months only. A standing purchase order created from an authorised requisition “sitting” on Agresso recording the future commitment can therefore be raised and invoices “drawn” off the committed amount as they arrive, the GRN recorded as normal to ensure invoices will be paid on time. Examples of areas this exception might currently apply to are:

· Taxis

· Utilities such as gas, water and electricity

· Laboratory gas supplies where cylinders are regularly topped up with indeterminate amounts.

· Office water

Schools should close the order off at the end of the requirement so any excess funds not used on the standing purchase order will no longer form part of any commitment.

Should GRNs raised against a standing purchase order exceed the order value, the Agresso Purchase Authoriser will be asked for authorisation for further committed funds to complete the transaction.
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