Single Action Waiver (SAW)

This form must be completed for all orders where competitive quotations or tenders cannot be obtained for purchases equal to or greater than £10k (including VAT).

The Single Action Waiver (SAW) forms part of the University Procurement Policy and Financial Regulations and is required to meet the University’s obligation to deliver value for money and provide clear accountability for all procurement decisions.

The SAW form should only be used under certain circumstances (see guidance for details), but in any event any goods, services, or works delivered prior to obtaining approval is a breach of University Financial Regulations and may ultimately result in disciplinary action and the withdrawal of authority to incur expenditure.

Please complete ALL fields

	Requestor Name
	
	Tel Ext
	

	Department
	
	Date
	/          /

	Name of proposed supplier (full legal name including trading as)
	

	Supplier ID
	
	Requisition number
	

	Net value
	£
	Gross value (inc VAT)
	£


	Description of Goods or Services
	

	Justification for Single Action (see guidance notes):
	



*By signing this form confirm the following:
· I have read and understood the guidance associated with completing this form.
I am recommending that the standard procurement process as per the University’s Procurement Policy and Financial Regulations cannot be followed based on the reasons stated above.
· I confirm this exercise has been conducted in line with the Procurement code of conduct  and that I am not aware of any conflicts of interest that may prevent or prejudice the decision of this procurement exercise.
	Approved by 
(Head of Department) 
	Signed*:

	Name Printed
	
	Date
	/          /

	Please note that this Single Action Waiver will require additional approval from the Head of Procurement, Head of Management Accounting and the Director of Finance before a contractual commitment can be made to the supplier. Any goods, services, works provided prior to obtaining approval is a breach of University Financial Regulations and may ultimately result in disciplinary action and the withdrawal of authority to incur expenditure.



Procurement use only	
	Recommendation: (Approve/Reject)
	

	Reason for Recommendation:
	

	Procurement Action:
	

	Procurement Reviewer:
	

	Date:
	



