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Send ‘Request for 
Procurement Support’ to 

GDPR Review & 
Sign Approval 

Form
(Only when 

Required by Risk)

Below £25K

Contract Signed 
by COO

HoS/DoPS Self-Confirm 
Budget

(No Finance Approval 
Required)

£100k+
Finance Business Partner & 

DoF signs approval form

Legal Review & 
Sign Approval 

Form

GDPR Review 
& Sign 

Approval 
Form

Contract Preparation and Signature Process
Above £25K

 Risk Assessment (Legal & Data Protection)
 Create Contract Package & Send for Review & Signature
 Liaison Between School/PS Lead & Supplier regarding any 

contractual issues

£25k-£100k
Finance Business Partner 

signs approval form

 Carry out Procurement Activity to secure VFM & Supplier
 Create Contract Package & Send for Review/Signature
 Liaison Between School/PS Lead & Supplier regarding any 

contractual issues

Send Contract Documents 
to Contracts@sussex.ac.uk
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