
APPENDIX 4 
 
Guidance for the Corporation’s Contract Managers on applications 
for Supplier relief due to COVID-19  
 
Procurement Policy Note - Supplier relief due to COVID-19 
Colleagues across the Corporation are receiving requests from suppliers to provide support in various 
forms, including financial relief and changes to the scope of services. This update is being issued to 
provide guidance on how the Corporation will respond to these requests. 
  
The Chancellor set out a package of measures to support public services, people and businesses 
through the period of disruption that is being caused by COVID-19: 
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-
19/covid-19-support-for-businesses 
  
Subsequent to this, the Cabinet Office has issued a Procurement Policy Notice (PPN) 02/2020 - Supplier 
Relief Due to COVID-19: 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file
/874178/PPN_02_20_Supplier_Relief_due_to_Covid19.pdf  
 
This PPN gives consent to Contracting Authorities to make payments (up to 25% of contract value until 
June 30) in advance of need, to Critical Suppliers, where a value for money case can be evidenced. In 
addition to suppliers categorised as ‘Critical’, the Corporation will also review applications for relief 
from suppliers which are categorised as ‘Important’, providing enhanced assurance of the continuity 
of our supply chain when we return to business as usual. 
 
The PPN also promotes faster payments to all suppliers to assist cash flow. Arrangements for this are 
being implemented by Accounts Payable and are not subject to a review on a case by case basis. To 
aid this effort, Officers must Receipt purchase orders in Oracle as soon as practicable when delivery 
of goods and services has been completed.  
 
Categorisation of Suppliers 
The categorisation of suppliers for administering the relief under PPN02 is being handled in two 
phases. 
 
Phase one is complete, led by COVID-19 Gold Group. This has identified 101 suppliers to critical front-
line services during this current emergency response period. All 101 have been categorised as Critical 
Suppliers “At Risk”, able to apply for relief. 
 
Phase two, led by Chief Officers, is due for completion close of play 24th April. It requires the 
categorisation of the strategic importance of all suppliers on the City’s full open contracts register 
(goods and services). There are 615 contracts to be classified in line with set criteria, as Critical, 
Important, or Needed (but not essential). Supplier categorised as Critical and Important will be 
considered “At Risk”, able to apply for relief. 
 
The full supplier categorisation will be shared with you when this is competed and following its 
approval at Gold Group. 
 
Relief in Works contracts will be handled under different arrangements which are being agreed and 
will be shared as soon as possible. 
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Communication to Suppliers 
Suppliers “At Risk” will receive a letter from the Commercial Director, by way of email. A copy of this 
letter is attached for your reference. 

▪ The phase one 101 Critical Suppliers were issued this letter on 21st April.  

▪ The issue of the letter to the phase two Critical and Important suppliers will begin and 

hopefully be concluded week commencing 27thApril.  

 
Application for Relief 
The application question bank is attached for your information, detailing the evidence that needs to 
be provided to review the case for relief and to justify the decision whether to grant such relief or not. 
The answers and the evidence will need to be gathered by the Corporation’s Contract Manager on 
behalf of the Supplier, prior to the Contract Manager submitting the application on a Microsoft Form, 
which is located here: 
https://forms.office.com/Pages/ResponsePage.aspx?id=zVjmn82zVkCFGTIi_6lr6CFJlDVVdRJOsNCvmut

CytFUNFlRTENBSzRGMk9GRDFVSFU5OUFCS1hBTSQlQCN0PWcu  
   
Review and Decision 
Applications received will be reviewed weekly at Bronze Group for Finance & Contracts, chaired by 
the Deputy Chamberlain. The supporting documentation will be appraised to determine whether a 
value for money case has been made in line with the Transparency requirements of the PPN and that 
this can be evidenced under audit.  
 
If a value for money case has been made, then authority to administer relief under PPN02 is delegated 
the ‘Accounting Officer’. At the Corporation, the Accounting Officer is the Deputy Chamberlain, who 
will confirm what relief will be provided to the supplier. Contract managers will be notified and should 
present any offer of relief to the supplier for their review. 
 
Administration of relief 
This will be by way of a time limited contract change notice, which will expire 30th June, in line with 
the terms of the PPN. If there is a change to the expiry date of the PPN, based on an updated 
Government guidance, you will be informed of any further steps that will need to be taken. 
 
Suppliers should identify in their invoices which elements of the invoiced amount relates to services 
they are continuing to supply (i.e. business as usual) and which amounts are attributable to the impact 
of COVID-19. 
 
Further guidance and support 
Officers should email cityproc.ccm@cityoflondon.gov.uk  
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