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GUIDANCE on completing this document 
(delete this section prior to submitting document for approval)
This document should be completed to the level of detail which is appropriate for the size of spend and risk of the product/service to be purchased. 
The template should be adapted as required.
Guidance is provided in italics throughout the document and should be deleted in the final version. For additional advice or support in completing this document, contact XXXXX.
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[bookmark: _Toc435037541]Procurement Project Details Subject to the Usage / Spend Analysis
			

	Sourcing Activity
	Insert procurement project name

	RFx Number
	Insert procurement project number

	Requirements Overview
	Provide a brief overview of the requirements

	Procurement Objectives
	Provide a brief overview of the objectives


[bookmark: _Toc435037542]Total Addressable spend
Calculate the total addressable spend for the category/project.  Remove elements that cannot be influenced (e.g. regulatory fees, inter department transfers).  Identify any trends and seasonality in the spend.
Example table
 

[bookmark: _Toc435037543]Total spend by supplier
Identify the top suppliers and the spend as shown in the example below.  This allows analysis of the concentration of spend among the suppliers.  A diverse range of suppliers may indicate opportunities for aggregation or consolidation.  It may also mean a large amount of ‘maverick’ spend that is not currently contracted.

Example table

[image: ]
[Enter Text]
[bookmark: _Toc435037544]Spend by department 
Identify the spend by department.  This helps identify some of the key stakeholders who may be impacted by any changes to supply arrangements.  In addition it enables the practitioner to identify stakeholders to gather any specific requirements. 

 
[Enter Text]
[bookmark: _Toc435037545]Total and average value of transactions
Identify the total number of transactions and calculate the average value of transaction for the addressable spend.  This enables insight when used with other spend data to identify patterns within departments and potential improvements in purchasing channels (depending on the type of transactions)
 


[bookmark: _Toc435037546]Transactions by department
Identify the number and percentage of transactions by department.  This will give insight to the purchasing patterns within departments and identify the size of purchases.  

 
 [Enter Text]
[bookmark: _Toc435037547]Type of transactions
Identify the type of transactions being used for payment.  This data will enable insight to opportunities to improve purchasing behaviour and or payment processes with suppliers.  As an example a high number of transactions without purchase orders may lead to identifying spend not under contract or process efficiencies for a specific department.


 


Transactions FY14/15
41821	41852	41883	41913	41944	41974	42005	42036	42064	42095	42125	42156	6432	7656	4678	9876	8744	6543	5439	5699	4659	7888	7569	4590	$217.66	$156.74	$363.40	$182.26	$217.29	$168.12	$312.56	$315.84	$450.74	$253.55	$251.02	$370.37	217.66169154228857	156.73981191222572	363.40316374519023	182.26002430133659	217.291857273559	168.11860003056702	312.55745541459828	315.84488506755571	450.74050225370252	253.54969574036511	251.02391333069099	370.37037037037038	



Transactions by Department FY14/15

HR	Legal	Business Services	Markering	Finance	Other departments	0.15	0.23	0.32	0.08	0.06	0.16	
Transactions type FY14/15

Purchase order	Direct invoice (No PO)	Corporate Card	Consolidated invoice	Manual process	19943.25	11965.949999999999	6381.84	9572.76	1595.46	
FY 14/15 Spend ($M)

41821	41852	41883	41913	41944	41974	42005	42036	42064	42095	42125	42156	1.4	1.2	1.7	1.8	1.9	1.1000000000000001	1.7	1.8	2.1	2	1.9	1.7	


Spend by Department FY14/15 (M)

HR	Legal	Business Services	Markering	Finance	Other departments	8.5	6	18	3	2.1	6.3	
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