
Large Capital Procurement Assessment Form 
This form must be completed by management prior to any property purchase or renovation 
works exceeding £25,000. The completed form must be reviewed and approved by the 
Trustees and/or Finance Steering Group (FSG) – please refer to the Finance Policy. 

Section 1 – Project Overview 
Project Title: 

Project Location: 

Date of Submission: 

Lead Officer / Project Manager: 

1.1 Project Description 

Provide an outline of the proposed renovation or property purchase, including what, where, 
how, and what is the timescale. 

 

1.2 Purpose and Strategic Fit 

Explain how this project aligns with Handcrafted’s mission and values. Describe the 
intended impact on Handcrafted, its beneficiaries, and trainees. 

 

1.3 Evidence of Need 

Summarise the evidence supporting this project, including data, stakeholder feedback, or 
strategic requirements.  



 

1.4 Project Management Capacity 

Identify who will manage this project. Confirm and evidence whether Handcrafted has the 
internal capacity (skills, time, and resources) to deliver it successfully. 

 

1.5 Initial Survey and Appreciation of Works 

Describe the survey and appreciation carried out and any key findings or concerns. Detail 
who carried out the survey/appreciation and why they are qualified to do so.  

 

Section 2 – Financials 

2.1 Projected Cost Summary 

ITEM ESTIMATED COST (£) FUNDING SOURCE NOTES 
        
    
    

Total Project Cost: £__________________ 

2.2 Projected Financial Impact 

Describe the expected financial implications over the next 10 years, including impact on 
cashflow, reserves, liabilities, and assets. 



 

2.3 Feasibility and Funding Plan 

Explain how the project will be funded and confirm that a suitable buffer is in place for 
potential overspend. 

 

2.4 Evidence of Procurement Process 

Attach evidence as appropriate:​
- For renovation works: formal tender process (minimum of 3 quotes).​
- For property purchases: surveyor’s report, solicitor checks, and due diligence documents. 

 

2.6 Evidence of Value for Money 

Provide evidence that the proposal represents value for money, such as comparable 
property values or tender results. 

 

Section 3 – Risk Assessment 
Please use the Handcrafted Risk Scoring Matrix (see Appendix I) 

RISK DESCRIPTION MITIGATION CONSEQUENCE LIKELIHOOD RESPONSIBLE 
PERSON 



     
     
     

Section 4 – Senior Management Assessment 

4.1 CEO Comments (Mission, Values, Impact) 

 

4.2 Operations Director Comments (Operational Delivery) 

 

4.3 Finance Manager Comments (Financial Impact) 

 

Section 5 – Trustee / FSG Review 
REVIEWER DATE COMMENTS / QUERIES MANAGEMENT RESPONSE 
    

Section 6 – End of Project Review 
REVIEW AREA ACHIEVED (YES/NO) COMMENTS 
PROJECT COMPLETED 
SUCCESSFULLY 

    

FINANCIAL TARGETS MET     
TIMESCALE TARGETS MET     
PURPOSE ACHIEVED     

 

Trustee / FSG Review Comments: 

      



Date of Review: ________________________ 

Reviewed By: _________________________ 

 

 

Appendix I – Handcrafted Risk Scoring Matrix 
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