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Intent
This document sets out Council’s policy for the procurement of goods and/or services. This policy
applies to the procurement of all goods, equipment and services, construction contracts and
service contracts.

Scope
This policy applies to the procurement of all goods, equipment and related services, construction
contracts and service contracts (including maintenance). The policy:
a) refers to purchasing activities across the whole of Carpentaria Shire Council;
b) applies to all materials, products and services purchased by Council, including items
procured by third parties (such as contractors) acting as representatives for Council.

Policy Statement
Council is committed to ensure all procurement activities undertaken by Council or on Council’s
behalf are completed with the highest levels of integrity, transparency and accountability.
Council officers must have regard to the following sound contracting principles in all procurement
activities of Council which are activities that are, or relate to, both direct purchasing (for example,
via corporate credit cards) and the making of contracts for the carrying out of work, or the supply
of goods and/or services as defined in the legislation.

Sound Contracting Principles
Integrated with Council’s broader system of sustainable financial management, all procurement
activities shall be carried out in a manner which ensures regard for the Sound Contracting
principles when entering into a contract for either the supply of goods and/or services.
The Sound Contracting principles are:
•

Value for money;

•

Open and effective competition;

•

Development of competitive local business and industry;

•

Environmental protection; and

•

Ethical behaviour and fair dealing.

These Sound Contracting principles have been further defined by Council as:

Value for Money
All procurement activities must consider the whole-of-life cost consequences of the procurement
arrangement. However, the value for money concept is not restricted to price alone. Value for
Money assessment includes consideration of:
•

Non-cost attributes such as fitness for purpose, service and support, quality, performance
and productivity;

•

Cost related factors including whole-of-life costs and transaction costs that are associated
with acquisition, use, holding, maintenance and disposal;

•

Initial and ongoing technical compliance costs; and
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•

Compliance with all related acts, regulations and legislative requirements at all times.

Open and Effective Competition
All procurement activities are to be undertaken with the appropriate rigor and documentation to
encourage and support supplier confidence through:
•

Transparency of process and decision making in all procurement activities;

•

Maintaining confidentiality of offers, security of information and commercial-in-confidence
material; and

•

Maintaining good quality documentation of all request for quotes and tenders and
evaluations of offers and recommendations.

Development of Competitive Local Business and Industry
Consideration will be given to the benefits of utilising local suppliers when undertaking
procurement activities. These benefits include:
•

To assist local businesses enhance their competitive standards and performance;

•

To assist local suppliers and ultimately the communities Council serve to achieve financial
sustainability and continuation of local services;

•

Creation of new and/or maintenance of existing local employment opportunities;

•

More responsive and readily available servicing and ongoing maintenance support;

•

Closer and more convenient communications regarding progress, performance and
measurement to enable effective and efficient contract administration and management;

•

Encouragement for the relocation of established businesses from outside the region to
physically enter, establish and maintain a physical ongoing presence in the region;

•

Support for economic growth within the local area; and

•

Returning value-added benefits to Council and its ratepayers from the associated local
commercial transactions.

See Council’s Local Preference policy.

Environmental Protection
Consideration must be given to support and promote sustainable outcomes through ensuring the
necessary balance between environmental, economic and social aspects to maintain a high
quality environment as a source of competitive advantage such as:
•

Prevention or minimisation of waste;

•

Use of recycled products and recycling facilities;

•

Conservation of energy in buildings and use of equipment;

•

Control of order of quantities to avoid stock build-up, minimise storage requirements and
reduce possible obsolescence;

•

Where possible, specification of environmentally-friendly products in invitation to offer
documents; and

•

Use of environmentally-friendly products in the management of parks / recreational
grounds and for weed control on roads and kerb sides.
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Ethical Behaviour and Fair Dealing
All procurement related activities are to be conducted with impartiality, fairness, independence,
openness, integrity and professionalism with particular focus on:
•

Identifying, declaring and seeking advice on any perceived and/or actual situation that
may give rise to a conflict of interest by any Officer involved in the end-to-end
procurement process, and ensuring perceived conflicts of interest are documented and
recorded;

•

Ensuring that all procurement activities are undertaken in accordance with all legal,
statutory and internal budgetary obligations; and

•

Providing ongoing procurement and contract training for all relevant staff prior to them
exercising the financial delegation that commits Council to a contract for the provision of
goods and/or services.

Administration
Purchase Orders
Purchase orders are to be generated for all purchases of goods and services other than —
•

petty cash;

•

corporate card transactions; or

•

long-term supply contracts (Ergon, Telstra, Freight, Corporate Traveller, Legal service
retainers etc); or

•

direct payments and fees (bank charges etc); or

•

other purchases where a director or the CEO has determined that a genuine emergency
has occurred

Goods and Services Tax
All values quoted in this policy are exclusive of GST.

Optimisation of Value in Procurement
In order to optimise value in procurement, where applicable, Council will establish annualised or
bi-annual purchasing arrangements. This is generally to occur where multiple similar purchases
are likely to be required and the total value of goods will exceed $50,000.
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Purchasing Arrangements
Where the value of the purchase or the value of the contract over the full contract period (including
options to extend) is, or is expected to be, the following table must be followed:
Table 1: Purchasing Thresholds
Amount of
Purchase

Policy

Under $2,000

• For purchases under the value of $2,000 at least one verbal quote must be
obtained (details of which must be recorded and attached to Council’s copy
of the Purchase Order).
• Where the officer believes (or reasonably should believe) that the quote does
not represent a fair price, additional quotes should be sought.

$2,000 $15,000

• Purchases between $2,000 and $15,000: two (or more) quotes in written, fax
or e-mail form must be requested. Copies of the quotes and/or the requests
for quotes must be attached to Council’s copy of the Purchase Order.

$15,000 $200,000

• Council cannot enter into a medium sized contract unless Council first invites
written quotes for the contract (See “Exemptions” and “LGA Arrangements”).
• The invitation must be to at least three persons who Council considers can
meet Council’s requirements, at competitive prices.
• Copies of the quotes and/or the requests for quotes must be attached to
Council’s copy of the Purchase Order.
• Council may decide not to accept any quotes it receives.
• If Council does decide to accept a quote, Council must accept the quote most
advantageous to it having regard to the sound contracting principles
identified in section 104 of the Act.
• This requirement is subject to the exemptions identified in paragraphs
“Exemptions” and “LGA Arrangements”.

$200,000 and
above

• Council cannot enter into a large-sized contract unless Council first invites
written tenders for the contract in accordance with the requirements of
section 228 of the Regulation (See “Exemptions” and “LGA Arrangements”).
• Council must either invite written tenders under section 228(4) or invite
expressions of interest under section 228(5) before considering whether to
invite written tenders under section 228(6)(b).
• This requirement is subject to the exemptions identified in paragraphs
“Exemptions” and “LGA Arrangements”.

Acceptance of Quotations
There is no requirement to accept the lowest quotation. However, where a staff member chooses
a quotation other than the lowest quotation, they must provide a brief written justification which
must be kept with the order.

Tender Process
Section 228 of the Local Government Regulation 2012 sets out how a local government must
invite written tenders for —
a) a large-sized contract; or
b) a valuable non-current asset contract.
The invitation for tenders must —
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a) be made by an advertisement in a newspaper that circulates generally in the local
government area; and
b) allow written tenders to be given to the local government for at least 21 days after the
advertisement is published.
Records of tender must be kept on file and registered in council electronic record management
system, InfoXpert.

Exceptions
Chapter 6, part 3, division 3 of the Local Government Regulation 2012 identifies exceptions for
medium and large-sized contracts. If one of the exceptions applies, Council may enter into —
a) a medium-sized contractual arrangement without first inviting written quotes; or
b) a large-sized contractual arrangement without first inviting written tenders.
The exceptions are —
a) the preparation of a quote or tender consideration plan and adoption by Council in
accordance with the requirements of section 230 of the Regulation; or
b) entering into a contract if the contract is made with a person who is on an approved
contractor list established by Council in accordance with the requirements of section 231
of the Regulation; or
c) entering into a contract if the contract is entered into with a supplier from a register of prequalified suppliers established by Council in accordance with the requirements of section
232 of the Regulation; or
d) entering into a contract for goods or services if the contract is entered into with a preferred
supplier under a preferred supplier arrangement that is made in accordance with the
requirements of section 233 of the Regulation; or
e) entering into a contract under an LGA arrangement established in accordance with
requirements of section 234 of the Regulation; or
f)

entering into a medium-sized contract or a large-sized contract if —
I.

Council resolves that it is satisfied that there is only one supplier who is reasonably
available; or

II.

Council resolves that, because of the specialised or confidential nature of the
services that are sought, it would be impractical or disadvantageous for Council to
invite quotes or tenders; or

III.

a genuine emergency exists; or

IV.

the contract is for purchase of goods and is made by auction; or

V.

the contract is for the purchase of second-hand goods; or

VI.

the contract is made with, or under an arrangement with, a government agency
(See section 235 of the Regulation).

Arrangements
A range of LGA arrangements has been put in place by Local Buy. When assessing the most
effective method of obtaining goods and/or services, Council officers should consider the
administrative and price costs to Council of seeking tenders or quotations independently, and the
reduction of these costs which may be achieved by use of Local Buy arrangements.
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Delegations
The Chief Executive Officer has the delegated authority to allocate financial delegation to
positions within Council. These are summarised in Annexure 1 – Financial Delegations. Any new
positions or changes/variations must be approved by the Chief Executive Officer in accordance
with the relevant legislation.
All staff with requisitioning permissions are only authorised to order goods and services (up to
their financial limit) against jobs over which they have clear operational authority and budget
responsibility. By signing a requisition/purchase order all officers are confirming that they have
taken full notice of this policy and will comply with all of the requirements of this policy.

Local Supplier
For the purposes of application of this policy a “local supplier” is a supplier that:
•

is beneficially owned and operated by persons who are residents of the local government
area of Council and pay rates; or

•

is a registered business or individual that has its principal place of business within the
Local Government area of Council; or otherwise

•

has a place of business within the Local Government area of Council which solely or
primarily employs persons who are residents or ratepayers of the Local Government area
of Council.

Council’s preference is to purchase locally and as such may apply up to a 15% weighting to all
offers received in response to its expressions of interest, quotations and Tenders where the offer
is able to demonstrate some form of “local” economic benefit.
Please refer to Council’s Local Preference Policy.

Responsibilities
It is the responsibility of the Director Corporate Services to monitor the adequacy and
effectiveness of this policy and recommend appropriate changes to Council.
All Council employees responsible for purchasing goods and services of any kind must comply
with this policy. It is the responsibility of Council employees involved in the procurement process
to understand the meaning and intent of the policy.
Employees are responsible for familiarising themselves with Council’s policies, guidelines and
procedures, as a failure to do so may be accepted as grounds for breach.
Council officers are required to:
•

adhere to the “Sound contracting principles” as stipulated in the Local Government Act
2009;

•

preserve Council’s integrity in the procurement process to ensure that Council may be
seen to have acted beyond reproach in all dealings;

•

abide by Council’s Code of Conduct and all applicable policies and instructions; and

•

source quotations and raise purchase orders prior to receiving goods and services.
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Definitions
TERM

DEFINITION

Contract

An agreement, written or otherwise, that creates an obligation that is
enforceable by law.

Genuine
Emergency

Includes:

Large-Sized
Contract
Arrangement

Is a contractual arrangement with a supplier that is expected to be worth,
exclusive of GST, $200,000 or more in a financial year, or over the
proposed term of the contractual arrangement.

Local Supplier

Defined within the body of the policy.

Medium-Sized
Contractual
Arrangement

Is a contractual arrangement with a supplier that is expected to be worth,
exclusive of GST, $15,000 or more but less than $200,000 in a financial
year, or over the proposed term of the contractual arrangement.

Procurement

The purchase, hire, lease, rental, exchange or any other commercial
transaction involving the outlay of funds in return for the provision of
goods, equipment and related services, construction contracts and
service contracts to Council, Council officers and agents unless
specifically exempted under the provisions of this policy.

(a) a critical or emergency incident, that a reasonable person could
not have planned or foreseen, and requires the supply of goods or
services to reduce the immediate risk; or
(b) any time that the Local Disaster Coordinator is performing a
function under the Disaster Management Act 2003; or
(c) any time an event occurs resulting in actual or likely loss of life or
serious injury to person/s and where action from Council may
prevent or reduce the actual or likely loss of life or serious injury
to person/s, or aid and assist in response to the event; or
(d) any time an event occurs resulting in actual or likely serious
damage to property and where action from Council may prevent
or reduce the actual or likely serious damage, or aid and assist in
response to the event.

Adopted by Council on 16 June 2021 by Resolution Number 0621/018.

Mark Crawley
Chief Executive Officer
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