| PROCUREMENT PROCESS FI-OW @ 1. Identify your goods/ services requirement

Follow the steps below to determine the

appropriate procurement process
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2a. New good/ service?
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@ 2b. Existing purchase
order/ contract?
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EE 3. Check the Exemption List and Regulated Categories
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@ 4, Identify the approximate spend threshold and follow
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4 VARIATIONS

> Anyvariationsrequired to contracts or
purchase orders are to be submitted to
Procurement for action.

> Accumulative contract value = $750k and
increase >20% Procurement Committee
endorsement required

> Ensure recordkeeping in the Procurement
System or TRIM, including for GIPA reporting
if the value is > $136,363 Ex GST

<$10K
Stakeholder Led

v' If payment cannot be facilitated by
Credit Card, refer to <$50k process

v" POis not required. Payment
facilitated via Corporate Credit Card

v Applies to once-off purchases only,
no splitting payments across multiple
invoices or projects with milestone
payments

v Where the procurementfalls within a
regulated category, the stakeholder
must engage the relevant Subject
Matter Expert(s) prior to proceeding
further

v' Consider Sustainable Procurement in
supplier selection process

< $50K
Stakeholder Led

Confirm if a valid contract/PO already
exist; if yes, follow the variation
process

A PO is required and must be raised
before engagement (note: items on
exemption list do not require a PO)

Use of Enterprise Suppliers or
Supplier Panel must be used in the
firstinstance

Obtain minimum 1 valid quote
Where the procurementfalls within a
regulated category, the stakeholder
must engage the relevant Subject
Matter Expert(s) prior to proceeding
Procurement involved if deemed high-
risk (refer procurement risk matrix)
Consider Sustainable Procurement
focus areas in scope/supplier
selection process

$50K - $150K
Stakeholder Led

Confirm if a valid contract/PO already
exist; if yes, follow the variation process
A PO is required and must be raised
before engagement commences (note:
items on exemption list do not require a PO)
(2

Use of Enterprise Suppliers or Supplier
Panel must be used in the firstinstance
Obtain minimum 3 valid quotes (1)
Evaluation & selection rationale
documented

Where the procurement falls within a
regulated category, the stakeholder
must engage the relevant Subject Matter
Expert(s) prior to proceeding
Procurement involved if deemed high-
risk (refer procurement risk matrix)
Consider Sustainable Procurement
focus areas in scope/supplier selection
process

> $150K or High Risk

Procurement Led
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Confirm if a valid contract/PO already exist; if yes,
follow the variation process

A PO is required and must be raised before
engagement commences (note: items on exemption list
do not require a PO)

Procurement will lead the sourcing activity (RFx),
prepare a Procurement Plan and Evaluation Report.
Procurement engage relevant Subject Matter
Expert(s) for regulated categories or risk-specific
areas.

The stakeholder must complete a Privacy Impact
Assessment or Risk and Compliance
Determinationif required.

Procurement Committee endorsement required,
where applicable.

Must apply a proportionate/ strategic Sustainable
Procurement approach and use the Planning Tool

Where a procurement activity is under terms other than standard purchase order T&Cs, Procurement will retain oversight and support contract administration to

ensure appropriate management and regulatory obligations

@

1. Certified Indigenous businesses may be engaged directly up to $150k where value for money is demonstrated.
2. Construction. IT and consultancy engagements under $150k may require a formal agreement.
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