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Procurement - Council Policy (Statutory) 

1. PURPOSE 

Procurement represents a significant component of the Council's annual spend and covers a range of activities in 
acquiring goods and services in support of its key objectives and priorities. Through procurement, Council 
provides a major financial input into the economy of the region.  
The purpose of this policy and the subordinate Procurement Procedures, is to provide direction to all officers 
when undertaking procurement and disposal activities in accordance with Council’s procurement objectives and 
with regard to the sound contracting principles stipulated in Section 104 (3) of the Local Government Act 2009: 
a) value for money; and 
b) open and effective competition; and 
c) the development of competitive local business and industry; and 
d) environmental protection; and 
e) ethical behaviour and fair dealing. 

The policy also stipulates the requirements regarding the disposal of valuable non-current assets, including land. 
 
2. SCOPE & AUTHORITY  

This Policy applies to all activities undertaken by Council for the procurement of goods, equipment and related 
services, construction contracts, service contracts (including maintenance) and consultancy services as defined 
in the Local Government Act 2009 (Qld) and the Local Government Regulations 2012 (Qld). 
It is mandatory for all Councillors and Council employees to undertake any procurement, purchasing or 
contracting activities in compliance with this Policy, including related to: 
a) the carrying out of work; or 
b) the supply of goods and services; or 
c) the disposal of non-current assets. 

This policy is a requirement of the Local Government Regulation 2012 (Qld), Section 198 which states: 

198 Procurement policy 
(1) A local government must prepare and adopt a policy about procurement (a procurement policy). 
(2)  The procurement policy must include details of the principles, including the sound contracting 

principles, that the local government will apply in the financial year for purchasing goods and 
services. 

(3)  A local government must review its procurement policy annually. 

Council will also maintain Procurement Procedures, which will be reviewed annually. As a minimum, the 
Purchasing Procedures will provide information on: 

• Overview of Council’s procurement function 

• Responsibilities and accountabilities for procurement within Council 

• Procedures for purchasing goods and services 

 
3. POLICY STATEMENT 

3.1 Default Contracting Procedures 
Council has decided not to apply the Strategic Approach (refer Part 2 Chapter 6 of the Regulation) to 
Council’s Procurement Activities.   
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Council therefore operates under the Default Contracting Procedures (refer Part 3 Chapter 6 of the 
Regulation) which sets out prescribed requirements for Medium Sized Contractual Arrangements, Large 
Sized Contractual Arrangements and Valuable Non-Current Asset Contracts.  
Accordingly, no Contract Manual (refer Section 222 of the Regulation) is required to be developed. 

3.2 Local Supplier and Local Benefits  
Council encourages and supports the development of competitive local businesses within its local 
government area and mandates that a local preference margin or local benefit weighting be applied in all 
procurement activities.  
3.2.1 Local Supplier 

• A local preference margin of 10% will be applied to all contracts – Refer to Local Supplier definition 
on page 12. 

3.2.2 Local Benefit  

• A local benefit weighting of 10% will be applied in all tender evaluation criteria for contracts expected 
to be worth $292,000 or more (GST exclusive).  All tenderers will be requested to demonstrate local 
benefits to the local government area. Local Benefit is defined in accordance with the Local Content 
/ Materials Benefit Rating Table. Refer to Attachment A section 3.8. 

Local Content / Materials Benefit Rating Table 

Local 
Local Content / Materials 

5 
76–100% of content is sourced from within the Council area 

4 
51–75% of content is sourced from within the Council area 

3 
26–50% of content is sourced from within the Council area 

2 
1–25% of content is sourced from within the Council area 

1 
0% of content is sourced from within the Council area 

3.3 Application of the Sound Contracting Principles 
All Council procurement activity must have regard to all five Sound Contracting Principles stipulated in 
Section 104 (3) of the Local Government Act 2009: 
a) value for money; and 
b) open and effective competition; and 
c) the development of competitive local business and industry; and 
d) environmental protection; and 
e) ethical behaviour and fair dealing. 

These Principles are described further in Attachment A.  
3.4 Purchasing Thresholds and Requirements 

Unless an exception is made in accordance with the Local Government Regulation 2012 Division 3, 
Council will apply the following threshold levels for the provision of goods and services include the carrying 
out of work: 

a) For purchases expected to be less than $1,001 (GST Exclusive) 

• Where possible. at least one (1) verbal quote (or estimate) is to be obtained and included in the 
requisition.  
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• Purchases are to be made locally where local suppliers exist. 

• Authorised Council Officers may use Council Corporate Credit Card. Any purchases made on 
a credit card will not require a purchase order to be raised. All cardholders must follow Council’s 
Credit Card Policy when using cards for any payments. 

b) For purchase expected to be >$1,000 to <$5,000 (GST Exclusive) 

• Where possible, a minimum of two (2) written quotes are to be obtained and included the 
requisition.  

• At least one (1) quote shall be sought from a local supplier where possible.   

• Where more than one local supplier exists at least two (2) should be asked to quote. 

• Authorised Council Officers may use Council Corporate Credit Card. Any purchases made on 
a credit card will not require a purchase order to be raised. All cardholders must follow Council’s 
Credit Card Policy when using cards for any payments. 

c) For purchase expected to be >$5,000 to <$21,900 (GST Exclusive) 

• Where possible, a minimum of three (3) written quotes should be obtained and attached to the 
requisition  

•  At least one (1) quote shall be sought from a local supplier where possible.   

• Request for Quotation (RFQ) must be undertaken using Council’s on-line tender portal Vendor 
Panel if an existing Pre-Qualified Supplier List exist.. 

• Where more than one local supplier exists three (3), if available, should be asked to quote. 
d) For Medium Sized purchase contracts expected to be >$21,900- <$100,000 (GST Exclusive)  

• Officers must invite a minimum of three (3) suppliers to provide a quotation in writing and 
attached to the requisition  

• Request for Quotation (RFQ) must be undertaken using Council’s on-line tender portal Vendor 
Panel if an existing Pre-Qualified Supplier List exist. 

• Where more than one local supplier exists three (3), if available, should be asked to quote. 

• Where practical quotes should be sought from outside the Shire to ensure Council adequately 
tests the market. 

• The threshold is to be calculated over the full term of the contract 
e) For Medium Sized purchase contracts expected to be $100,000 - <$292,000 (GST Exclusive)  

• Officers must invite a minimum of three (3) suppliers to provide a quotation in writing and 
attached to the requisition and purchase order.    

• Request for Quotation (RFQ) must be undertaken using Council’s on-line tender portal Vendor 
Panel if an existing Pre-Qualified Supplier List exist. 

• A procurement request form must be completed and signed off by Director – refer to Attachment 
D. 

• Where more than one local supplier exists three (3), if available, should be asked to quote. 

• Where practical quotes should be sought from outside the Shire to ensure Council adequately 
tests the market. 

• The threshold is to be calculated over the full term of the contract. 

• A Council resolution is required. 

• Where a medium-sized procurement with an estimated value greater than $100,000 would 
ordinarily require a Council resolution, the Chief Executive Officer may approve the 
procurement under delegated authority where the timing of the next scheduled Council 
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meeting would be impractical, or where an earlier decision would facilitate operational 
efficiencies, improved service delivery outcomes, cost savings, project delivery benefits, or 
otherwise be in the best interests of Council. 

• Standard evaluation criteria are to be used to assess responses – Refer to Attachment B. 
f) For Large Sized purchase contracts expected to be greater than $292,000 (GST Exclusive) 

• A Public Tender is required ) in accordance with Section 228 of the Local Government 
Regulation unless the provisions for an Exception are exercised as provided for under sections 
230-235 of the Regulation (refer to section 6). 

• Public notices will be advertised on Council’s website. Details of all contracts and tenders 
entered by Council > $200,000  will be published on Council’s website. 

• The threshold is to be calculated over the full term of the contract 

• Request for Tender (RFT) must be undertaken using Council’s on-line tender portal Vendor 
Panel  

• A procurement  request form must be completed and signed off by Director – refer to 
Attachment D. 

• For procurements valued above $5,000,000, or for high-risk and sensitive projects, Council 
will engage an independent probity advisor to ensure high value or high-risk procurement 
activities are managed transparently and ethically. 

• Standard evaluation criteria are to be used to assess responses – Refer to Attachment B. 

These are the minimum requirements for purchases, and there may be instances at the requesting officer 
discretion, where it is prudent to obtain more quotations than are documented above. 

3.5 Public Tenders  
Where Council invites written tenders for large sized contracts this will be conducted in accordance with 
Section 228 of the Regulation. 
Council may choose to undertake a public tender where the value of the goods, services or works does not 
reach the legislated threshold limit.  This may be because there is an increased need for transparency in a 
particular purchase or to mitigate risk. 
Tenders will be advertised on Council’s website for at least 21 days and may from time to time advertise in 
a wider print media range.  Tenders will be run using Council’s on-line tender portal Vendor Panel. 

3.6 Expressions of Interest 
Where Council invites expressions of interest (EOI’s) it must do so by resolution.  The resolution should 
include Council’s reason for utilising this methodology (e.g. it is unsure or the scope of the service required 
or is unsure of the overall value of the resulting contract or that it would be in the public interest or that it is 
seeking to establish a Register of Approved Contractors) and must be minuted at the meeting at which the 
resolution was made. 
EOI’s must be released in the public domain for a minimum period of twenty-one (21) days and once 
submissions have been received, evaluated and short-listed, a closed tender must be released for a further 
period of twenty-one (21) days. 

3.7 Exceptions for medium-sized and large-sized contractual arrangements 
Council may enter into to medium-sized and large-sized contractual arrangements without first inviting 
competitive quotes or tenders as provided for under Sections 230 to 234 of the Local Government 
Regulations 2012 (Qld) if one of the alternative methods is used: 
a) A Quote or Tender Consideration Plan (refer Section 230) 
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b) An approved contractor list (refer Section 231) 
c) A register of pre-qualified suppliers (refer Section 232) 
d) A Preferred Supplier Arrangement (PSA) (refer Section 233) 
e) An LGA arrangement (Local Buy) (refer Section 234) 
Each of these exceptions is explained further in Attachment B. 

3.8 Other Exceptions 
In accordance with section 235 Council may enter into a contract for a Medium or Large-Sized Contractual 
Arrangement without first seeking written quotes or inviting tenders if: 
a) The local government resolves it is satisfied that there is only 1 supplier reasonably available; or 
b) The local government resolves that, because of the specialised or confidential nature of the services 

that are sought, it would be impractical or disadvantageous for the local government to invite quotes 
or tenders; or 

c) A genuine emergency exists; or 
d) The contract is for the purchase of goods and is made by auction; or 
e) The contract is for the purchase of second-hand goods; or 
f) The contract is made with, or under an arrangement with, a government agency. 

With regards to a genuine emergencies as referred to in (c) above, Council recognises that full compliance 
with the Procurement Policy may not support Council’s needs during a critical or emergency incident, and 
as such, an alternative procurement process may operate during such incidents. This alternative process 
aims to accommodate urgent Council needs, while ensuring that the process adopted is reasonable and 
conducted with appropriate consideration of standard procurement principles. 
For the purposes of this Policy the term “Emergency” means a sudden or unexpected occurrence requiring 
immediate action. Any emergency procurement must be authorised by the Chief Executive Officer, once a 
critical or emergency incident has been declared.  Such incidents include: 
a) A state of disaster declared under the Disaster Management Act 2003, or any other emergency 

declaration made by the State’s Premier under an enactment; or 
b) Any incident declared by the Chief Executive Officer where the safety or security of any person or 

property associated with the Council is threatened; or 
c) An external incident to which the Chief Executive Officer has authorised the provision of urgent 

support. 
Once the immediacy of the incident has passed, normal procurement procedures will be resumed.  
As soon as practical, upon cessation of the emergency, a report must be presented to Council to authorise 
the unapproved expenditure, where this expenditure exceeds delegation, and the methodology by which it 
was incurred.  The Council resolution must define the genuine emergency situation (natural disaster), as 
well as delegated authority. 

3.9 Financial and Contractual Delegations  
The Chief Executive Officer delegates to other positions within Council authority for the officer holding that 
position to approve expenditure of budgeted funds up to a defined dollar amount. 
The Chief Executive Officer can also delegate to other positions within Council the authority to enter into a 
contract for expenditure of funds up to a set dollar amount.  The two are mutually exclusive and if no 
contractual delegations have been provided to other positions within Council, the Chief Executive Officer or 
the Council are the only approved delegates able to enter into a contractual arrangement. 
No officer may expend funds or enter into a contractual arrangement on behalf of Council unless: 
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a) The officer has been granted the financial and/or contractual delegation by the Chief Executive 
Officer, and this delegation has been recorded in the register of delegations prior to the activity 
occurring 

b) The expenditure is provided for in Council’s budget 
c) The officer has received training in Council’s procurement systems and procedures, or 
d) There is a genuine emergency as outlined above in this policy 

3.10 Publishing of Contracts entered into that exceed $200,000 (excluding GST) 
Council will display contracts over $200,000 excluding GST in accordance with Section 237 of the 
Regulations on Council’s website.  Details of this must include the person (or company or corporation) with 
whom it entered into the contract, the total contract value and purchase for which with contract was 
developed.  It can also include the method of making the contract ie. tender, LGA arrangement etc.  
Council will not release proprietary or confidential information pertaining to any supplier other than that 
which is required by law. 

3.11 Procurement and Probity Plan, Auditor/Advisor 
For procurements over $292,000 (excluding GST) in value and where there is significant risk, a 
Procurement and Probity plan must be developed which incorporates planning to ensure value for money, 
risk management and internal controls. 
For procurements over $5,000,000 (excluding GST) in value and where there is significant risk, the 
appointment of an external Probity Auditor/advisor is required.  
The purchase of capital equipment such as items listed within Councils Fleet and Plant replacement 
program are excluded from these requirements. 

3.12 Sustainable and Social Procurement 
Sustainable procurement is the purchase of goods or services that have a reduced negative impact on the 
environment when compared with competing products or services that serve the same purpose. When 
compiling any procurement documentation including tenders, contracts, quotes or purchasing 
arrangements, Council’s sustainability (environmental policy) requirements must be clearly identified. 
Priority areas that Council should give consideration to, but not be limited to, are the following: 
a) Renewable natural and paper products from sustainable sources 
b) Chemical based products such as cleaning products, pesticides or soil enhancers 
c) Products with a high degree of durability ie. avoiding disposable products where possible, and 
d) Energy efficient products 

Social procurement focuses on human aspects and social equity.  Social procurement considers diversity, 
ethics, acceptance, fairness, compassion, inclusiveness and access for people of diverse abilities.  It 
generates positive outcomes for people and contributes towards building stronger and more resilient 
communities. 
Priority areas that Council should give consideration to, but not be limited to, are the following: 
a) Products and services that can improve the overall quality of life in the local community, and 
b) Products and services that can improve equity of access to services and opportunities 

Any sustainable and social procurement must be conducted in line with the sound contracting principles 
and other legislative requirements. 

3.13 Conflicts of Interest 
There are two steps in identifying a conflict of interest.  First, there must be a relevant direct or indirect 
interest.  This could be financial, or it could define a special advantage to a family member or a 
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responsibility to another organisation.  Secondly, the interest must intersect or overlap with a person’s 
Council duties.  This may involve a decision made by a Council officer or one who is advising Council. 
In the context of this Policy, any person involved in the evaluation of a tender or quotation submissions 
must declare the existing conflict.  Depending on what the conflict constitutes it may be necessary for that 
person to withdraw. 
It is good practice to make an interest known to other members of an evaluation panel in any situation 
where there might be a perception of unduly influencing a decision. 

3.14 Variations 
A variation is an agreed amendment to a contract that changes the original terms, conditions or scope of 
the contract. For the purpose of this policy, variation refers solely to a financial deviation from original 
contract value. The contract can be a Council purchase order or agreement signed by an Authorised 
Delegate with an external service provider/organisation. Other variations such as non-financial scope 
changes, extension of time etc. are to be managed by delegated council officers. 
Variation procedures for contracts are as follows: 
a) Each variation can only be approved in writing by a delegated officer up to their authorised financial 

and contractual delegation 
b) The delegated officer must verify that funds are in approved budgets to meet the costs prior to the 

variation being actioned 
c) Each variation requires an additional line item on the purchase order stating the change in scope 
d) and cost; 
e) Officers must ensure that the contract variations are not of such a level that they significantly change 

the contract requirements and/or substantial parts of the original procurement. If this is the case, it 
may be necessary to undertake another procurement process if the revised arrangements are 
substantially different to those selected during the original procurement. 

3.15 National Competition Policy 
Council must ensure that when evaluating bids submitted by commercialised government entities, or other 
significant government businesses, that tenders conform to the legislation on competitive neutrality under 
Section 15 of the Local Government Regulations 2012 (Qld). 
The principle underlying competitive neutrality is that government businesses should not enjoy any net 
competitive advantage simply by virtue of their public sector ownership. 

3.16 State or Federal Government Grants 
When Council expenditure is funded from a State or Federal Government grant, the requirement to comply 
with Section 224 to 229 of the Regulations remains unless there are grant conditions which provide 
alternative arrangements.  This may arise where Council’s role in the funding arrangement is that of “fund 
manager” and passes on funds from one level of government to another body. 

3.17 Recurring Operational Expenditure  
In some cases, it can be considered impractical to issue a requisition or purchase order where such 
purchasing activities are recurring and operational in nature.  Examples of this type of expenditure are 
Utilities, Insurances, IT Licences, Vehicle Registration.  Please see Attachment C for a list of example 
allowable Council expenditure of this nature. 

3.18 Caretaker Period 
A Caretaker Period is defined by the Local Government Act 2009 (Qld) Sections 90A to 90D and refers to 
the period 
during an election for the local government. 
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As described in Section 90B of the Act, Council must not make a major policy decision during any 
caretaker period unless exceptional circumstances exist.  This includes entering into any contract, the 
value of which is greater than $292,000 exclusive of GST or 1% of the Council’s net rate and utility charges 
as stated in the financial statements of its annual report, whichever is the greater. 
If Council does enter into a Contract that exceeds these amounts and the transaction does not constitute 
exceptional circumstances, Council may be liable for legal proceedings and/or compensation to the other 
party of the contract who has acted in good faith as the Contract may be considered to be an invalid policy 
decision.   
Exceptional circumstances would in general be considered to fall into the emergency provisions as listed 
previously. 
If Council considers that, having regard to exceptional circumstances that apply, it is necessary to make 
the major policy decision in the public interest, the local government must apply to the Minister responsible 
for Local Government for approval to make the decision.  

3.19 Valuable non-current asset contracts (Disposals) 
As described in further detail in Section 227 of the Local Government Regulations, Council cannot enter 
into a valuable non-current asset contract unless it first: 
a) Invites written tenders for the contract in accordance with the tender process set out section 228 of 

the Regulation; or 
b) Offers the non-current asset for sale by auction. 
For the purpose of this policy, a valuable non-current asset is: 
a) land; or 
b) another non-current asset with an apparent value that is equal to, or more than: 

i. for plant or equipment - $7,300;  
ii. for another type of non-current asset - $14,600 

Goods with an apparent value of less than the above thresholds do not have to be auctioned or tendered 
and can be disposed of at the discretion of the CEO. In exercising this discretion, the CEO will have 
consideration to the following principles: 

a) Open and effective competition; 
b) The best return for Council; 
c) Environmental protection; and 
d) Ethical behaviour and fair dealing.  

As described in further detail in Section 236 of the Local Government Regulation 2012, Council may 
dispose of valuable non-current assets other than by tender or auction if: 
a) The valuable non-current asset: 

i. Was previously offered for sale by tender or auction and was not sold; and 
ii. Is sold for more than the highest tender or auction bid that was received; or 

b) The valuable non-current asset is disposed of to: 
i. A government agency; or 
ii. A community organisation; or 

c) For the disposal of land or an interest in land – 
i. The land will not be rateable land after the disposal; or 
ii. The land is disposed of to a person whose restored enjoyment of the land is consistent with 

Aboriginal tradition or Island custom; or 
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iii. the disposal is for the purpose of renewing the lease of land to the existing tenant of the land; 
iv. the land is disposed of to a person who owns adjoining land if – 
v. all or some of the consideration for the disposal is consideration other than money, for 

example, other land given in exchange for the disposal; if – 
vi. the disposal is for the purpose of a lease for a telecommunication tower; or 
vii. the disposal is of an interest in land that is used as an airport or for related purposes if — 

d) for the disposal of a valuable non-current asset, other than land, by way of a trade-in for the supply 
of goods or services to the local government - 

e) the Minister exempts the local government from complying with section 227. 

It is important to reference the full details of Section 236 of the Local Government Regulations if intending 
to exercise one of these exemptions, as they are only described in this policy in summary form and further 
conditions and obligations are described in the Regulations. 

 
4. RESPONSIBILITIES 

4.1 All Councillors and Council Employees: 
It is mandatory for all Councillors and Council employees to undertake any procurement, purchasing or 
contracting activities in compliance with this Policy and the subordinate Procurement Procedures, and to 
create and retain all related documentation including related to: 

• the carrying out of work; or 

• the supply of goods and services; or 

• the disposal of non-current assets. 

4.2 Managers and Directors  

• are obliged to respect, promote and act compatibly with the principles described in this policy the 
subordinate Procurement Procedures 

• must implement localised processes to ensure compliance with this policy 

4.3 Director, Finance & Corporate Services. 

• Shall be the custodian of this policy 

• Shall implement control measures that provide assurance that Council acts in accordance with the 
policy and the subordinate Procurement Procedures 

4.4 Chief Executive Officer  

• Shall ensure, through the Director, Finance & Corporate Services that the Council is complying with 
this Policy and the subordinate Procurement Procedures. 

 
5. RISK 

Procurement and Purchasing are essential functions which advance the priorities and outcomes of Council and 
must be conducted in a manner that achieves value for money together with probity and accountability.  Council 
must also meet its legislative requirements under the Act and the Regulations. 
Personal and corporate penalties may attach to any situation involving non-adherence with this Policy, whether 
deliberately or through negligence.  The Chief Executive Officer has a legislative obligation to advise the Crime 
and Corruption Commission if there is a reasonable suspicion of corrupt conduct. 
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Internal controls are an important governance aspect to ensure compliance with the Policy.  Sufficient internal 
controls must be established for assurance purposes, including reviews and audits of processes with a report to 
the Audit Committee on any breaches identified. 
An effective procurement function should provide to its organisation the following risk mitigation outcomes: 

• Provide protection to the organisation and staff through the use of robust systems and procedures 

• Provide efficiencies of cost and process 

• Provide quality goods and reliable services. 

• Support budget processes by enabling timely delivery of goods and services and reducing oversupply 
errors. 

• Provide a strong contract and supplier management framework. 

• Allow improved communication and understanding between the organisation and its supplier base. 

• Contribute to financial sustainability. 

• Provide some controlled flexibility with regards to the organisation’s particular circumstances. 

• Reduce the risk of conflicts of interest and unethical or illegal behaviours. 

 
6. IMPACTS 

Corporate Plan: Goal – 5. Governance; Program Areas – 5.4 High levels of accountability and compliance; 5.5 
Financial management for long-term sustainability 
Human Rights Compatibility Statement: This Policy has been assessed as compatible with the Human Rights 
protected under the Human Rights Act 2019 
Engagement: This policy has been developed with guidance from Qld State Government resources, Council’s 
Auditors and Audit and Risk Committee and in consultation with the Senior Leadership Group 

 
7. RELATED LAWS 

• Competition and Consumer Act 2010 (Cth)  

• Local Government Act 2009 (Qld)  

• Local Government Regulations 2012 (Qld)  
o Sections particularly relating to this policy include: 

▪ Section 198 Procurement Policy 
▪ Section 225 Medium-sized contract – quotes needed first (up to $292,000) 
▪ Section 226 Large-sized contract – tenders needed first ($292,000 or more) 
▪ Section 228 Tender process 
▪ Section 231 Exception for contractors on an approved contractors list 
▪ Section 232 Exception for register of pre-qualified suppliers 
▪ Section 233 Exception for a preferred supplier arrangement 
▪ Section 234 Exception for an LGA arrangement 
▪ Section 235 Other exceptions 
▪ Section 237 Publishing details of contracts worth $292,000.00 or more 

• Public Sector Ethics Act 1994 (Qld) 

• Work Health and Safety Act 2011 (Qld) 

 
8. RELATED COUNCIL DOCUMENTS 
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• Code of Conduct for Employees 

• Financial Delegations 

• Procurement Procedures 

 
9. REVISION HISTORY 

• Revokes: Procurement Policy # 67631 Version 2 Adopted by Council 17/09/2026 

• Previous approved versions:  
o All previous versions of Council Procurement Policy  
o All previous versions of Council Purchasing policy 

• Suggested to review by: This policy must be reviewed annually or when any changes to the relevant 
legislation requires it to be amended. Council must adopt the Policy annually even if no amendments have 
been made. Council’s Audit and Risk committee will also periodically review the Procurement Policy and 
Procedure and related implementation and internal controls. 

 
10. DEFINITIONS 

Approving Officer means the Officer who verifies that the required documentation is present, the goods/services 
have been received by Council and that the account is correct for payment and who then approves payment of a 
suppliers claim under authority delegated by the Chief Executive Officer under Chapter 7 Part 5 Section 259 of 
the Local Government Act 2009 or by virtue of the authority vested in the officer's appointment. 
Authorised Officer means an officer or agent of Council making, varying or discharging a contract under 
authority delegated by the Chief Executive Officer under Chapter 7 Part 5 Section 259 of the Local Government 
Act 2009 or by virtue of the authority vested in the officer's appointment. 
Cardholder means a financially delegated officer of Council to whom the issue of a Corporate Credit Card or 
Fuel Card has been approved.  
CEO means the Chief Executive Officer of the Balonne Shire Council appointed in accordance with the Local 
Government Act 2009.  
Consultant means a person or entity engaged under contract on a temporary basis to provide professional 
advice to assist decision making by Management and Council, to temporarily fill staff vacancies unable to be filled 
through the recruitment process and to assist in the management of project/program delivery which is temporarily 
beyond the Council's capacity.  
Contract means the power to bind Council. Contracts may be written documents signed by all parties but a 
purchase order or field requisition will also constitute a contract for the supply of goods and / or services for the 
purpose of these procedures. 
Council means Balonne Shire Council, its elected Councillors, its management and its employees. 
Council Employees means all permanent, casual and temporary employees, contractors, volunteers, 
apprentices, trainees and work experience students. 
Council Outcomes means the outcomes as prioritised by Council to meet strategic objectives as outlined in 
Council's Corporate Plan.  
Disposal means non-consumable items (assets) including land, machinery and plant that is no longer required by 
Council.  
EDMS means Council’s Electronic Document Management System, “Magiq” 
Emergency means a sudden or unexpected occurrence requiring immediate action. 
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Emergent Works unplanned work requiring prompt action to protect Council's operations, assets, services, 
compliance obligations, or community interests. 
Goods and Services means all types of goods, services and works, including building and construction services.  
GST means Goods and Services tax, A New Tax System (Goods and Services Tax) Act 1999 and related Acts.  
Local means within the Balonne Shire and all its communities. 
Local Supplier means a business which:  
(a) Is beneficially owned by persons who are residents and/or ratepayers of communities in the Balonne Shire; 
(b) Has its principal place of business within any community located in the Balonne Shire. 
Local Benefit refers to the measurable positive economic, social, and/or environmental outcomes that procurement 
activities generate for the Balonne Shire Council. Local Benefit may be derived directly through the supplier’s 
operations or indirectly through the supplier’s contribution to the broader local economy and community. 
Local Government Arrangement means a purchasing arrangement entered into by:  
(a) the Local Government Association of Queensland (LGAQ Ltd); and  
(b) that would be a purchasing arrangement if entered into by Council (eg. Local Buy). 

Non-Local Supplier means one who does not meet the criteria of a  Local Supplier  
Picking Slip means a document listing the quantity and description of each item included in a shipment. 
Probity means integrity, uprightness and honesty, requiring the procurement process to be conducted ethically, 
honestly and with fairness to all participants. Effective probity management is concerned with the procedures, 
processes and systems used rather than the outcome of an activity.  For councillors, chief executive officers, 
employees and councils, creating and maintaining probity involves more than simply avoiding corrupt or 
dishonest conduct. It involves applying and complying with public sector values and principles, and moral and 
legal obligations such as impartiality, accountability and transparency, and appropriately dealing with conflicts of 
interest. 
Procurement means the framework, rules and procedures by which a Council obtains an effective supply of the 
required goods and services.  It seeks to align with the organisational strategy rather than just process orders and 
“buy things”. 
Purchasing means the process of ordering and receiving goods and services.  It is a subset of the wider 
procurement function.  Generally purchasing refers to the process involved in orders goods and services which is 
comprised of request, approval, purchase order and receipt of said goods and/or services.  It does not generally 
drive policy decisions or act in a strategic manner. 
Purchasing Arrangement means: 
(a) an approved contractor list;   
(b) a local supplier arrangement; 
(c) a preferred supplier arrangement;  
(d) a register of pre-qualified suppliers; or  
(e) Local Government Arrangement.  

Purchasing Officer means an officer authorised to purchase goods and services on behalf of Council delegated 
under Chapter 6 Part 5 Section 238 of the Local Government Regulation 2012 for the making, varying or 
discharging of a contract for the Council. For the purposes of this document and Council’s Procurement Policy the 
Purchasing Officer is the Requisitioning Officer.  
Purchase Order means a uniquely numbered order form, detailing Council's requirements in relation to a supply 
of goods, services or works and generated following the completion of an electronic Requisition. 
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Requisition means a manual or electronic document that is a statement of requirements for goods, services or 
work to be carried out and authorised by an officer with an appropriate level of delegated authority that: 
a) identifies the requisitioner; 
b) specifies the delivery location and date needed; 
c) identifies items, descriptions, quantity and price of each item requested; and 
d) identifies the vendor. 

Requisition to Raise Purchase Order  means a manually prepared document used in the field, it records the 
requisitioning officer, requisition details and/or the receipting of goods by an officer in the field. It is a statement of 
requirements for goods, services or work to be carried out and authorised by an officer with an appropriate level 
of delegated authority.  
Receipting Officer means an Officer who is responsible for receipting the goods/services against the Delivery 
Docket, Picking Slip or Tax Invoice and who then signs that document to confirm receipt of the goods/services. 
Receiving Officer means an officer nominated to receive goods and/or services on behalf of Council and who 
verifies the physical receipt of goods and/or services. 
Requisitioning Officer means an officer or agent of Council with the authority to act as a Purchasing Officer for 
goods and services on behalf of Council and is responsible for – 
a) preparing a Requisition for goods and/or services; or 
b) completing a Requisition to Raise Purchase Order form; or  
c) using the electronic Requisition that generates the Purchase Order. 

Segregation of Duties means the separation of the accounting functions of authorisation, custody and recording 
to minimise the opportunity or ability to commit fraud. The separation of assigned duties and responsibilities is 
necessary so that no single employee can both perpetrate and conceal errors or irregularities. Segregation 
controls include: 

• Separating recording (requisitioning) and custodial (inventory) functions - Prevents employees from falsifying 
records in order to conceal theft of assets entrusted to them; 

• Separating custodial (inventory) and authorisation (approving) functions - Prevents authorisation of a 
fictitious or inaccurate transaction as a means of concealing asset thefts; and 

• Separation authorisation (approving) and recording (requisitioning) functions - Prevents an employee from 
falsifying records to cover up an inaccurate or false transaction that was inappropriately authorised. 

The Act means the Local Government Act 2009 
The Regulations means the Local Government Regulation 2012 

 
11. ATTACHMENTS 

• Attachment A - Sound Contracting Principles 

• Attachment B - Exceptions for medium-sized and large-sized contractual arrangements 

• Attachment C - Examples of recurring operational expenditure 

• Attachment D – Procurement request form 

 
 



 

Document No. 705592, Version No.3 Date of Adoption: 17/09/2026 
Authorised by:  Council Resolution Page 14 of 23 

Procurement - Council Policy (Statutory) 

Attachment A - Sound Contracting Principles 

1. Value for Money 
The concept of value for money cannot be defined by price alone.  Value for money takes into consideration the 
benefit of the purchase against the cost of the purchase.  In effect, Council is not always right to select the lowest 
price. Value for money factors need to be included in any evaluation and can include but are not limited to the 
following: 

• Fitness for purpose - at a minimum this would mean sufficient quality, efficient services and reliable support 

• Whole of life costs including cost of delivery, acquisition, installation, use, ongoing maintenance and 
disposal 

• Internal administration costs 

• Supplier knowledge, experience and ability 

• Timeliness of supply 

• Technical compliance 

• Contribution to the advancement of Council’s priorities by direct benefit of supplier commitment to 
supporting local business and the local economy; and/or indirect benefit of a stronger local economy 

• Risk exposure 

• Benefit to the community 

• Workplace health and safety requirements 

• Environmental benefits that provide value to the Council and the community; and 

• Sustainability 
 

2. Open and Effective Competition  
Procurement and subsequent purchasing activities must be open and transparent and result in effective 
competition for the provision of all goods and services but must also be undertaken with appropriate rigor and 
documentation to encourage supplier confidence through: 

• Transparency of process and decision making; and 

• Confidentiality of offers and the security of information 

All prospective vendors/suppliers must be treated (and be seen to be treated) fairly in an open and transparent 
manner with same access to information about the procurement process to enable them to submit 
prices/quotations/tenders on the same basis. 
Council must adequately test the market in a consistent manner without bias, or perception of bias, so that 
current/potential suppliers and the public have confidence in outcomes. 

 

3. Development of competitive local business and industry 
Council understands the impact that its operations play in the local community however it must remain mindful of 
its obligation to give regard to all five (5) requirements of the sound contracting principles through its activities. 
Therefore, Council has defined its recognition of Local, and non-local (broader) suppliers as follows: 
3.1 In this Policy, “Local” refers to the Balonne Shire and all its communities. 
3.2 In this Policy a Local Supplier is a business which: 

3.2.1 Is beneficially owned by persons who are residents and/or ratepayers of communities in the Balonne 
Shire; 
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3.2.2 Has its principal place of business within any community located in the Balonne Shire; and 
3.2.3 Otherwise has a place of business within any community located in the Balonne Shire that employs 

persons who are residents and/or ratepayers of the Shire. 
3.3 In this Policy a Non-Local Supplier is one who does not meet the criteria of a Local Supplier. 
3.4 Council’s commitment to competitive local business and industry is specifically demonstrated by the 

following: 
3.4.1 For purchasing activities that require officers to seek one or two quotations, the one or two 

quotations must be sought from local suppliers where local suppliers exist. Officers may seek the 
required number of quotations from non-local suppliers if the officer has undertaken sufficient 
research to establish that no local supplier can quote on the goods or services to be purchased. 

3.4.2 For purchasing activities that require officers to seek three quotations, the three quotations should 
be sought from local suppliers where local suppliers exist.  Officers are encouraged to ensure they 
are testing the market effectively and ensuring Council is achieving true value for money outcomes, 
so where practical, in addition to the number of local quotations sought, there should always be one 
from outside the shire. Additionally, officers may seek the required number of quotations from non-
local suppliers if sufficient research has been undertaken to establish that no local supplier can 
quote on the goods or services to be purchased. 

3.4.3 For each relevant purchasing activity undertaken, a criterion will be scored according to the 
supplier’s local classification with a 10% weighting applied.   

3.4.4 For procurement activities involving an open tender, a three-step process will be applied to 
evaluations: 

i. Council officers will confirm any mandatory criteria as stipulated within the tender documents 
before proceeding to stage 2.  Any tenderer who does not comply with the mandatory criteria 
will not progress further in the evaluation process. 

ii. Tenders will then be assessed using qualitative evaluation criteria such as the technical, 
managerial, financial and quality capacity of the supplier in the delivery of the specified goods 
and/or services before proceeding to stage 3.   

iii. A weighted score will then be applied based upon their supplier classification as described in 
the Sound Contracting Principles to describe a local supplier. 

3.4.5 Further, at all times Council will endeavour to achieve the following: 
i. Where possible ensure that purchases and projects are structured to include local suppliers; 

and 
ii. Ensure cost comparisons include freight costs to the delivery point; and 
iii. Actively seek out potential local suppliers during the pre-tender period and encourage such 

suppliers to submit a bid where they are qualified and able to meet the necessary 
requirements. 

3.5 Council may elect to accept a tender or offer from a local supplier in preference to a comparable tender or 
offer from a non-local supplier even if the tender or offer from the non-local supplier has been assessed as 
more favourable in one or more of the assessment criteria so long as the local offer does not diminish in 
any way Council’s requirements in performance, quality, suitability and other evaluation criteria by 
considering the following factors: 

i. Creation of new and/or maintenance of existing local employment opportunities; and 
ii. More responsive and readily available servicing support; and 
iii. Enabling local business to be more sustainable and ongoing; and 
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iv. Economic growth within the shire. 
3.6 Council seeks to engender strong competition at a local level for supply of goods and services and to 

maintain an active local economy with consequent community benefit by apply a major/minor rule to local 
suppliers where the bulk of supply will be based on a competitive price, reliability, quality, timeliness of 
supply and other relevant criteria, and a minority will be based on encouraging suppliers to earn more 
Council business with more competitive pricing in the future. 

3.7 This approach to local suppliers needs to be used sparing and deliberately.  Council should feel 
comfortable on each occasion that paying a higher price for supply will help keep local industry in the 
Balonne Shire, rather than acting to prop up inefficient and uncompetitive business at the rate payer’s cost. 

3.8 In addition to supporting Local Suppliers, Council recognises the value of engaging businesses that utilise 
significant local content in the form of labour, materials, or services sourced from within the Shire. Where 
applicable, a Local Content / Materials weighting may be applied that is separate from the Local Supplier 
preference to recognise and encourage tangible contributions to the local economy, even by non-local 
businesses. 

 

4. Environmental protection 
Council promotes environmental protection through its procurement procedures and encourages the recognition 
of this principle amongst all Elected Members, Officers and Suppliers. 
In undertaking any procurement activity, Council will: 

• Promote the procurement of environmentally friendly goods and services that satisfy value for money; 

• Work to minimise waste; 

• Promote the use of recycled products and recycling’ 

• Encourage the development of products and processes of low environmental impact; 

• Provide an example to business, industry and the community by promoting the use of climactically and 
environmentally friendly goods and services; and 

• Encourage environmentally responsible activities. 

When evaluating submissions made by quotation or tender, and where practical, Council will also consider the 
following: 

• The environmental policy and performance of prospective contractors or suppliers; 

• The selection of products that may have a reduced impact on human health and/or the natural 
environment; and 

• The environmental impact and performance of a requested product, such as energy and/or water efficiency 
ratings, fuel efficiency, durability, recycled content, toxicity, origin of any components made from a 
renewable source e.g. paper products and end of life disposal requirements. 

 

5. Ethical behaviour and fair dealing 

In their discussions with contractors, suppliers and their representatives, Council employees must act with: 

• Impartiality 

• Fairness 

• Independence 

• Openness 
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• Integrity and 

• Professionalism 

Council employees must, in these dealings, always seek to achieve value for money outcomes for Council, 
keeping in mind the requirement fairness and ethics. 
It is the responsibility of all Council officers to recognise and report to the Chief Executive Officer any actual, 
potential or perceived conflict of interest related to a procurement activity. 
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Attachment B – Exceptions for medium-sized and large-sized contractual 
arrangements 
 

a) A Quote or Tender Consideration Plan (Section 230 Local Government Regulation 2012 (Qld)) 
Council may enter into a medium or large sized contractual arrangement without first inviting quotations or 
tenders if Council resolves to: 

• Prepare a quotation or tender consideration plan; and 

• Adopts the plan in accordance with Section 230 (2) of the Regulations 
b) An approved contractor list (Section 231 Local Government Regulation 2012 (Qld)) 

In establishing an approved contractor list, Council recognises that such a list: 

• Must be defined by the processes required in the Act; 

• Will not be considered to be preferable to a register of pre-qualified suppliers or a preferred supplier 
arrangement but will provide Council with ability to build rigor around small to medium purchasing activities; 
and 

• Will take into account all the sound contracting principles as defined in the Regulations. 
c) A register of pre-qualified suppliers (Section 232 Local Government Regulation 2012 (Qld)) 

In establishing a register of pre-qualified suppliers, Council recognises that: 

• It must determine that the preparation and evaluation of submissions would be costly and time consuming 
if it invited submission every time the goods and/or services were required; or 

• It is critical to a successful outcome that the experience and financial viability of a supplier or contractor be 
assessed according to the requirements of the local government once only; or 

• There are specific pre-conditions to the offer to supply goods and/or services; or 

• There is a need or a desire to develop the specific capabilities of the businesses within the local region; or 

• The supply of goods or services require considerable security considerations; or 

• It will still ensure value for money by testing the market through quotations. 
d) A preferred supplier arrangement (PSA) (Section 233 Local Government Regulation 2012 (Qld)) 

In establishing a preferred supplier arrangement, Council recognises that: 

• It needs the goods or services in large volumes and frequently;  

• It can obtain better value for money by accumulating the demand for said goods or services;  

• It can articulate the specific requirements for the goods or service in a manner that can be readily 
understood by suppliers in the relevant industry 

• Whilst PSA’s are generally for one supplier only (preferred) Council could, if sufficient need exists, have 
more than one supplier on its PSA.  In doing this, Council recognises there may be a loss in driving value 
for money and may wish to consider establishing a register of pre-qualified suppliers instead. 

e) An LGA arrangement (such as Local Buy) (Section 234 Local Government Regulation 2012 (Qld)) 
In utilising an LGA arrangement, Council recognises that: 

• The LGA arrangement will be utilised where no local supplier is affected or able to provide the require 
goods and/or service; 

• The arrangements are entered into as a result of market testing which ensure that the price and other 
terms are equal to or better than the price and terms which would be available under a separate call for 
quotes or tenders; 
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• These arrangements can be accessed immediately so that there is no time delay as occurs where tenders 
or quotations are sought; 

• There is minimal overhead cost to Council in accessing these arrangements as compared to separately 
calling for tenders or quotations that involve significant staff resources to assess on report on the offers 
received. 
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Attachment C –Examples of recurring operational expenditure 
 

Provider Expenditure Description 

Ergon Energy Electricity 

Telstra Telephones/Internet 

Jardine Lloyd Thompson Insurance 

Qld Local Government Workcare Workers Compensation 

Queensland Local Government Mutual Public Liability 

IT Vision Authority Annual Licence Renewal 

Microsoft Products Microsoft  Annual Licence Renewal 

ITC Various Hardware and Software Licences 

Department of Natural Resources and Mines Property Valuations/Licence Renewals 

Local Government Association Queensland Memberships/Subscriptions 

Department of Transport and Main Roads Vehicle Registration 

Electoral Commission of Queensland Election cost 

Queensland Audit Office State Government Auditing 

SAI Global On-Line Select Additions Australian Standards 

Institute of Public works Engineering 
Australasia 

Subscription 
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Attachment D –Procurement Request Form 
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