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PURCHASING POLICIES AND PROCEDURES

Where schools are unable to undertake the administration and purchasing process for P&C Associations, then the following procedures must be followed.

1. OBJECTIVES

The purchasing policies and procedures outlined in this section of the manual have the following objectives:

· Establish requirements for tender processes that will provide a fair and reasonable opportunity for suppliers to participate in a competitive tender process and thereby achieve value for money and avoid allegations of favouritism or restrictions on competition; and

· Ensure that school uniform suppliers across the State comply with the Code of Practice for Employment and Outwork Obligations – Textile, Clothing and Footwear (“the Code”).

2. BASIC GUIDELINES

2 General

The procedures which the P&C Association must follow when it wants to purchase goods or services will depend on the value of the purchase. The value of the purchase is the total amount of the purchase.  For example, if the contract is for a period of 12 months the purchase value of the contract is based on the total annual cost of the services, not the weekly or monthly costs.  

Purchase values must not be split to avoid thresholds.

Based on the total value of the contract or arrangement, the following process should be followed as a minimum requirement:

2.2
Process to be followed – Based on the Value of the Purchase

Value of Purchase:  Under $2,000

· Obtain at least 1 verbal quote.

· Where a decision is made to obtain more than one quote, document verbal offers received and the reasons for selecting a particular quote.

Value of Purchase: $2,000 - $5,000

· Obtain at least 3 verbal quotes from local suppliers.

· Document verbal offers received and the reason for selecting a particular quote

Value of Purchase: $5,000 - $20,000

· Obtain at least 3 written quotes from genuine competitors (unless it is not possible to obtain 3 quotes after genuine effort has been made to obtain 3 quotes).

· The P&C Association must evaluate the offers and document the reason for selecting the successful offer.

· The P&C Association must give written notice to the successful offeror via letter or purchase order.

Value of Purchase: $20,000+

· Develop tender documentation suitable for obtaining written quotes from potential suppliers.

· Contact known local suppliers, and the school’s existing supplier (if applicable), to inform them of the opportunity.

· For purchases over $100,000, place a notice in the appropriate local, regional or State newspaper to ensure adequate opportunity for potential suppliers.

· Obtain at least 3 written quotes from genuine competitors (unless it is not possible to obtain 3 quotes after genuine effort has been made to obtain 3 quotes).

· The P&C Association must evaluate offers and document the reasons for selecting the successful offer.

· The P&C Association must give written notice to the successful offeror via letter of purchase order.

3.
PURCHASING PROCESS

3.1
Specification 

Before the P&C Association embarks on any tender process (including simply telephoning a supplier to obtain a quote) it must prepare a purchase specification which outlines and describes what the P&C Association wants to purchase.  The specification should state in some detail the P&C Association’s requirements and what the supplier is therefore expected to provide. Specifications can be simple or complex depending on the need.

The success of the purchasing activity relies on the specification being a true and accurate statement of the buyer’s requirements.

Apart from being a means of identifying the goods or services required, a specification will form part of any future contract that might result from offers received.

For more information on how to develop specifications, refer to the Better Purchasing Guide on http://www.qgm.qld.gov.au/bpguides/specif/index.html.

3.2
Evaluation 

Evaluation is the process that enables the selection of the most appropriate offer.  

It is important for the P&C Association to consider the value and significance of the purchase.  For example, if the purchase is for the supply of uniforms to the school for a long period of time (eg. 2 years), no doubt the value of the purchase will be significant and the evaluation process should be more detailed.

Even for a simple purchase which is not of great value, the P&C Association should consider:

· is the product or service suitable?

· will the product or service be delivered in the appropriate time?

· does the product or service meet the specifications?

· is the price within budget?

· has the supplier agreed with the conditions of contract?

There are several evaluation methods available to assist in evaluating quotes and tenders. These methods are available in a Better Purchasing Guide at the following web address: http://www.qgm.qld.gov.au/bpguides/evaluate/index.html.

3.3
Negotiating with Suppliers

The P&C Association may negotiate with offerors, if required.

However, it is important to remember that negotiation is NOT haggling, “horse-trading” or “Dutch auctions”.  For example:  “The ABC Suppliers said I could buy it for $500 less that you, can you beat that?’  It is unethical to discuss the pricing and other conditions of supplier’s goods and services with their competitors.
Information regarding one supplier’s offer MUST NOT be disclosed to a third party (including other suppliers).

It is important to keep written records of all negotiation meetings.  Negotiations can move along at a very fast pace and it is easy to lose track of what concessions were offered by whom and what follow up actions need to be taken.
3.4
Debriefing with Unsuccessful Offerors 

It is often helpful to offer feedback to unsuccessful offerors explaining why the offeror was unsuccessful.  It is important to make it clear to the offeror that it is an information session only to provide assistance to offerors in respect to future tenders/quotes.

Details of other offers should never be given out. The P&C Association should not enter a debate on the process or compare the unsuccessful offer with other offers.

4.
DEVELOPMENT AND USE OF TENDER DOCUMENTATION 

4.1
Standard Documentation

The P & C Association will need to develop documentation for use as part of the procurement process.  It is recommended that the P & C Association use EQ’s purchasing templates which are accessible under FR-08 of the DOEM.  

4.2
Documentation Retention 

P&C Associations must keep a record of the purchasing process which it undertakes, together with the purchasing decisions it makes.  These records should be kept for the time periods as specified by the General Disposals and Retention Schedule for Administrative Records as issued under the Public Records Act 2002 Section 13.

P&C Associations should keep copies of:

· how offers were invited

· quotations and/or offers received

· the reasons for choosing the successful offeror, particularly if the quotation accepted is not the lowest price

· records of discussions with offerors (if appropriate)

· evaluation records

· records of negotiations (if any) with tenderers 

· the final decision

· where the minimum number of quotes cannot be obtained, records of efforts made to obtain quotes from offerors.

5.
PROBITY & ACCOUNTABILITY

5.1
Advice to Offerors

When the P&C Association invites offers for the supply of goods or services, the P&C Association may provide clarification or confirmation of details contained in the tender documentation to potential offerors, before the closing date for the submission of offers. If the information included in the tender is unclear or incomplete, the clarification must be provided to all potential offerors, to ensure that no offerors are disadvantaged.

5.2
Confidentiality 

All information received from any offeror must be kept confidential (except the name of the successful offeror).

5.3
Regular Review of Market 

It is recommended that a testing and analysis of the supply market be undertaken at least every two years for all contracts to ensure that value for money is being achieved and that appropriate opportunities are being given to other potential suppliers.

5.4
Gifts 

All persons from the P&C Association who are involved in the purchasing process must not accept gifts or favours from offerors.

5.5
Conflicts of Interest 

All persons from the P&C Association who are involved in the purchasing process must avoid conflicts of interest.  For example, if a P&C Association member is related to a potential offeror, then the P&C Association member must not be involved in the purchasing process or attempt to influence it.

6.
COMPLIANCE WITH OTHER GOVERNMENT POLICIES

6.1
Compliance with Queensland Government Code Of Practice On Employment and Outwork Obligations-Textile Clothing and Footwear Suppliers

Education Queensland requires that school uniform suppliers across the State must comply with the Code Of Practice On Employment And Outwork Obligations-Textile Clothing And Footwear Suppliers.

Where a written agreement is not being entered into between the P&C Association and the Contractor, (i.e. where the value of the purchase is less than $5,000) then the P&C Association must ensure that it makes it clear to offerors when it is obtaining quotes that the successful offeror must comply with the Code.

In accordance with the Code, the successful offeror must sign and return to the P&C Association a statutory declaration stating that the offeror agrees to comply with the Code.

Under the Code, it will be necessary for the P&C Association to provide an annual report to the Department of Industrial Relations, containing the details of all suppliers.  The contact officer for DIR is the Principal Industrial Officer on 3225 2068.

The Code is available under FR-12 of the DOEM.

6.2
Policies relating to Minor and Capital Works

When conducting minor and capital works purchases, the P&C Association should consult with the school and Corporate Services Unit to ensure that they comply with other government policy requirements relevant to this Industry.

7.
COMPLAINTS MANAGEMENT

In the first instance, complainants should be encouraged to seek resolution through the area managing the purchasing process (ie. The P&C Association).
If a complainant wishes to pursue the matter further, then the complainant should be advised to put their concerns in writing.  The P&C should then review the issues raised and provide a written response.

The complainant, if not satisfied, may forward the complaint to the Executive Director (Schools) who will be responsible for managing the investigation process for formal complaints submitted to the department in writing.
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