
 

 
 
 
 
 
 
 
 
 

Moyne Shire Council 

Procurement Policy 
 
November 2021 



 

MOYNE SHIRE COUNCIL  |  PROCUREMENT POLICY  

TABLE OF CONTENTS 
1 PRINCIPLES ......................................................................................................................... 1 

1.1 Background .................................................................................................................................................................  1 
1.2 Scope ........................................................................................................................................................................... 2 
1.3 Purpose ........................................................................................................................................................................ 2 
1.4 Treatment of GST ........................................................................................................................................................ 2 
1.5 Definitions and Abbreviations ..................................................................................................................................... 3 

2 EFFECTIVE LEGISLATIVE AND POLICY COMPLIANCE AND CONTROL .......................................... 5 
2.1 Ethics and Probity ........................................................................................................................................................ 5 
2.2 Governance .................................................................................................................................................................  9 
2.3 Procurement Processes and Thresholds .................................................................................................................... 11 
2.4 Delegation of Authority ............................................................................................................................................. 16 
2.5 Internal Controls ........................................................................................................................................................ 18 
2.6 Risk Management ..................................................................................................................................................... 18 
2.7 Contract Terms .......................................................................................................................................................... 19 
2.8 Dispute Resolution ..................................................................................................................................................... 19 
2.9 Contract Management .............................................................................................................................................. 19 

3 DEMONSTRATE SUSTAINED VALUE ...................................................................................... 20 
3.1 Integration with Council Strategy.............................................................................................................................. 20 
3.2 Achieving Value for Money ....................................................................................................................................... 21 
3.3 Performance Measures and Continuous Improvement ............................................................................................. 21 
3.4 Corporate Social Responsibility ................................................................................................................................. 22 
3.5 Sustainability ............................................................................................................................................................. 23 
3.6 Diversity ..................................................................................................................................................................... 24 
3.7 Support for Business .................................................................................................................................................. 26 

4 APPLY A CONSISTENT AND STANDARD APPROACH ................................................................ 26 
4.1 Standard Processes ................................................................................................................................................... 26 
4.2 Performance Indicators ............................................................................................................................................. 27 
4.3 Management Information ......................................................................................................................................... 27 

5 BUILD AND MAINTAIN SUPPLY RELATIONSHIPS ..................................................................... 27 
5.1 Developing and Managing Suppliers ......................................................................................................................... 27 
5.2 Supply Market Development ..................................................................................................................................... 28 
5.3 Relationship Management ........................................................................................................................................ 28 
5.4 Communication ......................................................................................................................................................... 28 

6 CHARTER OF HUMAN RIGHTS AND RESPONSIBILITIES............................................................ 28 
7 REVIEW PROCESS ............................................................................................................. 29 
8 POLICY OWNER AND CONTACT DETAILS .............................................................................. 29 

Appendix 1 .......................................................................................................................................................................... 30 
Procurement Thresholds ..................................................................................................................................................... 30 
Appendix 2 .......................................................................................................................................................................... 31 
Financial  Delegations ......................................................................................................................................................... 31 
Appendix 3 .......................................................................................................................................................................... 33 
Exemptions from Purchase order requirements ................................................................................................................. 33 
Appendix 4 .......................................................................................................................................................................... 34 
Exception to Tendering ....................................................................................................................................................... 34 
Appendix 5 .......................................................................................................................................................................... 35 
Approved Purchasing Schemes ........................................................................................................................................... 35 
Appendix 6 .......................................................................................................................................................................... 37 
Evaluation Criteria & Weighting ......................................................................................................................................... 37 

 
  

 



 

                      MOYNE SHIRE COUNCIL  |  PROCUREMENT POLICY   

DOCUMENT CONTROL 

Document Title Procurement Policy 

Policy Type Council 

Responsible Branch Assets and Contracts 

Responsible Officer Manager Assets and Contracts  

Document Status Adopted by Council 

Approved By Council 

Adopted Date 7 December 2021 

Version 8.0 

Review Date 1 July 2025 



 

                      MOYNE SHIRE COUNCIL |  PROCUREMENT POLICY  - PAGE 1 

1 Principles   
 
1.1 Background 
 
Moyne Shire: 
Recognises that: 
Developing a procurement manual and adopting appropriate best practice contracting and 
procurement principles, policies, processes and procedures for all goods, services and works by 
Council, will enhance achievement of Council objectives such as responding to the climate 
emergency, sustainable and social procurement; bottom-line cost savings, supporting local 
economies; achieving innovation; and better services for communities.  

The elements of best practice applicable to local government procurement incorporate: 

˗ broad principles covering ethics, value for money, responsibilities and accountabilities 

˗ guidelines giving effect to those principles 

˗ a system of delegations (i.e. the authorisation of officers to approve and undertake a range of 
functions in the procurement process); and 

˗ procurement processes, with appropriate procedures covering minor, simple procurement to 
high value, more complex procurement. 

Council’s contracting, purchasing and contract management activities endeavor to: 
Support Council’s corporate strategies, aims and objectives including, but not limited to those related 
to sustainability, responding to the climate emergency, protection of the environment, and supporting 
local business 

˗ take a long term strategic view of its procurement needs while continually assessing, reviewing 
and auditing its procedures, strategy and objectives 

˗ provide a robust and transparent audit trail which ensures that procurement projects are 
delivered on time, within cost constraints and that the needs of end users are fully met 

˗ ensure impartial, fair and ethical conduct 

˗ achieve value for money and quality in the acquisition of goods, services and works by Council 

˗ ensure that risk is identified, assessed and managed at all stages of the procurement process 

˗ use strategic procurement practices and innovative procurement solutions to promote 
sustainability and value, in particular making use of collaboration and partnership opportunities 

˗ use social procurement to enhance sustainable and strategic procurement to effectively 
contribute towards building stronger communities and meeting the wider social objectives of 
Council; and 
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˗ comply with legislation, corporate policies or other requirements, ensuring that all staff 
responsible for procurement and contract management are aware of and adhere to the 
legislative requirements, Council standards and best practice. 

1.2 Scope 
This Procurement Policy is made under Section 108 of the Local Government Act 2020 (the Act).  The 
Act requires each council to: 
 
˗ Prepare and adopt a procurement policy which specifies the principles, processes and 

procedures applying in respect of the purchase of goods and services and carrying out of works 
by the Council 

˗ Review its procurement policy at least once during each 4-year term of the Council. 

This policy applies to all procurement activities of Council and is binding upon Councillors, Council 
Staff, temporary employees, contractors and consultants while engaged by Council. 
 
The Act and this Policy provides direction on the conduct of procurement activities throughout the 
sourcing, management and disposal phases. 
 
It is recommended that this document be read in conjunction with Moyne Shire Council’s Procurement 
Guidelines. 
 
1.3 Purpose 
This Policy is consistent with the requirements of S108 (2) of the Act and will: 
 
˗ promote open and fair competition and provide Value for Money 

˗ provide policy and guidance to Council to allow consistency and control over procurement 
activities 

˗ demonstrate accountability to rate payers 

˗ provide guidance on ethical behavior in public sector purchasing 

˗ demonstrate the application of elements of Value for Money in purchasing 

˗ increase the probability of obtaining the right outcome when purchasing goods and services 

˗ increase opportunities for local businesses and social enterprises, to create capacity for local 
job seekers, especially those who are marginalised, disadvantaged and under‐represented in 
the work force; and 

˗ reduce the negative impact on the environment by supporting Council’s response to the climate 
emergency through adoption of thoughtful purchasing behaviors. 

1.4 Treatment of GST 
All monetary values stated in this policy excludes GST, except where specifically stated otherwise. 
  

https://www.legislation.vic.gov.au/in-force/acts/local-government-act-2020/003
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1.5 Definitions and Abbreviations 
Term Definition 

Act Local Government Act 2020. 

CEO The Moyne Shire Council Chief Executive Officer 

Collaborative 
Procurement  

A contract established by Council, government or a nominated 
agent, such as Procurement  Australasia, Municipal Association of 
Victoria (MAV) or a local government entity, for the benefit of 
numerous state, federal and/or local government entities and others 
that achieves best value by leveraging combined economies of 
scale. 
 

Commercial in Confidence Information that, if released, may prejudice the business dealings of 
a party e.g., prices, discounts, rebates, profits, methodologies and 
process information. 
 

Conflict of Interest Means a Councillor, member of a delegated committee or Council 
Officer has: 
(a) a general conflict of interest in a matter if an impartial fair 

minded person would consider that the person’s private interest 
could result in that person acting in a manner that is contrary to 
their public duty; or 

(b) a material conflict of interest in respect of a matter if an affected 
person would gain a benefit or suffer a loss depending on the 
outcome of the matter, each as defined in Part 5 Division 2 of 
the Act. 

 
Contract Management The process that ensures both parties to a contract that fully meet 

their respective obligations as efficiently and effectively as possible, 
in order to deliver the business and operational objectives required 
from the contract and in particular, to provide value for money. 
 

Council Moyne Shire Council. 

Councillor Means a person who has been elected to the office of councillor on 
Council. 
 

Council Staff  
 

Includes full-time and part-time Council Staff, and temporary 
employees, contractors and consultants while engaged by Council. 
 

Corporate Social 
Responsibility (CSR) 

Corporate Social Responsibility (CSR) is about taking positive 
action to demonstrate Council’s commitment to the local community 
and environment on which it impacts. 
 

e-Hub The Victorian Local Government Procurement eHub strengthens 
relationships between council procurement professionals by 
encouraging collaboration, information sharing and capability 
building. 
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Term Definition 

Emergency Means an emergency due to the actual or imminent occurrence of 
an event which requires immediate action.  

Endorse If you endorse someone or something, you say publicly that you 
support or approve of them. 

Expression of Interest 
(EOI) 

An invitation for persons to submit an EOI for the provision of the 
Goods and/or Services generally set out in the overview of 
requirements contained in the document. This invitation is not an 
offer or a contract. 
 

Goods, Services or Works Means the deliverable(s) the preferred invitee will be required to 
provide to Council, when the conditions of contract have been 
agreed between the preferred Invitee and Council. 
 

Local Business A business with a permanent operational office or depot physically 
located within the Municipal boundaries of the Moyne Shire  
 

Probity  Within Local Government, the word "probity" is often used in a 
general sense to mean "good process." A procurement process that 
conforms to the expected standards of probity is one in which clear 
procedures that are consistent with Council’s policies and 
legislation are established, understood and followed from the 
outset. These procedures need to consider the legitimate interests 
of suppliers and ensure that all potential suppliers are treated 
equitably. 
 

Procurement Procurement is the whole process of acquisition of external goods, 
services and works. This process spans the whole life cycle from 
initial concept through to the end of the useful life of an asset 
(including disposal) or the end of a service contract. 
 

Regional Business A business with a permanent operational office or depot physically 
located within a municipality that borders the Moyne Shire. 
 

Request for Tender (RFT) A request for Tender is generally sent to the supplier market, 
designed to capture commercial information and pricing. Allows 
Council to assess suitability and evaluate responses against a set 
of pre-defined requirements. 
 

Sustainability  
 

Activities that meet the needs of the present without compromising 
the ability of future generations to meet their needs. 
 

Social Procurement 
 

Social Procurement uses procurement processes and purchasing 
power to generate positive social outcomes in addition to the 
delivery of efficient goods, services and works. 
 

Tender Process  The process of inviting parties to submit a quotation by tender using 
public advertisement, followed by evaluation of submissions and 
selection of a successful bidder or tenderer. 
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Term Definition 

Value for Money 
 

 

 

 

 

Value for Money is the achievement of a desired procurement 
outcome at the best possible price, not necessarily the lowest price, 
based on a set list of financial and non-financial criteria relevant to 
the procurement. Value for Money considers the total cost of 
procurement including: 
a) contribution to the advancement of Council’s priorities and 

strategic objectives; 
b) fitness for purpose, quality, social and environmental impacts, 

service and support; and 
c) cost related factors including whole of life costs and transaction 

costs associated with acquiring, using, holding, maintaining and 
disposing the Goods, Services or Works. 

VGPB Victorian Government Purchasing Board 

 
2 Effective Legislative and Policy Compliance and Control 
 
2.1 Ethics and Probity 

2.1.1 Requirement 
The Council’s Procurement activities shall be performed with integrity and in an open, transparent and 
ethical manner with demonstrated integrity, fairness and accountability that meets relevant legal 
requirements. 
 
All tender processes shall be conducted in accordance with the requirements of this Procurement 
Policy and any associated procedures, relevant legislation, relevant Australian Standards, 
Commercial Law and the Act. 

2.1.2 Conduct of Councillors and Council Staff 

2.1.2.1 General 
Councillors and Council Staff shall at all times conduct themselves in ways that are in accordance 
with the Councillor Code of Conduct or the Staff Code of Conduct respectively, will perform their 
duties ethically and with integrity and must: 

 
˗ treat potential and existing suppliers with equality and fairness  

˗ not seek or receive personal gain 

˗ maintain confidentiality of Commercial in Confidence information  

˗ present the highest standards of professionalism and probity 

˗ deal with suppliers in an honest and impartial manner that does not allow conflicts of interest 

˗ provide all suppliers and tenderers with the same information and equal opportunity 
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˗ be able to account for all decisions and demonstrate and provide evidence of the processes 
followed 

˗ refrain from seeking tenders without a firm intention to proceed; and 

˗ ensure Council staff do not endorse any products or services.  

 

2.1.2.2 Members of Professional Bodies 
Councillors and Council staff belonging to any other professional organisations shall, in addition to the 
obligations detailed in this policy, ensure that they adhere to any code of ethics or professional 
standards required by that body. 

2.1.3 Tender and Quotation Processes 
All tender and quotation processes shall be conducted in accordance with the requirements of this 
policy, the Procurement Guidelines and any associated procedures, relevant legislation, relevant 
Australian Standards and the Act. 

2.1.4 Conflict of Interest 
Councillors and Council Staff shall at all times avoid situations which may give rise to an actual or 
perceived conflict of interest. A conflict of interest may be a general or a material conflict of interest.  
 
A person has a general conflict of interest in a matter if an impartial, fair-minded person would 
consider that the person's private interests could result in that person acting in a manner that is 
contrary to their public duty. 
 
A person has a material conflict of interest in a matter if an affected person would gain a benefit or 
suffer a loss depending on the outcome of the matter. The benefit or loss may be direct or indirect and 
pecuniary or non-pecuniary. Affected persons include, among others, the member of Council Staff 
and their family members. 
 
Councillors and Council staff involved in the procurement process, in particular preparing tender 
documentation, including writing tender specifications, tender opening, and tender evaluation panels, 
must: 
 
˗ Avoid conflicts, whether actual, potential or perceived, arising between their official duties and 

their private interests. Private interests include the financial and other interests of Councillors 
and Council Staff, plus their relatives and close associates 

˗ Declare that there is no conflict of interest. Where future conflicts, or relevant private interests 
arise, Council Staff must make their manager or the chairperson of the relevant tender 
assessment panel aware and allow them to decide whether the officer should continue to be 
involved in the specific procurement exercise; and 

˗ Observe prevailing Council, Victorian Government Purchasing Board (VGPB) and e-hub 
guidelines on how to prevent or deal with conflict of interest situations; and not take advantage 
of any tender related information whether or not for personal gain. 
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2.1.5 Fair and Honest Dealing 
All prospective contractors and suppliers must be afforded an equal opportunity to tender or quote.  
 
Impartiality must be maintained throughout the procurement process so it can withstand public 
scrutiny. 
 
The commercial interests of existing and potential suppliers must be protected. 
 
Confidentiality of information provided by existing and prospective suppliers must be maintained at all 
times, particularly commercially sensitive material such as, but not limited to prices, discounts, 
rebates, profit, manufacturing and product information. 
 
Any suspected improper conduct, including suspected fraud, corruption, substantial mismanagement 
of public resources, risk to public health and safety, risk to the environment, or detrimental action 
should be managed in accordance with Council’s internal policies and processes. 
 

2.1.6 Accountability and Transparency 
Accountability in procurement means being able to justify and provide evidence of the process 
followed. An independent third party must be able to see clearly that a process has been followed and 
that the process was fair and reasonable.  
 
Council Staff must be able to account for all procurement decisions and ensure all procurement 
activities leave an audit trail for monitoring and reporting purposes. 
 
Therefore the processes by which all procurement activities are conducted will be in accordance with 
Council’s Procurement Policy and related Council Procurement Guidelines. 
 

2.1.7 Gifts and Hospitality 
All Councillors and Council Staff are to adhere to Council’s Operational Policy and Procedure, Fraud 
and Corruption Control Policy OD 002 and Gifts and Benefits Policy OD 015. 
 

2.1.8 Disclosure of Information 
Commercial in Confidence information received by Council must not be disclosed and is to be stored 
in a secure location. 
 
Councillors and Council staff are to protect, by refusing to release or discuss the following: 

˗ allocated Council budgets for proposed tenders unless the tender is for the best service or 
works for a known cost i.e. a consultancy design, strategy or investigation 

˗ information disclosed by organisations in tenders, quotation or during tender negotiations 

˗ all information that is Commercial in Confidence information; and 

˗ pre-contract information including, but not limited, to information provided in quotes and tenders 
or subsequently provided in pre-contract negotiations. 

Discussion with potential suppliers during tender evaluations should not go beyond the extent 
necessary to resolve doubt on what is being offered by that supplier. 
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2.1.9 Complaints & Reporting suspicious activities  
 
Complaints Handling 
Members of the public and suppliers are encouraged to report known or suspected incidences of 
improper conduct to the CEO.  Councillors and Council Staff will report and manage complaints in 
accordance with Council’s internal policies and processes. 
 
Reporting Suspicious Activities 
All Councillors, Council Staff and Council suppliers are required at all times to act honestly and with 
integrity and to safeguard the public resources for which they are responsible. Council is committed to 
protecting all revenue, expenditure and assets from any attempt to gain illegal benefits (financial or 
otherwise). 
 
Council will take all reasonable steps to protect those who assist Council by providing information 
about suspected fraud. This will include confidentiality of identity and protection from harassment, to 
the extent possible.   
 
Suspected improper conduct, offers of bribes, commissions and any other irregular approaches from 
suppliers, prospective suppliers or other individuals will be investigated and reported in accordance 
with Council’s internal policies and processes. 
 
The CEO must notify IBAC of any matter they suspect on reasonable grounds to involve corrupt 
conduct occurring or having occurred in accordance with mandatory reporting requirements under the 
Independent Broad-based Anti-corruption Commission Act 2011. 
 

2.1.10 Collusive Tendering 
All parties must not engage in collusive tendering or any other anti-competitive practices such as, but 
not limited to: 
˗ agreement between tenderers as to who should be the successful tenderer 

˗ any meeting of tenderers to discuss tenders prior to the submission of the tenders if the client is 
not present 

˗ exchange of information between tenderers about their tenders prior to awarding of a contract 
or commission 

˗ agreement or exchange of information between tenderers for the payment of money or the 
securing of reward or benefit for unsuccessful tenderers by the successful tenderer 

˗ agreements between tenderers to fix prices or conditions of contract (this means any 
collaboration between tenderers on prices or conditions to be included in contracts or 
commissions without the consent of the client) 

˗ submission of a cover tender or any assistance to any tenderer to submit a cover tender (that is, 
a tender submitted as genuine but which has been deliberately priced in order not to win the 
contract or commission) 
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˗ any agreement between tenderers prior to submission of tenders to fix the rate of payment of 
employer or industry association fees where the payment of such fees is conditional upon the 
tenderer being awarded the contract or commission; and 

˗ payment to any third party of money, fees, incentives or other concessions contingent on the 
success of the tender that do not relate to the provision of proper services relevant to the 
tender. 

2.2 Governance 

2.2.1 Structure 
Council has delegated a range of powers, duties and functions to the CEO in relation to procurement. 
The delegation aims to ensure that the Council’s procurement structure operates according to 
processes that: 
 
˗ establish a procurement management responsibility structure and delegations ensuring 

accountability, traceability and auditability of all procurement decisions made over the lifecycle 
of all goods, services and works purchased by Council;  

˗ ensure that Councils’ procurement structure: 

o is flexible enough to purchase in a timely manner the diverse range of material, goods, 
works and services required by Council 

o guarantee that prospective contractors and suppliers are afforded an equal opportunity to 
tender/quote; and 

o encourage competition and collaboration. 

2.2.2 Standards 
Council’s procurement activities shall be carried out to the professional standards required by: 
˗ The Act 

˗ Council’s policies 

˗ Council’s Procurement Guidelines 

˗ Council’s Code of Conduct 

˗ Councillors Code of Conduct 

˗ Current Victorian Local Government Procurement Best Practice Guidelines 

˗ Other relevant legislative requirements such as, but not limited to: 

o Victorian Government Code of Practice for the Building and Construction Industry 

o National Code of Practice for the Construction Industry 

o National Competition Policy 

o Trade Practices Act 
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o Goods Act 

o Environmental Protection Act 

o Freedom of Information Act 

o Information Privacy Act 

o Other relevant Acts, Codes and Resource Materials as determined by Council from time 
to time 

o Victorian Government Purchasing Board documentation, and 

o Reference Documents. 

 
Where there are inconsistencies with the Code of Practice for the Building and Construction Industry, 
Council’s Procurement Policy and Guidelines will apply. 
 

2.2.3 Methods 
Council’s standard methods for purchasing goods, services and works shall be by some or all of the 
following methods: 

˗ purchasing card (corporate credit card) 

˗ purchase order that represent Value for Money under the quotation process from suppliers for 
goods or services under the thresholds adopted by the Council. An approved purchase order 
must be created prior to committing expenditure on behalf of Council 

˗ under contract following a tender or quotation process 

˗ using aggregated purchasing arrangements with other Councils, MAV Procurement, 
Procurement Australia, Victorian Government, or other bodies  

˗ using other arrangements authorised by Council or the CEO, on a needs basis as required by 
abnormal circumstances such as emergencies 

˗ under a Preferred Supplier Panel as described in the Procurement Guidelines 

˗ using Collaborative Procurement Arrangements 

˗ petty cash 

Council may, at the CEO’s discretion and based on the complexity and cost of the project, conduct 
one stage or multi-stage tenders.   
 
Typically, a multi-stage tender process will commence with a registration of Expression of Interest 
stage followed by a tender process involving the organisations selected as a consequence of the 
registration of Expression of Interest stage. 
 
 
 



 

                      MOYNE SHIRE COUNCIL |  PROCUREMENT POLICY  - PAGE 11 

2.2.4 Exemptions from purchases requiring a purchase order  
˗ Some purchases do not require a purchase order to be provided. These exceptions are 

contained within Appendix 3. 

˗ Where it is not reasonable to raise the purchase order such as an emergency situation prior to 
the commencement of work, that it is undertaken as soon as practicable.  

˗ Other arrangements can only be authorised by Council or the CEO under emergency 
circumstances, as defined in the Act. 

2.2.5 Responsible Financial Management 
The principle of responsible financial management shall be applied to all procurement activities.  
 
Accordingly, to give effect to this principle, the availability of existing funds within an approved budget, 
or source of funds, shall be established prior to the commencement of any procurement action for the 
supply of goods, services or works.  
 
Council staff must not authorise the expenditure of funds in excess of their financial delegations. 
 
Council staff must not disclose allocated tender budgets to suppliers unless the tender is for the best 
service or works for a known cost i.e. a consultancy design, strategy or investigation. 
 
Council funds must be used efficiently and effectively to procure goods, services and works and every 
attempt must be made to contain the costs of the procurement process without compromising any of 
the procurement principles set out in this Policy. 
 
All expenditure must be in accordance with Council approved budgets or approved budget variations. 
 
2.3 Procurement Processes and Thresholds 

2.3.1 Process 
 
Council procurement processes are based on a number of principles. 
 
Value for Money 
The benefits of the purchase are weighted against the costs necessary for the optimum result for 
Council and the local community. Council is not required to accept the lowest tender. Instead, Council 
is required to take into account issues of quality, cost, risk, the accessibility of the service and other 
factors relevant to the overall objectives of the Local Government Act 2020. 

 
Value for Money is often mistaken for meaning the lowest price, however, in terms of the contracting 
process, Value for Money requires a balance of quality and price, with as much transparency as is 
reasonably achievable. In this context, price should take into account the whole life cost of the 
provision so far as is practicable. It follows that the delivery of Value for Money is dependent upon 
Council priorities such as supporting local business.  

 
Achieving Value for Money also requires challenging the need for the procurement and the way in 
which the service may be reconfigured to achieve improvements in service delivery, comparing 
service provision options against all those available, consulting with key stakeholders and ensuring 
competition in the open market. 
Achieving Value for Money must be the basis of all procurement decisions within Council. 



 

                      MOYNE SHIRE COUNCIL |  PROCUREMENT POLICY  - PAGE 12 

Open and Fair Competition 
All suppliers are treated fairly in an open and transparent manner and have access to the same 
information. 
 
Accountability 
Council maintains consistency in the approach to procurement across the whole organisation through 
coherent frameworks, policies and procedures. Accountability in procurement means being able to 
explain and provide evidence on the process followed. The test of accountability is that an 
independent third party must be able to see clearly that a process has been followed and that the 
process is fair and reasonable.  

 
Therefore, the processes by which all procurement activities are conducted will be in accordance with 
Council’s procurement guidelines. 

 
Additionally: 
 
˗ All Council staff must be able to account for all procurement decisions made over the lifecycle of 

all goods, services and works purchased by Council and provide feedback on them; and 

˗ All procurement activities are to provide for an audit trail for monitoring and reporting purposes. 

Risk Management 
Strategies for managing risks associated with all procurement processes are in place and consistent. 
 
Probity and Transparency 
All Council procurement processes must be conducted in a fair, honest and open manner, with the 
highest levels of integrity and in the public interest. 

 
In every procurement activity all practicable efforts will be made to consider the sustainable 
procurement considerations. 

 
Council will invite offers from the supply market for goods, services, and works in accordance with the 
thresholds listed in Appendix 1. 
 
Procurement Principles 
Council will apply the following fundamental best practice principles to procurement, irrespective of 
the value and complexity of that procurement: 
 
˗ Value for Money 

˗ Sustainability (social, economic and environmental) 

˗ Open and fair competition 

˗ Accountability 

˗ Risk management, and 

˗ Probity and transparency. 
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Procurement Methodology 
Section 108 of the Act details that each Council will set the public tender threshold above which 
tenders or expressions of interest for contracts must be publicly invited. A public tender process must 
be used for all procurements valued above $180,000 exclusive of GST for construction and $135,000 
exclusive of GST for goods and services. 

 
For procurements valued under $180,000 for construction and $135,000 for goods and services, the 
procurement methodology and thresholds detailed in Appendix 1 will apply.  

 
Contract Variations 
All contract variations must be assessed to determine whether they are properly characterised as 
variations, or whether they are in effect a new contract.  This will depend on factors like: 
 
˗ the monetary value of the proposed variation, i.e. the value of the variation in the context of the 

thresholds fixed by the Procurement Policy; and 

˗ the subject matter of the proposed variation, and whether it is consistent with the scope of the 
original contract. 

 
Public Tender Requirements  
All public tenders invited by the Council will be published via Council’s eTendering Portal and will be 
advertised in the media.  
 
Information regarding current tenders will be published on Council’s eTendering Portal. 
 
Tender Evaluation  
A tender evaluation panel will be established to evaluate each tender submission against the tender’s 
selection criteria. Tender evaluation panels can include external independent subject expert 
personnel in order to ensure the best outcome for a procurement activity and must comprise of at 
least 3 people. 
 
A detailed Procurement Plan shall be developed, approved and strictly adhered to by that panel. 
 
The Procurement Plan should be completed and signed off prior to the tender or quotation being 
issued. 
 
Evaluation Criteria  
 
The Council will include an evaluation criteria categories to determine whether a proposed contract 
provides Value for Money. Appendix 6 provides a template to assist in determining criteria and 
weighting to a value of 100%. 
 
Collaborative procurement  

Council Officers will seek to use Collaborative Procurement Arrangements with third parties when 
procuring Goods, Services and Works in order to take advantage of economies of scale in 
accordance with Section 108(3)(c) of the Act. When a report for a procurement is presented to 
Council for approval, it will include information relating to any collaborative arrangement opportunities 
that were explored as part of the procurement process.  
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When collaborating with other Councils, the Council will do so in accordance with the following: 

˗ working with other Councils to develop a consolidated contract register to identify joint 
procurement projects 

˗ Council Officers must actively consider all contracts to determine if the procurement would 
benefit from expertise, economies of scale or other strategic benefits to Council (other than 
projects that are unique to an individual Council (e.g. unique construction or works projects) 
must be included in the consolidated contract register for collaboration consideration 

˗ other contracts which, due to the subject matter, nature or scope, are likely to deliver 
operational efficiencies if procured in collaboration with the other Councils, must be included in 
the consolidated contract register for consideration as a possible joint procurement opportunity 

˗ Council Officers commit to regularly reviewing the contracts register to determine whether 
collaborative procurement should be considered 

˗ where collaborative procurement is to be pursued:  

o a pre-market approval submission will be submitted to each Council prior to commitment 
to collaboration, seeking delegation of contract approval to the appropriate Council Officer 
of that Council; 

o the participating Councils will establish a Heads of Agreement that gives authority for a 
lead council to act as each Council’s agent in the Collaborative Procurement 
Arrangements; 

o each of the Councils who participate will be able to enter into a contract with the preferred 
supplier identified though the collaborative procurement process, or may choose as a 
group to enter into a contract using “jump in/opt-in” contract provisions during the contract 
term, or with the Council which conducted the relevant procurement;  

o each participating Council must be involved in: 

- the initial decision to undertake the Collaborative Procurement Arrangement 
- preparation of, and agreement to, the specifications 
- ensuring probity for the Collaborative Procurement Arrangement; and 
- the acceptance of tender(s) and awarding of contract(s); and 

When considering the evaluation criteria for a particular Collaborative Procurement Arrangement, 
each participating Council will prioritise Value for Money for the collaborating Council’s in addition to 
its usual Procurement Policy to ensure alignment can be achieved between Council’s for the 
evaluation criteria.  

Furthermore, Council may collaborate with other Councils or other bodies such as MAV Procurement 
or Procurement Australasia to procure Goods, Services or Works, or utilise existing Collaborative 
Procurement Arrangements established through a public tender process where it provides an 
advantageous, Value for Money outcome for the Council. 

Any Federal or State Government grant funded projects may be excluded from Collaborative 
Procurement Arrangements. 
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2.3.2 Minimum Spend Competition Thresholds 
Legislation allows for contracts which have been prescribed (in a regulation) to be exempted from 
complying the Act. At this time only contracts for legal services have been exempted. 

2.3.2.1 Procurement Thresholds 

Are described in Appendix 1. 

2.3.2.2 Tenders 
Purchase of all goods, services and works for which the value is equal to or exceeds the compulsory 
tender thresholds stated within Appendix 1, must be undertaken by public tender unless approved 
exemptions are available.   
 
However, should the nature of the requirement and the characteristics of the market be such, that the 
public tender process would lead to a better result for Council, public tenders may be called for 
purchase of goods, services and works for which the value is less than the compulsory tender 
thresholds. 
 
For ongoing expenditure, the tender thresholds shall apply for at least two financial accounting 
periods. 
 
Works and Services that are supplied under Councils Panel Contracts are exempt from the tender 
process as a procurement process has taken place to demonstrate Value for Money and has been 
awarded by Council. 
 
Panel contracts and contractors can be found in the Procurement Guidelines and are updated as 
each Panel Contract is renewed.   

2.3.2.3 Quotations 
For purchases of goods, services and works having a total valuation of less than compulsory tender 
thresholds, Council will maintain a formalised system of procurement requirements as outlined in the 
Procurement Guidelines. 
 
Council’s procurement guidelines will address, but are not limited to, the following: 

˗ financial thresholds 

˗ reporting requirements 

˗ the type and number of quotations required  

˗ advertising  

o Quotations may be advertised at Council Staff member’s discretion. This may occur when 
a field of potential tenderers hasn’t been established, or an innovative approach is 
required, or the project is considered to have broad appeal that may attract competitive 
prices, etc.  

˗ Insufficient quotations 
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o The situation may arise where insufficient quotations are received to satisfy the above 
requirements.  

o This may occasionally occur where there are few suppliers for the goods, services or 
works being sought or the work is highly specialised. In this case, the details of the 
contacted suppliers must be recorded and an appropriate comment recorded. 

2.3.2.4 Outsourcing 
Council may use the services of a third-party agent to undertake a tender on its behalf.  Where this 
engagement is determined Council will: 

˗ endorse the tender and contract specifications, conditions and other contract documentation 
before public tenders are called 

˗ ensure proper procurement processes and procedures are in place 

˗ make a decision to either accept one of the tenders or reject all tenders as allowed by the Act, 
including reviewing the evaluation panels’ assessment of submissions and recommendation to 
select one tender or a panel of tenderers; and 

˗ exercise discretion in accepting one of the tenders and not merely rely on the work undertaken 
by the agent. 

2.3.2.5 Bidding and External Works 
Council Business Units can bid for external works provided that they can clearly demonstrate that the 
performance of such work will not hinder the delivery of Council services. All bids shall be subject to 
final agreement by the CEO. Business Units shall comply with Council’s Works Profit Margin Policy, 
Procurement Policy and Procurement Guidelines to the satisfaction of the CEO. 

2.4 Delegation of Authority 

2.4.1 Requirement 
Council has delegated responsibilities relating to the expenditure of funds for the purchase of goods, 
services and works, the acceptance of quotations and tenders and for contract management activities 
to the CEO. The CEO has further delegated some of those responsibilities to other members of 
Council Staff, subject to specified conditions and limitations in Appendix 2 Financial Delegations. 
 

2.4.2 Delegations 

2.4.2.1  Council Staff 
Council shall approve and maintain a Delegations of Authority identifying Council staff authorised to 
make such procurement commitments in respect of goods, services and works on behalf of Council 
and their respective delegations contained in Financial Delegations policies i.e. 

˗ Acceptance of tenders 

˗ Acceptance of quotes  

˗ Contract term extensions (within authorised budget) 

˗ Contract amendment (non-financial) 
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˗ Contract amendment (financial) 

o For contracts with a value of less than $135,000/180,000 (GST exclusive), financial 
adjustments must be submitted to the relevant Director for approval. 

o Financial adjustments must be submitted to the CEO for approval, subject to budget and 
compliance with financial procedures for contracts with a value of more than $135,000 
(goods and services/180,000 (construction) (GST exclusive). 

˗ Appointment to register of pre-qualified suppliers 

˗ Purchase Card purchases 

˗ Procedural exceptions 

The CEO shall approve and maintain a Financial Instrument of Sub-Delegation by CEO identifying 
Council staff sub delegated by the CEO to make procurement commitments in respect of goods, 
services and works, and other delegated commitments on behalf of Council. The CEO shall also 
maintain a record of their respective delegated purchasing limits in the List of Responsible Officers 
and their Purchasing Limit. (Appendix 2) 

2.4.2.2 Delegations Reserved for Council 
Council may, in its absolute discretion: 

˗ reject any or all tenders 

˗ accept an alternative tender, non-conforming tender, or complying tender; and 

˗ accept any tender that is Value for Money and will not necessarily accept the lowest price 
tender even though that tender, may be less costly to Council than a tender submitted by some 
other tenderer. 

 
Commitments and processes which exceed the CEO’s delegation and which must be approved by 
Council are: 

˗ initial signing and sealing of contract documents 

˗ tender recommendations and Contract approval for all expenditure over $300,000 (GST 
exclusive) and where it is proposed not to approve the lowest tender for a formal contract 

˗ variations to the contract sum and contract term extensions (requiring additional budget). 

Councillors may decide to re-call tenders only in compelling circumstances. The original tenderers 
must be advised of the reasons for re-calling and should be invited to submit new tenders. 
 
Councillors may decide to cancel a procurement without awarding a tender. If Council cannot achieve 
its objectives from the responses to a tender, or the tender process becomes compromised, then 
cancellation may be an option. 
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2.5 Internal Controls 

2.5.1 General 
Council will install and maintain a framework of internal controls over procurement processes that will 
ensure: 

˗ more than one person is involved in and responsible for a transaction end to end 

˗ transparency in the procurement process 

˗ a clearly documented audit trail exists for procurement activities 

˗ appropriate authorisations are obtained and documented; and 

˗ systems are in place for appropriate monitoring and performance measurement. 

2.6 Risk Management 

2.6.1 General 
Risk Management is to be appropriately applied at all stages of procurement activities which will be 
properly planned and carried out in a manner that will protect and enhance Council’s capability to 
prevent, withstand and recover from interruption to the supply of goods, services and works. 

2.6.2 Supply by Contract 
The provision of goods, services and works by contract potentially exposes Council to risk.  
 
Council will minimise its risk exposure by measures such as: 

˗ standardising contracts to include current, relevant clauses  

˗ ensuring contractors have appropriate insurances and Occupational Health & Safety 
compliances 

˗ requiring security deposits where appropriate  

˗ referring specifications to relevant experts  

˗ requiring contractual agreement before allowing the commencement of work 

˗ providing evidence of compliance to any State Government health orders for events such as 
pandemics or similar 

˗ use of or reference to relevant Australian Standards (or equivalent); and  

˗ effectively managing the contract including monitoring and enforcing performance.  

Contracts are to be proactively managed by Council staff responsible for the delivery of the 
project/contract. Each should be assessed relevant to size, type, complexity, duration and value to 
determine the level of risk. This will then determine the level of management of the particular project / 
contract and forms an integral part of good contract management. 
 
Risk assessments are a vital part of the procurement planning process, particularly for significant 
contracts. Risks will be identified for each part of the sourcing, transition, delivery and finalisation 
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stages of procurement. Appropriate risk avoidance and mitigation strategies will be employed 
whenever practicable and appropriate.  
 

2.7 Contract Terms 
All contractual relationships must be documented in writing based on standard terms and conditions.  
 
Where this is not possible, approval must be obtained from the appropriate member of Council staff 
listed in the Council Delegations.  
 
To protect the best interests of Council, terms and conditions must be settled in advance of any 
commitment being made with a supplier. Any exceptions to doing this exposes Council to risk and 
thus must be authorised by the appropriate member of Council staff listed in the Council Delegations. 
 
2.8 Dispute Resolution 
All Council contracts shall incorporate dispute management and alternative dispute resolution 
provisions to minimise the chance of disputes getting out of hand and leading to legal action. 
(Reference Procurement Guidelines) 
 
2.9 Contract Management 
 
In order to continually improve its procurement and contract management processes and outcomes, 
Council will evaluate and seek to improve on all aspects of procurement and contract management, in 
accordance with its documented procurement processes and Contract Management Guidelines. 
 
Good contract management ensures goods, services and works are delivered to the required 
standards of quality and quantity as intended by the contract through: 
 
˗ establishing a system monitoring and achieving the responsibilities and obligations of all parties 

under the contract 

˗ providing a means for the early recognition of issues and performance problems and the 
identification of solutions 

˗ adhering to the Council’s risk management framework and relevant Occupational Health and 
Safety and sustainability requirements. 

 
Council contracts are to include contract management requirements commensurate with the 
complexity of the procurement. Furthermore, contracts are to be proactively managed by the member 
of Council Staff responsible for the delivery of the contracted goods, services or works to ensure the 
Council, and therefore the community, receives Value for Money.  
 
Council awards some contracts that are strategically critical and of relatively high value. Council will 
provide additional senior oversight to the management of such significant contracts. 

2.9.1 Training 
All staff with duties that involve the purchasing of good and services will undertake procurement 
training when they commence employment. In order to ensure existing staff are up-to-date with the 
latest requirements of this policy, staff will participate in refresher training every two years.  Staff that 
breach the policy will be required to undertake refresher training immediately and may be subject to 
disciplinary action.  
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2.9.2 Superintendent 
A Council Officer must be appointed Superintendent for each Contract and the Superintendent should 
be experienced and competent in contract management. An Officer in some cases may employ an 
external technical expert to act as a Project Superintendent on their behalf. 
 
The Superintendent will: 

˗ act honestly and fairly 

˗ act in accordance with the contract and ensure that the contract is implemented 

˗ exercise the highest degree of people resource management skills 

˗ act within the time prescribed under the contract or where no time is prescribed, within a 
reasonable time; and 

˗ arrive at a reasonable measure or value of work, quantities or time. 

The Superintendent should be as close as possible to the project so as to ensure decisions required 
are made in a timely manner in accordance with the contract and in the interest of site safety. 
 
The appointed Council Officer must have an authorised role relevant to the value (GST exclusive) of 
the contract: 
 
˗ ‘Manager’ for contracts up to the value of $150,000 

˗ ‘Director’ for contracts up to the value of $500,000; and 

˗ ‘Chief Executive Officer’ for contracts over the value of $500,000.  

In general, the role of the Superintendent is to act on Council’s behalf in response to issues relating to 
contract disputes or claims.  
 
The Superintendent must be independent of the day to day administration of the contract.  
 
3 Demonstrate Sustained Value 
 
3.1 Integration with Council Strategy 
Council procurement guidelines shall support its corporate strategy, aims and objectives, including but 
not limited to those related to sustainability, response to the climate emergency, supporting local 
businesses and meeting the needs of the local community such as: 

˗ providing leadership in the community 

˗ working together with the whole Shire and recognising our accountability 

˗ acting with fairness in all decision making 

˗ seeking to improve service quality and access 

˗ respecting alternative views both within Council and the community: and 

˗ acknowledging the diversity of the Shire and the varied needs of its different communities. 
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3.2 Achieving Value for Money 

3.2.1 Requirement 
Council’s procurement activities will be carried out on the basis of obtaining Value for Money. 
 
This means minimising the total cost of ownership over the lifetime of the requirement consistent with 
acceptable quality, reliability and delivery considerations. Lowest price is not the sole determinate of 
Value for Money. 

3.2.2 Approach 
This will be facilitated by: 
 
˗ achieving continuous improvement in procurement activity in accordance with the direction set 

out in the Council’s Strategic Procurement Plan 

˗ developing, implementing and managing processes that support the co-ordination and 
streamlining of activities throughout the procurement lifecycle 

˗ effective use of competition 

˗ using existing Council contractual arrangement or Collaborative Procurement Arrangements 
where appropriate 

˗ identifying and rectifying inefficiencies in procurement processes 

˗ developing cost efficient tender processes 

˗ Council Staff responsible for providing procurement services or assistance within the Council 
providing competent advice in terms of available products and agreements; and 

˗ working with suppliers to create relationships that are professional, productive, and are 
appropriate to the value and importance of the goods, services and works being acquired. 

3.2.3 Role of Specifications 
Specifications used in quotations, tenders and contracts are to support and contribute to Council’s 
Value for Money objectives through being written in a manner that:  

˗ ensures impartiality and objectivity 

˗ clearly defines Council’s requirements 

˗ encourages the use of standard products 

˗ encourages sustainability; and 

˗ eliminates unnecessarily stringent requirements. 

3.3 Performance Measures and Continuous Improvement 
Appropriate performance measures are to be established and reporting systems will be used to 
monitor performance and compliance with procurement policies, procedures and controls. 
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Procurement procedures, practices and costs will be benchmarked externally. Internal service 
standards will be agreed within Council and performance against these targets will be measured and 
reviewed regularly to support continuous improvement.  
 
The performance measurements developed will be used to: 

˗ highlight trend and exceptions where necessary to enhance performance  

˗ improve the internal efficiency of the procurement process and where relevant the performance 
of suppliers 

˗ facilitate programs to drive improvement in procurement to eliminate waste and inefficiencies 
across key spend categories.  

3.3.1 Internal Auditing and Monitoring 
To assist in improving the Contracts Management System, internal monitoring of contracts will be 
undertaken of various aspects through an internal audit program as approved by the CEO. 

3.3.2 Tender Complaints Policy  
Complaints regarding Council’s Procurement policy and procedures will be dealt with by the 
responsible officers. 
 
Potential Tenderers, Tenderers, Contractors and other interested parties have the right to complain 
and are entitled to have their complaints investigated objectively and without retribution. 
 
All Council staff will assist in understanding and clarifying issues surrounding the complaint. A record 
of each complaint will be kept in a Complaints Folder in Councils record management system. 
 
Council cannot become involved in a tender complaint unless the tenderer has pursued all avenues 
through the hierarchy of complaints through the Contract Superintendent, responsible Manager, 
Director or CEO with the Mayor and/or has been unable to arrive at a satisfactory outcome.  
 
The scope of any Council involvement with a complaint does not extend to the contract management 
period. The resolution of complaints and disputes during this phase is subject to the conditions of 
contract and may include conciliation, arbitration and legal procedures. 
 
3.4 Corporate Social Responsibility 
Corporate Social Responsibility (CSR) is about taking positive action to demonstrate Council’s 
commitment to the local community and environment on which it impacts. This means Council 
maximising the benefits of the services they provide across the community and minimising the 
negative aspects of their activities. 
 
Council integrates CSR into its organisational policies and practices through social procurement, 
sustainability and diversity. 

3.4.1 Social Procurement 
Social Procurement generates positive outcomes by building on initiatives already undertaken by 
Council in enhancing sustainable and strategic procurement practice. Thus further enabling 
procurement to effectively contribute towards building stronger communities and meeting the social 
objectives of Council. 
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Council is committed to Social Procurement by: 
˗ ensuring all procurement practices are sustainable and strategically aligned with the wider 

Council objectives 

˗ achieving greater Value for Money across the community through the use of effective 
procurement 

˗ ensuring all businesses have the same opportunity to tender for Council contracts 

˗ enhancing partnerships with other Councils, suppliers and community stakeholders 

˗ building and maintaining a strong community by exploring ways to generate local employment 
(particularly among disadvantaged residents) and further strengthening the local economy 

˗ purchasing ethical and fair-trade goods to support equitable, local, national and international 
trade. 

3.5 Sustainability 

3.5.1 General 
Council is committed to achieving sustainability by monitoring Council activities and programs that 
have an impact on or contribute to the environment, including but not limited to the following: 

˗ waste management including recycling 

˗ energy and greenhouse emissions management 

˗ water conservation 

˗ sustainable built environment 

˗ biodiversity; and 

˗ sustainable procurement. 

3.5.2 Sustainable Procurement 
Council recognises that there is a climate emergency and that Council has an implicit role in reducing 
climate impacts through its procurement of goods, services and works. 
 
Procurement has an impact on the environment and Council will integrate sustainability and 
environmental factors into the procurement process. Council aims to achieve this by: 
˗ taking into account the need to minimise emissions 

˗ taking steps to minimise greenhouse gas emissions through the detailed consideration of 
products and services procured 

˗ considering the environmental performance of all suppliers and contractors, and encouraging 
them to conduct their operations in an environmentally sensitive manner 

˗ considering life cycle analysis of products to minimise the adverse effects on the environment 
resulting directly or indirectly from products 
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˗ selecting products / services that have minimal effect on the depletion of natural resources and 
biodiversity 

˗ giving a preference to Fairtrade, or equivalent, to ethically source and produce goods and 
services 

˗ working more effectively with local suppliers to ensure they are encouraged to bid for Council’s 
business in line with the Procurement Policy 

˗ ensuring all relevant procurement contracts and tenders contain sustainability specifications as 
appropriate to the product or service being procured 

˗ comply with all Australian regulations and legislation and ensuring our suppliers do the same; 
and 

˗ training all Council staff on sustainability considerations within the procurement process.  

 
Objectives Criteria 
Address the climate emergency by  
reducing CO2 emissions 

• Reduced reliance on fossil fuels  
• Less energy consumed by Moyne Shire 

Council 
• Less energy consumed by Council’s 

suppliers 
• Reduced use of non-renewable resources 

Address the climate emergency by  
minimising waste production 

• Reduced demand for raw materials and 
natural resources  

• Reduction in waste and by‐products 
• Reduction/Elimination of plastic packaging 

and single use plastics  
• Help to promote a market for recycled 

materials 
Address the climate emergency by  
reducing water consumption and  
activities that impact biodiversity 

• Less water used and less impact on water 
quality  

• Activities will not threaten natural habitats 
 
Moyne Shire Council will consider climate impact reducing procurement criteria in all purchases.  
When evaluating Tenders, the Tender Evaluation Panel and subsequently the delegated purchasing 
officer or Council will include a Climate Emergency advantage to the evaluation of up to 5%.   
 
3.6 Diversity 
Promoting equality through procurement can improve competition, Value for Money, the quality of 
public services, satisfaction among users and community relations. It should be a consideration in 
every procurement project and reflect corporate commitment to diversity and equal opportunities 
wherever possible. 
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3.6.1 Support for Diversity 
Where possible, Moyne Shire Council prefers to buy from organisations with a demonstrated 
commitment to human rights and improving local communities, particularly where this is evidenced by 
social enterprise, fair trade certification, positive and inclusive employment practices, direct 
community involvement or other demonstrable positive impacts on society.  

When assessing potential partnerships, Moyne Shire Council will consider: 

˗ activity that promotes inclusion through social capacity building 

˗ exploring joint ventures with Council and social benefit suppliers 

˗ the ethical procurement of goods and services 

˗ engaging local businesses that generate local employment for disadvantaged residents 

˗ improving equity of access to opportunities  

˗ supporting social and service innovation 

˗ using procurement to reinvigorate disadvantaged or marginalised communities 

˗ helping to build the capacity and capability of social enterprises. 

Objectives Criteria 
Opportunities for Aboriginal people • Purchasing goods or services from Aboriginal 

businesses  
• Employment of Aboriginal people by suppliers 

to Moyne Shire Council 
Opportunities for people with a  
disability 

• Purchasing goods or services from social 
enterprises and disability enterprises  

• Employment of people with disability by 
suppliers to Moyne Shire Council 

Opportunities for disadvantaged  
people 

• Purchasing goods or services from Victorian 
social enterprises  

• Job readiness and employment for including, 
but not limited to:  

o long‐term unemployed people  
o disengaged youth  
o single parents  
o migrants and refugees 

Improve gender equity • Purchasing goods or services from businesses 
which promote the full and equal participation 
of women  

• Employment of women who experience 
barriers to employment by suppliers to Moyne 
Shire Council 
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Moyne Shire Council will consider diverse and inclusive procurement criteria in all purchases.  
Therefore, when evaluating Tenders, the Tender Evaluation Panel and subsequently the delegated 
purchasing officer or Council will include a Social Procurement advantage to the evaluation up to 5%.  
Those submissions satisfying Social Procurement criteria will have an advantage calculated up to 5%.  
 
3.7 Support for Business 

3.7.1 Support for Local and Regional Business 
The Moyne Shire Council endeavors to achieve the best outcomes for the local community having 
regard to the long term and cumulative effects of decisions. In seeking to achieve its primary 
objective, a council must promote the social, economic and environmental viability and sustainability 
of the municipal district.  
 
Furthermore, the Moyne Shire Council Plan states that Council undertakes to make decisions with the 
due regard for its vision and values.  Therefore, Council shall procure goods, services or works from 
regional business where it is justifiable to do so. Council acknowledges that because of its geographic 
location, local business may have a competitive disadvantage due to such factors as transport costs. 
A business with a permanent operational office or depot physically located within a municipality that 
borders the Moyne Shire shall be considered Regional. A business with a permanent operational 
office or depot physically located within the Municipal boundaries of the Moyne Shire shall be 
considered Local. 
 
Therefore, when evaluating Quotes or Tenders, the Procuring Officer or the Tender Evaluation Panel 
and subsequently the delegated purchasing officer or Council will include a 5% Regional Business 
advantage to the evaluation or a 10% Local Business advantage to the evaluation.  Those 
submissions satisfying the 5% Regional or 10% local business criterion will have an advantage 
calculated as a 5% or 10% weighting. 
 
4 Apply a Consistent and Standard Approach 
Council will provide effective and efficient commercial arrangements for the acquisition of goods and 
services. 
 
4.1 Standard Processes 
Council will provide effective commercial arrangements covering standard products and provision of 
standard services across the Shire to enable employees to source requirements in an efficient 
manner.  
This will be achieved via establishing the following: 

˗ pricing where relevant 

˗ processes, procedures and techniques 

˗ tools and business systems (e.g. implementing appropriate e-tendering, e-evaluation; e-
catalogue or e-sourcing arrangements) 

˗ reporting requirements; and  

˗ application of standard contract terms and conditions.  

˗  
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4.2 Performance Indicators 
A list of performance indicators will be developed to measure procurement performance.  
They will include criteria such as:  

˗ user and supplier satisfaction levels 

˗ level of compliance and understanding of Council procurement policies; and 

˗ measuring the success of procurement. 

4.3 Management Information 
Council seeks to improve its’ performance by capturing and analysing procurement management 
information in a variety of areas including: 

˗ volume of spend 

˗ number of transactions per supplier 

˗ compliance 

˗ supplier performance 

˗ user satisfaction 

˗ influence of sustainability and diversity criteria on spend. 

 
Council will also use external sources of management information to assist with the procurement 
decision making process including: 

˗ benchmarking data 

˗ information from professional bodies such as the Chartered Institute of Purchasing and Supply 
Australia; and 

˗ supplier reports 

5 Build and Maintain Supply Relationships 
Council recognises that in order to achieve sustainable value, a strategic assessment of the 
appropriate channel to market should be undertaken – whether to go to market on its own, participate 
in collaborative projects or panels, access State Government panel agreements or other means. 
Council will consider supply arrangements that deliver the Value for Money outcomes in terms of time, 
expertise, cost, sustainability, value and outcome. 
 
5.1 Developing and Managing Suppliers 
Developing and managing suppliers is essential to achieving a competitive market capable of 
delivering Councils services and works requirements. 
 
Council needs to interact with the market and its suppliers in particular to understand their views and 
what enables and encourages diverse parts of the market to bid for work for Council. At the same 
time, Council will ensure that its relationship with strategic suppliers is mutually productive and that 
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goals are shared. Council aims to develop a relationship with suppliers that creates mutually 
advantageous, flexible and long term relations based on the quality of performance and financial 
savings. 
 
5.2 Supply Market Development 
A wide range of suppliers should be encouraged to compete for Council work. The focus for new work 
need not always be with the larger more familiar businesses. Other types of organisations offering 
business diversity include:  
˗ local businesses 

˗ businesses or suppliers that are (or have products that are) certified carbon neutral, or have 
environmental certification, credentials or awards   

˗ small to medium sized enterprises (SME’s) 

˗ social enterprises 

˗ ethnic and minority business; and  

˗ voluntary and community organisations. 

 
5.3 Relationship Management 
Council is committed to developing constructive long-term relationships with suppliers. It is important 
that Council identifies its key suppliers so that its efforts are focused to best effect. Such areas may 
include: 
 
˗ size of spend across Council 

˗ sustainable practices and products 

˗ criticality of goods / services, to the delivery of Council’s services; and  

˗ availability of substitutes.  

5.4 Communication 
External communication is very important in ensuring a healthy interest from potential suppliers and 
partners to Council. Council’s external website will be available and provide:  

˗ Guidelines for doing business with Council 

˗ Standard documentation used in the procurement process; and 

˗ Links to other relevant sites.  

6 Charter of Human Rights and Responsibilities 
This policy has been considered in relation to the Victorian Charter of Human Rights and 
Responsibilities Act (2006) and it has been determined that it does not contravene the Charter. 
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7 Review Process 
Council endeavours to continually improve its procurement performance such that all relevant 
policies, guidance and training are regularly updated.   
 
As required by the provisions of the previous Local Government Act 2020, Council adopted a 
Procurement Policy in July 2020.  
 
The new Act requires Council to review its Procurement Policy prior to 31 December 2021 and also 
stipulate that Council must review the Procurement Policy as least once every 4 years thereafter. 
 
8 Policy Owner and Contact Details 
The Manager Assets and Contracts, Moyne Shire Council is the designated owner of this policy. 
For further information on the policy, please contact via email: moyne@moyne.vic.gov.au  or by 
telephone 1300 65 65 64. 
  

mailto:moyne@moyne.vic.gov.au


 

                      MOYNE SHIRE COUNCIL |  PROCUREMENT POLICY  - PAGE 30 

Appendix 1 
 

Procurement Thresholds 
 
Minimum spend competition thresholds (Exclusive of GST) 

Threshold 
(GST exclusive) 

Requirements  
Process 
managed 

by 

Market 
Engagement Agreement type Documentation 

$0 - $5,000 Council 
Officer 

1 Verbal quote Purchase order Quote details must be 
registered in Magiq 

$5,001 - $15,000 Council 
Officer 

1 Written quote Purchase order Quote details must be 
registered in Magiq 

$15,001 - $50,000 Council 
Officer 

3 Written quotes Purchase order Quote details must be 
registered in Magiq 

$50,001 - $135,000 
(goods and 
services) 
Or 
$50,001 - $180,000 
(building and 
construction works) 

Procurement  Formal RFQ 
process - 
Minimum three 
written quotes 

Written quotation  
below $100,000 
close to 
moyne@moyne 
 
Over $100,000 
close to tender 
box/etender portal 

Quotation evaluation 
completed, approved 
by 
Manager/Director/CEO 
and forwarded to 
Procurement for 
registering in Magiq  

>=$135,001 
(goods and 
services) 
Or 
>=$180,001 
(building and 
construction works) 

Procurement  Public Tender Contract Evaluation report and 
Council report (over 
$300,000) 

 
It is recommended to allow for contingency when the estimate is above $125,000 for goods and 
services or above $175,000 of 10% for building and construction works and that the most appropriate 
mechanism to source a supplier would be via a publicly advertised tender. 
 
Works and Services that are supplied under Councils Panel Contracts are exempt from the tender 
process as a procurement process has taken place to demonstrate Value for Money and has been 
awarded by Council. 
 
Panel contracts and contractors can be found in the Procurement Guidelines and are updated as 
each Panel Contract is renewed.  
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Appendix 2 
 

Financial  Delegations 
 

As approved by CEO 19 May 2021 
 

Position Approval Limit ($) 
Chief Executive Officer  300,000.00  
Director, Economic Development & Planning  100,000.00  
Director, Community & Corporate Services  100,000.00  
Director, Infrastructure & Environment  125,000.00  
Manager, Tourism & Customer Experience  50,000.00  
Manager, Works & Engineering  50,000.00  
Manager, Environment & Regulatory Services  50,000.00  
Manager, Finance & ICT  50,000.00  
Manager, Assets & Contracts  50,000.00  
Manager, Organisational Development  50,000.00  
Manager, Planning, Building & Health  50,000.00  
Executive Manager, Energy Projects 50,000.00  
Manager, Cultural & Community Development  50,000.00  
Manager, Community Services  50,000.00  
Contracts/Quality Officer  10,000.00  
Administration Officer  10,000.00  
Senior Maintenance Officer  10,000.00  
Engineering Projects Officer  10,000.00  
Stores/Purchasing Officer  10,000.00  
Senior Design Engineer  10,000.00  
Major Projects/Building Coordinator  10,000.00  
Engineering Coordinator  10,000.00  
Personal Assistant – Infrastructure & Environment  10,000.00  
Corporate Business & Tourism Development Coordinator  10,000.00  
Communications Coordinator  10,000.00  
Works Supervisor  10,000.00  
Mayor  5,000.00  
Port of Port Fairy Coordinator  5,000.00  
Corporate Business Support Officer  5,000.00  
Caretaker – Southcombe Caravan Park  5,000.00  
Executive Officer - LGSC  5,000.00  
Early Years Coordinator  5,000.00  
Caretaker – Gardens Caravan Park  5,000.00  
Design/Supervising Engineer  5,000.00  
Assets & Contracts Coordinator  5,000.00  
Waste Education Officer  5,000.00  
Environment Officer  5,000.00  
Emergency Management Coordinator (MERO)  5,000.00  
Environment Services Coordinator  5,000.00  
Risk Coordinator  5,000.00  
Finance Coordinator  5,000.00  
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Position Approval Limit ($) 
Waste Management Coordinator  5,000.00  
Early Childhood Health Coordinator  5,000.00  
ICT Coordinator  5,000.00  
Community Care Coordinator  5,000.00  
Local Laws Officer  5,000.00  
Corporate Business & Tourism Officer  5,000.00  
People & Culture Coordinator  5,000.00  
Economic Development & Tourism Coordinator  5,000.00  
Administration/Customer Service Officer  3,000.00  
Engineering Services Officer  3,000.00  
Local Laws Officer  3,000.00  
Governance Coordinator  3,000.00  
Records Coordinator  3,000.00  
Engineering Services Officer  3,000.00  
Digital Publications Officer  2,000.00  
Administration Coordinator  2,000.00  
Personal Assistant – Community & Corporate Services  2,000.00  
Personal Assistant – Economic Development & Planning  2,000.00  
Maintenance Officer  2,000.00  
Executive Assistant to CEO  2,000.00  
People & Culture Support Officer  2,000.00  
Community Strategy Officer  2,000.00  
Cultural & Community Development Support Officer  2,000.00  
PA, Director of Economic Development & Planning  2,000.00  
Kindergarten Teacher  1,500.00  
Kindergarten Teacher  1,500.00  
Kindergarten Teacher  1,500.00  
Kindergarten Teacher  1,500.00  
Kindergarten Teacher  1,500.00  
Occasional Care Coordinator  1,500.00  
Kindergarten Teacher  1,500.00  
Youth Development Officer  1,000.00  
Visitor Services Officer  1,000.00  
Visitor Services Officer  1,000.00  
Assets Data Officer  1,000.00  
Visitor Services Team Leader  1,000.00  
Risk Officer  1,000.00  
Risk Support Officer  1,000.00  
Caravan Park Caretakers 1,000.00  
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Appendix 3 
 
 

Exemptions from Purchase order requirements 
 

˗ Legal advice or legal services.  
˗ Grants approved by Council.  
˗ Sundry items for staff amenities, including water, milk and newspapers.  
˗ Utility accounts such as power, gas and water.  
˗ Statutory payments such as EPA Levy and Fire Services Property Levy.  
˗ Supplementary valuation payments to the Department of Environment Land Water and 

Planning 
˗ Lease payments for equipment.  
˗ Insurance Payments  
˗ Australia Post  
˗ Bank fees  
˗ GST on Novated Leases 
˗ VicRoads Registrations  
˗ Audit services under contract  
˗ Fuel (on account) 
˗ Pre-employment medical certificate 
˗ Annual subscriptions including software maintenance and support. 
˗ Memberships  
˗ Print advertising  

 
Where it is not reasonable to raise the purchase order in an emergency situation prior to the 
commencement of work, that it is undertaken as soon as practicable. 
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Appendix 4 
 
 

Exception to Tendering 
 

 If an officer requires an exemption to this procurement policy, the officer will be required to submit: 
˗ a business case stating the reasons 
˗ can identify and demonstrate value for money; and 
˗ the exemption is in the best interest of the community. 
If this criteria is to the satisfaction of the CEO, the CEO has sole discretion to grant exemption to not 
engage the market and grant exemption to this policy. 
 
Shop Supplies - Units of the Council that operate a retail outlet within its Unit that are 
required to purchase stock for resale to the public. Goods purchased for the purpose of 
resale are exempt from obtaining quotes. This is due to the nature of the goods that are 
offered for resale, which may be of a unique nature. Eg Caravan Parks, Port, VIC. 
 
Performers - Units of the Council that engage performers as part of their performance 
program are exempt from the conditions of this policy. The performers are engaged in a 
sense like shop supplies, for resale to the public. Performers are engaged based on potential earnings 
the Council can raise from engaging a performer. 
 
Statues and Monuments - It is not practical to obtain quotes for Artworks, Statues and Monuments as 
each piece of work is unique. Items of Artworks, Statutes and Monuments are purchased with annual 
budget restraints in mind. 
 
Sole Supplier (Core Service) - The Council deals with a number of core service sole 
suppliers. There is no market to test and obtain multiple quotations. Examples of core 
service sole suppliers are: 

˗ Library Service - Corangamite Regional Library Corporation  
˗ Utilities Service providers - eg Water - Wannon Water, Electricity - Powercor, Gas -Tennix, 

Telecommunications -Telstra, Roads - VicRoads. 
˗ Water Catchment Authority - Glenelg-Hopkins Catchment Management Authority and 

Corangamite Catchment Management Authority 
˗ Ground Water - Southern Rural Water 
 
Plant & Equipment Servicing & Spare Parts - Plant & Equipment purchased by the 
Council require servicing at regular intervals. To maintain a valid warranty works need to be carried out 
by recognised suppliers and parts. To achieve this Council utilises the servicing by the manufacturers 
from whom the plant and equipment was originally purchased from. Specific manufacturer spare parts 
can also be purchased to complete works on plant and equipment in the Council's Workshop. 
 
Specialist Knowledge and Skill Exemption - The Council requires to obtain advice in a timely 
manner from a supplier who offers specialist knowledge may do so by completing the “Exemption to 
Tender” Form.   
 
Legal Services - Legal services are exempt from the requirements of the Local Government Act. While 
there is no requirement under this policy for staff to obtain three quotes from a legal firm to raise a 
purchase order before a firm is engaged, staff must consult with the CEO before engaging external 
legal providers. This internal consultation will ensure the most appropriate firm is engaged, that advice 
received is relevant without unnecessary replication and that the CEO receives value for money. 
The CEO is the initial point of contact for all legal matters, except specialist planning advice, 
prosecutions and conveyancing where CEO is either the purchaser or the vendor. 
In these limited circumstances it is accepted practice for Council departments to directly engage 
specialist legal providers. 
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Appendix 5 

 
Approved Purchasing Schemes 

 
Council have a number of contracts panels through MAV and Procurement Australia  
Below is a current list as at 27 September 2021 that Council participates in  
Please see the Contracts Officer for further details and list of companies on these panels  
 
MAV Vendor Panel Contracts  
  
Australian Standards - SAI Global 
Bill Payment Services (BP8411-2017) 
Call Handling and Associated Services CH8311-2020 
Contaminated Land, Landfill, & Environmental Audit 
Corporate Clothing, Workwear & PPE (T2.19) 
Debt Recovery Services (DR8410-2021) 
Demographic Resources (DT9314-2017) 
Digital Mail- DM8014 
Electronic Assessment and Approval (EA4323-2016) 
Fuels and Lubricants (NPN 1.17) 
Gas & Electricity Supply 
Heavy Plant Machinery Equipment (NPN2.15-2) 
ICT Professional & Leasing Services (ES8111-2021) 
Incident Management System (ME4315) 
Industrial Hardware and Consumables (NPN1.16-2) 
Integrated Library Management System (LMS4323) 
Legal Services (LS8017) 
Library Materials (LM5513-2018) 
Light Plant & Equipment (LP20091) 
Media, Marketing & Digital Comms MM6962-2020 
Microsoft Arrangement (NPN 2.17-3) 
Mobile Garbage Bins (NPN1.11-3) 
Office Supplies, Products, Equipment & Accessories 
Park & Playground Equipment (P4924-2016) 
Permanent Recruitment Services – Classified Levels 
Records Storage and Imaging Services (RM7813) 
Recruitment Neutral Vendor Managed Service 
S&I of Solar PV Systems to Eligible Households 
Smart Cities Connected Communities (NPN 2.18) 
Specialised Truck Bodies (ST20092) 
State-wide Graffiti Tracking & Management System 
Street Lighting Hardware & Installation Services 
Street lighting Installation Project Management VIC 
Telecommunications (NPN 1.18) 
Trucks (NPN04.13) 
Tyres, Tubes, Automotive & Marine Batteries 
Unaddressed Mail Services (UM1603-2020) 
Web Content Management System-CMS (CM4323-2015) 
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Procurement Australia  
Participating Contracts  
 
Fleet Services & Consumables 2206/0221 
Hardware, Plumbing and Compressed Gases 2004/1026 
Information Technology Products & Services 2106/0712  
Mobile Bins 2110/0503 
Office Products and Workplace Consumables 2105/0840  
Printing Services 2011/0635 
Recruitment, Training and Associated Services 2312/0618  
Road Signs, Road & Pedestrian Lighting and Associated Products 1909/0327  
Small Plant, Machinery and Related Products and Services 2108/0905  
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Appendix 6 
 

Evaluation Criteria & Weighting 
 
 

Evaluation Criteria Evaluation Weighting Definition 

Price 50%  
Diversity 5% Council has a commitment 

to diversity and equal 
opportunities wherever 
possible 

Climate Emergency Advantage 5% Council has an implicit role 
in reducing climate impacts 
through its procurement of 
goods, services and works 

Local Business 10%  A business with a 
permanent operational 
office or depot physical 
located with Moyne Shire 
boundaries 

Regional Business 5% A business with a 
permanent operational 
offie or depot physical 
located within a 
municipality that borders 
Moyne Shire 

Project specific  __% Specification specific 
Project specific  __% Specification specific 
Total  100%  

 
The project specific criteria is related to the specification needs; i.e. ability to meet 
specification in timeframe or experience in delivering works. The total tally must be equal to 
100% 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


	1 Principles
	1.1 Background
	1.2 Scope
	1.3 Purpose
	1.4 Treatment of GST
	1.5 Definitions and Abbreviations

	2 Effective Legislative and Policy Compliance and Control
	2.1 Ethics and Probity
	2.1.1 Requirement
	2.1.2 Conduct of Councillors and Council Staff
	2.1.2.1 General
	2.1.2.2 Members of Professional Bodies

	2.1.3 Tender and Quotation Processes
	2.1.4 Conflict of Interest
	2.1.5 Fair and Honest Dealing
	2.1.6 Accountability and Transparency
	2.1.7 Gifts and Hospitality
	2.1.8 Disclosure of Information
	2.1.9 Complaints & Reporting suspicious activities
	2.1.10 Collusive Tendering

	2.2 Governance
	2.2.1 Structure
	2.2.2 Standards
	2.2.3 Methods
	2.2.4 Exemptions from purchases requiring a purchase order
	2.2.5 Responsible Financial Management

	2.3 Procurement Processes and Thresholds
	2.3.1 Process
	Procurement Principles
	Procurement Methodology
	Contract Variations
	Public Tender Requirements
	Tender Evaluation
	Evaluation Criteria
	Collaborative procurement
	2.3.2 Minimum Spend Competition Thresholds
	2.3.2.1 Procurement Thresholds

	Are described in Appendix 1.
	2.3.2.2 Tenders
	2.3.2.3 Quotations
	2.3.2.4 Outsourcing
	2.3.2.5 Bidding and External Works


	2.4 Delegation of Authority
	2.4.1 Requirement
	2.4.2 Delegations
	2.4.2.1  Council Staff
	2.4.2.2 Delegations Reserved for Council


	2.5 Internal Controls
	2.5.1 General

	2.6 Risk Management
	2.6.1 General
	2.6.2 Supply by Contract

	2.7 Contract Terms
	2.8 Dispute Resolution
	2.9 Contract Management
	2.9.1 Training
	2.9.2 Superintendent


	3 Demonstrate Sustained Value
	3.1 Integration with Council Strategy
	3.2 Achieving Value for Money
	3.2.1 Requirement
	3.2.2 Approach
	3.2.3 Role of Specifications

	3.3 Performance Measures and Continuous Improvement
	3.3.1 Internal Auditing and Monitoring
	3.3.2 Tender Complaints Policy

	3.4 Corporate Social Responsibility
	3.4.1 Social Procurement

	3.5 Sustainability
	3.5.1 General
	3.5.2 Sustainable Procurement

	3.6 Diversity
	3.6.1 Support for Diversity

	3.7 Support for Business
	3.7.1 Support for Local and Regional Business


	4 Apply a Consistent and Standard Approach
	4.1 Standard Processes
	4.2 Performance Indicators
	4.3 Management Information

	5 Build and Maintain Supply Relationships
	5.1 Developing and Managing Suppliers
	5.2 Supply Market Development
	5.3 Relationship Management
	5.4 Communication

	6 Charter of Human Rights and Responsibilities
	7 Review Process
	8 Policy Owner and Contact Details
	Appendix 1
	Procurement Thresholds
	Appendix 2
	Financial  Delegations
	Appendix 3
	Exemptions from Purchase order requirements
	Appendix 4
	Exception to Tendering
	Appendix 5
	Approved Purchasing Schemes
	Appendix 6
	Evaluation Criteria & Weighting


