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Good afternoon Carol,

| have been asked to forward to you the current RQL purchasing policy documents including finance procedures. The
addendum was developed to further align the RQL policy with QLD Govt procurement policy.

Please review and provide any feedhack you may have.

Regards,

Ron Mathofer
Business Analyst
PO Box 63, Sandgate QLD 4017

P+617 3869 9716
: F +61 7 3269 9304
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E rmathofer@racinggueensland..com.au
W www. racingqueensland.com.au
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RACING

QUEENSLAND

PURCHASING POLICY;
INFRASTRUCTURE PLAN
RACING QUEENSLANI LIM!TED

P4 ~ \
N

Introduction . \‘

'.' N \

.2
This addendum has been prepared to expand oan' he RQL General Purchasmg Policy which provides
gmdellnes and procedures to be followed by officels f}Racmg Queensland” L[m|te<i when undertaking and

managing purchasing activities to meet the orga“ to\n s operahonal reqmre(nents and also meet the
s\‘

objectives of the policy.

The Racing Queensland Infrastructure(Plan‘?:has been demgnedrto improve and furthei develop racing
rndustry mfrastructure by way of a $110' toly

Given the size and scale of the se pro;ects th\fs addend 'm to the Racmg Queeansland Purchasing Policy has
been deve]oped to ensure” cessary addTitonaI steps ;a\_‘_é,,taken\to 'ensure all projects funded are
completed inan accounta Sle and transparent mannerto ﬁ‘i‘* hest‘stan)dards

\ / \‘;‘1 /

The purchasmg pollcy, mcl\udmg this addendum form the basis upon ‘which the Industry Infrastructure Plan
Committee is guided in the® procurements -of goods and iservices relating to the projects that make up the

Industry ]nfrastructure Plan (See IIPC Charteﬂ e \L\

\‘

Racing QUeensI'and Lumted is. the Control Body estab[lshed by, and obtaining its objects and functions from,

the Racmg A,ct‘ 2002 and its Constltutlon\ Racing Queénsland Limited is required to conduct its financial
activities thh probity and accountab:l[ty, Iﬂ\ accordance with the Corporations Act 2001, Australian ;
Accounting St ndards and Austra\lan Equwagnt to International Financial Reporting Standards A-IFRS and
Australian Secuntles and anestment Commlssron ASIC.

\\. ‘\_‘ .
S ° > ., .
‘\ 2 ’\.\ W '|\

Key Principles “\.\ N And
Y By

i /
In conducting all of its purdﬁasang,acttwties including infrastructure plan projects, it Is the policy of Racing
Queensland Limited to adhers, at‘all times, to the key principles of:

1. Value for money;

2. Quality of product, service, and support;

3. Open and fair competition;

4. Probity and Accountability of outcomes;

5. Use of Queensland product where price competitive, and where quality standards are met; and

6. Suppliers are compliant with all taxation requirements.
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RACING QUEENSLAND LIMITED Finance Department

Policy

There is also a focus on using preferred suppliers as explained in this report in further detail. The
procurement system should result in the following benefits:

o Reduce operating costs;

o Reduce risk;

e Increase control; and

o |mprove cash flow visibility

Industry Infrastructure Plan /\

Racing Queensland Limited's Infrastructure Plan procurement polg Tmust adhere to the strictest guidelines
of Probity, Accountability and Transparency as the funds for.:tpesetpro;ects come directly from the QLD
Government and as such are expenditure of these funds | rs expected toitand up to rigorous scrutiny.

A )
Policy in relation to the approval of supplier paymentsrs/geclfrcally related\to th‘e Industry Infrastructure Plan

is as follows; \ \
’\

All involces must be checked and signed by théaEmJect Drreétor even if outs % e'of delegation limit.

/

o The Project Director is to obtain the approval of the, CEgzogi}Board if over his de | o3 tlon limit.
o All delegations are to be in line u‘;th?he RQL purchasii gj‘%glrcy “
o Allitems outside of the approved‘t%ug\get :with an aggregatertoterance level of greater than either 1%
or $200K of the project value will re mre\Bo{_\d a
Suppliers AL \

". 1, \\.’\\ Ve J.ll ; \‘L\ as“‘

As much as possible, Rei:clgg Queenelénd lelte’ctt\;( _ﬂh'o"hul( consolldate its suppliers and utilise preferred
suppliers for either off-the- s\tiélf goods/serﬁtces where et t}ere are several sources of supply and the purchase
is low risk or where there is &n es@ib);shed relationshi Ip ] ith a proven record of success. The advantages of

using preferred’supptrere are tha\ streamllnes'and sim \erres purchasing, reduces administrative costs and

promotes oostt,savmgs through vo]ume\dlscounts.an exclusrwty arrangements. Other benefits are that it

mlmmlse;a costs and risk fof: suppllers through not bem equrred to regularly prepare and submit quotations.
‘E'F-"\\ \ N \ ‘7.,\

o B Selec’non of Preferred Suppllers s

The selection of preferred suppllers should be’ based on selection criteria that could include:

"\

e Technical capablllty and expenence

o Financial capamty and viah ,'yf

e System and management regponsibility incorporating produot and service compliance with agreed
industry standards

o People
o Business/organisation factors
o Favourable referee reports (a successful track record to deliver)

Racing Queensland Limited's 6 key principles:

1. Value for mongy;

Quality of product, service, and support;

Open and fair competition;

Probity and Accountability of outcomes;

Use of Queensland product where price competitive, and where quality standards are met; and

Suppliers are compliant with all taxation requirements.

2
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RACING QUEENSLAND LIMITED Finance Department -

1.2. Preferred Suppliers Listing

Preferred Supplier listings for Infrastructure Plan projects are to be developed by inviting suppliers with
experience and expertise in the key areas that make up the projects identified in the RQL Infrastructure Plan

to tender for projects thereby forming supplier panels.
These supplier panels could be further refined by way of prequalifying of suppliers lists.

1.3. Prequalification of Suppliers

Prequalification is where suppliers of particular goods or services are assessed against pre-determined
criteria and then only those suppliers who satisfy the prequalification criteria are invited to tender for projects.

Prequalification provides added confidence that suppliers being invitqgl,_t\o offer have the capability to supply
the goods and services. Prequalification does not eliminate the ris]gc__‘)f contract failure, but, if well managed,
is a method of reducing the risk and administrative burden creatggi by repeated approaches to the market.
AR
AR b
Suppliers that are successful in meeting the prequalification"q‘ri}t,efiaﬁ;:a\ﬁe\ generally included on a database
maintained by the purchaser. Prequalification of suppliers.is a.stfategy-best _\uaed when the buyer procures a
particular type of good/service on a regular basis and the procurement-tends to he complex and/or costly
and/or there is a high degree of risk involved in the g[pfg‘yr,eﬁ1ent. Mg \\
(g \‘\-: N\
Some goods and services required for the develoﬁ "e\ht. \gf racing tracks and féc[ljjje_s would fall under this
category. As a general guide only they have been categ“c'z\lf\i_js.e\d into j\fé:_l?road groups:y ™
193, o a2 )

1. Technical capability and expe‘fé}%'c

2. Financlal capability
3. Sy'stems and managerial capabilit
Py

4. People [’ LR

"fi‘.’.‘».‘. \\‘ 1
5. Business/org;\ni{s“,_é};p]\n factor‘}.}

Potential suQQII@I’,S__",E.re_;ggssessé'dfg%“ggi,n‘ ific‘k_criteria‘.ié:srg‘ab]ished by the purchaser and if successful are
placed on,&; ; CifiG) T

AR il

1. 1st.speciiie.¢
4 prequalification datagéxg_;./ When-+a: Specific;need by the purchaser arises, the prequalified
suppliersaresinvited to~offers The dgfrégg are evéluaj‘éjgi, by the purchaser according to the specific offer
evaluatidﬁ\jcrigeria and the é‘ti’dc;'e_@g,ful offeror, is awarded-the contract. Performance reporting about suppliers
Is an integrai\ﬁént\ of any prequa[ifi{_‘:a\tion systém and should be incorporated into the system.

DL \\ N, S > :

!

\ 'v‘\ Rt i\ \_‘ s -I
1.4. Outsourcing of-Supplier Pal\lelﬁe[ectioi*n:if
Nk 1

o y
The use of organisatibn‘s\'specialising ih\-procurement processes such as preferred supplier lists,
prequalifying suppliers a"nQ other s/u’p"pljer related contractual arrangements may be an alternative or addition

to in-house procurement progessgs:

Local Buy is one such organisation with experience in procurement processes for local government. Local
Buy is the Local Government Association of Queensland (LGAQ) procurement services company. Local Buy
develops contractual arrangements for councils and government entities, eliminating the need for
government authorities to establish their own supply contracts. http://www.localbuy.net.au/

The use of this type of organisation may be beneficial for tendering and contracting arrangements relating to
the infrastructure plan projects, as the suppliers are effectively pre-screened for compliance with government

procurement suitability

PURCHASING POLICY ADDENDUM Version: 1.01 - 25/11/11 Date issued:
Page 0
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1.5. Applications for Sole Supplier

In some speclal circumstances the normal practices as outlined above may need to be set aside. For these
instances an exemption from normal policy practice may be applied for.

Reasons for such Exemptions include but are not confined to;
(a) Accessing existing standing offer and/or preferred supplier arrangements
(b) Pursuing subsequent stages of multi-staged procurement processes
(c) A sole supply situation exists whereby a high degree of technical expertise is required

(d) A genuine urgency exists. If this is the case there must at all times be adequate supporting
documentation to prove urgency is genuine and not the result of.inadequate planning
.fi{_!j:' bz

Unless the above stated exemption criteria is met, or other compélling reason is able to be supported, the
current RQL Purchasing Policy with addendum will apply to trlg,ﬁjr'é urement of goods and services.

G / J\\\
i S
Consulting Services LT N

Racing Queensland Limited uses consulting servicé:
information technology, human resource management;

marketing. o, ":",'L*‘) ; &0
, By, RN Yo e :
These consultancies vary from shoxt—t@d%ggqg-off contracts to longer-term arrangéments, which may

encompass a series of different activities (gigsmarketing and promotional work).
o5 J4 VT {

5 ﬁ?:?'t:

For short-term “one-off” contracts the follov%ag\*}boliéﬁﬁgu; f&glines are’%@ppiy:
e cr‘\ kﬁi\'} o ‘?"':‘-
o The six key purchaﬁﬁ‘gfﬁﬁﬁfﬁgles outlinéd

S

Ry

: o’ff?éapplie'a.?gf-all times;

above

\;';‘, ! 5 Ll / "'-\T‘-"':g,..,‘.
e For contracts u%dm $10,000 ?ﬁ%}fi@lue, prefer':rupplier arrangements* can be used. That is, where
a purchasing officerkjig‘};,g'@tisfiedEth‘at a consult fo that has provided a high quality service in the past,
has the necessary e\iberﬂse tqiy_ngertake he wark, and is available in an appropriate timeframe, that
et A L, EIERN, agn '
ormali\competitive process belng undertaken. If such a

t
consultant.can-be appé'l'jn_‘Q@T.;.}\}\‘iﬂﬁﬁ‘qt’gé\;fp
per§on +is notavailable \Mhree quo;{és.;\fr:g“)m,‘p\r“é}ﬁpective consultants should he obtained and
dualiidgted;  NON NEN G
N BN NE |
(* Please note that where pfe;;éiyred sﬁhp{ggq arrangements are referred to later in this document for other

N,

categories"o{ purchasing, similaﬁf_p\rocedﬁﬁgf_s:io those above will apply)

e For contracts B‘éi@gn $10,000'%Erj\yd $100,000, tenders should be called from at least three “preferred”
contractors. The ‘sé_!}igﬂon of &nfe;:;‘ée three preferred suppliers, and subsequent evaluation of their
proposals, should tak ';-iig‘t‘(\) %:_gojum the six key purchasing principles. The evaluation of the proposals
should be undertaken Qy;gN;_gif‘a’ccountable officers, and be approved by a delegated officer (Chief
Executive Officer or Chief Rinancial Officer);

o For contracts over $100,000, will be subject to an open tender process unless the RQL Board waive the
requirement of an open tender, including appropriate advertising of the consultancy. Advertising may
take the form of website notices and/or Courier Mail advertisement. Tenders are to be evaluated, in
accordance with the six key purchasing principles, by a panel of no less than two accountable officers,

and be approved by a delegated officer.

For longer-term consultancy arrangements (e.g. the ongoing provision of external services that cannot be
delivered in-house), which may involve the use of a preferred supplier or suppliers for a range of individual
tasks over an extended period of time, the following guidelines are to be followed:

o Individual consultancy contracts over $100,000 in value are not to be entered into under these preferred
supplier arrangements. Such consultancies, will be subject to Board discretion as o the waiver of an

open tender, as described above, must be followed.

PURCHASING POLICY ADDENDUM Version: 1.01 - 256/11/11 Date issued:
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RACING QUEENSLAND LIMITED Finance Depariment -

o The purchasing officer may select a consultant for a range of tasks from a panel of preferred suppliers
for the type of work involved;

o A competitive process, adhering to the six key purchasing principles of Racing Queensland Limited, to
appoint the panel of preferred suppliers must have been undertaken, be appropriately documented, and

be signed-off by a delegated officer;

o In selecting the preferred supplier from the panel, the purchasing officer must clearly document the
reasons for the selection, and be accountable for that selection. The selection must be approved by a

delegated officer; and

Intellectual Property Rights

Intellectual property rights relating to plans, designs and concepts: for lndustry Infrastructure Plan projects
are to reside with RQL. For this to be clearly articulated in any contractual arrangements there would need to
be included in the document a clause to this effect. 2

Below is an example of such a clause; T
Ry

‘The physical ownership of, and ownership of rn{eﬂécfua[ property in, aH p!ans drawings, specifications,
programs, computer data, samples, models, mantials; »documents and alf othe( mformanon relating to the
profect remains vested at all times in the Company TQe ~fnvited supplfer may use. and keep copies of such
materials only for the purpose of providing seivices to the. Company e Y

Confidentiality and Security of informai | -

B\, e
The integrity of competitive procurement h[ ges onim main
information and give offerors_the confldence~to do bu31
dimensions and confldentlallf} off"a'b{nlsslons ]swpartlcularl il
with information shared oy 0 ona‘neg : ~

= 20N
ro pnate confidentiality that will protect

G \férnment Confidentiality has many
nt prQr sto the awarding of the contract

3 G

N ! deﬂned (and as agreed) elements of the supplier's
proposal, specific mtellectuai\ﬁrgperty and_offerors prLcmg structures. Importantly, much of the information
relating to theoffer-needs tolbékept*conf"d_ent!al up. {o Ihe point where a contract is signed with the

Confidential information aysi

successfui oferor L i R G R T
=Ary :‘1\ \_.,!‘ . 2; !
A Conﬂcfentla]lty AgreementS{]ay inc ude the fo]lowmg elements
S _\ |

o The\Contractor must nc} .and mu\ ensure that its officers, employees, agents and sub-contractors
do not tise. or disclose any* Coﬁwfldenhal information without RQL’s consent
o The Contractor\may dlsclo§e Confidential information to its officers, employees, agents and sub-
contractors to the, extent ___cessary for the performance of the arrangement, provided that the
Contractor: \'", 1N :
(@) Makes~such pe;sons aware that the information Is confidential; and
(b) If directed. bVﬁQL during the contract term, obtains from such persons a confidentiality
undertakmg in a form acceptable to RQL
e RQL and Contractor must keep all Confidential information in a secure location so that no
unauthorised person is able to gain access fo it
o Upon receipt of a written request by RQL, either during the arrangement term or upon termination or
expiration the arrangement, the Contractor must deliver to RQL any record$ in the Contractor’s

power, possession or confrol

Conflict of Interest

Conflicts of interest represent one of the potential threats fo independence. A conflict of interest means
having an interest (whether personal, financial or otherwise) which conflicts with, or may reasonably be
perceived as conflicting with, the ability of the probity auditor or advisor to perform his/her obligations fairly
and objectively. Perceived or potential conflicts of interest can be as damaging as actual conflicts of interest.

PURCHASING POLICY ADDENDUM Version: 1.01 - 25/11/11 Date issued:
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RACING QUEENSLAND LIMITED Finance Department

Recommended practice

The Issue of independence should be specifically considered and addressed prior fo engaging contractors,
suppliers or consultants. At this stage, potential threats to independence should be considered as well as
any safeguards that might eliminate or reduce the threats to independence. Independence is essential. A
third party to the procurement should be able to rely on the fact that any and all potential conflicts of interest

have been identified and recorded.

Potential goods and service providers should be required to divulge all potential threats to independence,
including conflicts of interest, at the time of offer or as soon as any conflict becomes apparent during the
service engagement. The service provider should be required to provide written assurance that he/she has
no conflict of interest in the procurement, is able to remain objective and Impartial throughout the
engagement, and will provide notification of any conflict of interest, or compromise to independence, that

arises during the engagement.

A Conflict of Interests document may contain the following elementSf_“ J)

o Conlractor warrants that, to the best of its knowledge,: ag at commencement date neither contractor
or any of its officers, employees or sub-contractors have or\a(e I|Kely to have, a Conflict of Interest in
the performance of its obligations under current or: subsequent contracts

o [f a conflict of Interest, or risk of such, anses{du Jng the term of, the_contract the contractor must
immediately give notice of the Conflict of lnter .t; or risk of such, to RQ\L\\

e The Contractor must: : \
(a) Take all reasonable measures to ensure*ihat its officers, emp!oyeee an sub-contractors do
not engage in any activity or obtain 5\1 mterestz\ﬁhloh is in conflict-with the Contractor's
ability to fulfil its obhgat[(:nsto RQL in good fa|th and eﬁjectwely, and N ~>
(b) Immediately give notice So R@L\of any Confhegtgw interest relating to the &ctivities or interests
of any of its officers, emp oy?eesmr&sub contra S‘i\

Similarly all employees and agents of Racmg.(ﬂ eensla[la”,l_lmlted Invéil?“eg\ in any of the projects undertaken

as part of the Infrastructure Plan:are govemed{by the Employee Confligtiof Interest policy of the company,

and as such must lmmedlat' i ‘{"the event of a;potenual Co | f |nt?fr§st arising, notify their immediate
manager of the issue, (7 AELE

it
&

Delegations _

All expendltures -for'goods and serv ces/are to ba: authonsed by a duly delegated officer and are to be in line

with budget Tﬁese cielegahons are as follows "'~'-;\;._
¢ : ‘.\
Unlimited \ RN U S
- \.Board of Directors \\ p”
Up to $150,000 \ G\ e

Up to $50,000 N /
- Chief Ftnanuai Officer
- Director ofbroduct Deve]opment
- Project Director;

- Chiaf Executwe Offlcer)

Capitalisation of expenditure

Expenditure on discreetly identifiable plant and equipment items of $2,000 and above will be capitalised
where the fulure benefit of that expenditure exceeds one year at the time of purchase. All land purchases

must be capitalised.

The Chief Executive Officer or Chief Financial Officer may approve the capitalisation of services
expenditures of $2,000 and above where those services have a future benefit exceeding one year. All assets
which are under $2,000 must be expensed in the year or purchase and recorded in the portable and
atfractive items register. All other service expenditures shall be written off in the financial year the

expenditure was incurred.
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RACING QUEENSLAND LIMITED Finance Department

Compliance with Commonwealth Government GST & Australian Business Number legislation

The Commonwealth Government implementation of GST and Australian Business Number legislation, has
given rise to some additional obligations in respect of purchasing. These are as follows:

o Organisations are required to withhold 46.5% of any payment to a supplier of goods or services that
does not provide an ABN. In response to this, it is the policy of Racing Queensland Limited that no
supplies be purchased from entities that are unable to quote an ABN;

e Al suppliers to Racing Queensland Limited are to be advised that they must be able to provide a “Tax
Invoice™ in the form specified by the GST legislation, to enable Racing Queensland Limited to claim input
credits. Under law, the supplier must supply Racing Queensland Limited with a Tax Invoice within 28
days of request. Racing Queensland Limited staff should not enter into confractual arrangements with
suppliers unless satisfied that the supplier will be able to provide a suitable Tax Invoice; and

o When obtaining quotes or prices from potential suppliers, pu;cﬁésjng officers must satisfy themselves
that the prices quoted are GST inclusive. e </

PETIZENN
s SR,
The same delegations on the following page (8) apply tqlt_h“g._ﬁ'éyment 6f~1pﬁojces with one exception:

e An invoice can be approved by a person \ythﬁ f_gi‘-f]'éfsser delegaﬁbq_ﬁrovﬁded the original purchase
order was approved appropriately and the(in"\“f ce does nof exceed \Eﬁl\?{ﬂl ount that exceeds 10% of
the original purchase order. S, R .\\\

ﬁ.ermittedth’:g‘ircumvent\tng,[';;d\efegation by raising
Xceeds thelr delegati@{i}“@nit.

It should be noted that as a business rule, staff are n"é\‘ i
multiple orders to purchase a good or seryice for an amouﬁf}hat e

e

i3

Documentation and the Role of the Finance ﬁég:bé“;j:ment NA
O W, O

See Purchasing Policy and B.a@ing\Queensfan&:ﬁ!n_\ited Iﬁfr‘é‘@ ucture Pl rﬁk?:mt}ernal Financial Process
document A, B 2 a\,
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RACING QUEENSLAND LIMITED Finance Department

Summary of Key Controls
As a high level summary, the key controls associated with the procurement system are:

o Only deal with suppliers who have a valid ABN.

o Three quotes required for amounts of $10,000 or more where a preferred supplier is not used.
o Ensure appropriate delegation authorities applied

o Ensure probity and accountability in supplier selection process

o  Confirm expenditure falls within approved budgets

o Ensure correct invoice coding to assist with budget review process

o Taxinvoices fo be obtained at all fimes.

o Required signatures for goods received.

o To ensure appropriate separation of duties; vendor creation, deletion or addition must be performed
by the Accounts Payable Officer and the bank account details are required in accordance to the Sun
Security matrix to be entered by an Accounts Receivable Officer who does not have the ability to
raise purchase orders or make payments in SUN. The change of details form is located ,
G*\Finance\FORMS\Accounts Payable\Change of Details form xls. e

o Invoices are only paid after the prior approval of a purchase order (excluding credit card statement
payments and direct debits) and after goods have been received.

In addition to the above, Racing Queensland Limited should perform a routine supplier analysis to review
expenditure to determine that value for money is being achieved, and all probity issues are addressed.

Reference material (available on QLD Govt website)

QLD State Procurement Policy

QLD Purchasing — Ethics, Probity and Accountability in Procurement
QLD Purchasing — Prequalifying Suppliers

QLD Purchasing — Engaging and Managing Consultants

QLD Govt — Capital Works Management Framework — Procurement Strategy and Contract Selection
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