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Good afternoon Carol,

I 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 feedback you may have.

Regards,

Ron Mathofer
Business Analyst

‘ PO Box 63, Sandgate QLD 4017
@ P+617 3869 9716

' F +61 7 3269 9304
&éﬁ%&l{mg M 0409 287 932

E rmathofer@racingqueensiand..com.au
W www, racinggueensland.com.au
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RACING QUEENSLAND LIMITED Finance Department

RACING

QUEENSLAND

PURCHASING POLICY:
INFRASTRUCTURE PLAN

i

W

Introduction . Y ;__\1 -

This addendum has been prepared to expand oaﬁ :RQL General !E5U(ch__a§ing Policy which provides
guidelines and procedures to be followed by offic ‘g"s‘;oﬁjRacing Queensland Limited when undertaking and

managing purchasing activities to meet the orgahi %t_rj‘on’s operational requ?r‘éﬁ%‘enis and also meet the
objectives of the policy. 3 e \‘A‘
NN

The Racing Queenstand !nfrastructure@ﬁ’?l‘?a‘n- has besn dag§ighedito improve and furthér develop racing
milion

industry infrastructure by way of a $1 10‘{ i%_n_‘_:ﬂredirection ofiwagering taxes from the QLD government.

Projects have been identified and funds ailbg;aqte& each project.

ozthe Racing Queensiand Purchasing Policy has
taken“?@ensure all projects funded are
g 2

Iistandards.

Given the size and scale of these projects thisZaddendiim

been developed to ensufr;g;ﬂ;ggnegefsary addilional stepsare:

completed in an accountabl e ﬁﬁ’traj;:%parent manje to
u

The purchasing policy, m‘ck\dm@ this aﬁé?ndum form?}
Committee is guided in the pjgg:_qrenggﬂ{ of goods rgg_asewices relating to the projects that make up the

Industry infragtructyre.Plan. (Seg

: o ~ \ £
Racing gq’é;bﬁé and Limi e‘\'@fis,t\he \____é__gf Body a“lt%gl;};ed' by, and obtaining its objects and functions from,
the Racirg Act 2002 and its/Co stitu’tié‘nf\;\.éRacing Queénsland Limited is required to conduct its financial
activities with* probity and aé_épyntabﬁ?!f. ;in\ accordance with the Corporations Act 2001, Australian ;
Accounting St "ri{ja{ds and Aust?eii_ig\;n Equii‘fé\tgm\to International Financial Reporting Standards A-IFRS and
Australlan Securities and Investmeﬁg._@\ommiséich- ASIC.

\\;‘ . L
\\_ '\“,\ &
Key Principles RN 0
e\ /’
In conducting all of its purc\ﬁaéirigfactivities, including infrastructure plan projects, it is the policy of Racing
Queenstand Limited to adhers, At all times, to the key principles of:

1. Value far 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 detall. The

procurement system should result In the foltowing benefits:
¢ Reduce operating costs;
¢ Reduce risk;

Increase control; and

improve cash flow visibility

industry Infrastructure Plan

Racing Queensland Limited's Infrastructure Plan procurement.p‘

S roject Diredtor even if outside fdelegatron litnit.

« Allinvofces must be checked and slgned by the
+ The Project Director is fo obtain the approval of the\ -Eofc‘f “JBoard if over his delega!:on limit,
«  Alldelegations are to be n line vijiilie RQL purchaSiO3policy. A
e Allitems outside of the approved"ﬁudget wsth an aggregata.tolerance level of greater than either 1%
or $200K of the project value will reuire Bo: _ \%}‘
Suppliers

As much as possible, Rﬁafﬂqipg Queensfand letted d consolidate its suppliers and ulilise preferred
supphers for either off-th VQ?VU goods/ser\nces where%x ere are several sources of supply and the purchase
is low risk or where thera is aiJ. eslg?b s ed relat:onship WIED a proven record of success. The advantages of

reem]: hesiand simp %Les purchasing, reduces adminisirative costs and

using preferred*suppirers are thal
promotes cost/savmgs”'fhrough vo!gm& d;scountseﬁgz&eﬁclusnwty arrangements. Other benefits are that it

mlmmlse\é‘ c%\sts and risk fcu; pizers‘ih ugh not being fequired to regularly prepare and submit quotations.

¥

A

1.1, Se!eeﬁon\of Preferred Supp ers h ?\

The selection of preferred suppher\s sh_ould be" based on selection criterla that could include:

Vi)

+ Technical ca"i' sbility and exper ence
e ]

+ Financial capacity, ‘_nd viabili !u :

System and mane\gerhen _'é dponsibility incorporating product and service compliance with agreed

industry standards

« People

s Business/organisation factors

o Favolirable referee reports (a successful track record to deliver)

/

-.‘

Racing Queensland Limited’s 6 key principles:

Value for money;
Quality of product, service, and support,

Open and fair competition;

Probity and Accolintability of outcomes,

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

Suppliers are compliant with all taxation requirements.

RN T KPS
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RACING QUEENSLAND LIMITED Finance Department

1.2. Preferred Suppliers Listing

Preferred Supplier listings for Infrastructure Plan projecis are to be developed by fnviting 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 panals.

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
criterla and then only those suppliers who satisfy the prequalification criteria are invited to tender for profects,

Prequalification prowdes added confidence that suppliers being invited.{o offer have the capabifity to supply
the goods and services. Prequalification does not eliminate the risk of contract failure, but, if well managed,
Is a method of reducing the risk and administrative burden created by %epeated approaches to the market.

Suppliers that are successful in meeting the prequalmcatton cn iare generally included on a database
maintained by the purchaser. Prequalification of suppliers | Isa strateg\iz best used when the buyer procures a L
particular type of good/service on a regular basis anq”-)the procurement tgnds to be complex andfor costly o

and/or there s a high degree of risk involved in the pro

N
th of racing tracks and famElties would fall under this

Some goods and services required for the develop
d into e broad groups;

category. As a general guide only they have been catega

1. Technical capability and expe(féfize

2. Financial capability

<\ 'sgiiqg\ fact'\?; ‘

0
b 2 e
; specn‘i critert estabhshed by the purchaser and if successful are

Potential suppl:erj are; assessed,; q_g st a,
equaftfxcb\tion data as When- ec!flc need by the purchaser arises, the prequalified

suppller%'; e invited to~ offer\r\T he 6ffers are evaluéted, by the purchaser according io the specific offer
evaluat:or\cnteria and the sticcassiul offeror is awarded-the contract. Performance reporting about suppliers
is an lntegral part of any prequatmﬁatlon system and should be incorporated into the system.

\

1.4. Outsourcing ofSuppIter Par\ml Selection/

The use of orgamsatlons spec;ahslng riprocurement processes such as preferred supplier lists,
prequallfymg suppliers 8nd other suppher related confractual arrangements may be an alternative or addition

to In-house procurement proces 5

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 thelr own stupply contracts. hitp://iwww.localbuy.net.aw/

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 governmernt

procurement suitability

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

1.5. Applications for Sole Supplier

in some speclal circumstances the normal practices as oullined above may need to be set aside. For these
instances an exemption from narmal 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 imes be adequate supporting
documentation to prove urgency is genuine and not the result of.jnadequate planning

Unless the above stated exemption criteria is mel, or other com eﬂ;pg reason is able to be supported, the
current RQL Purchasing Policy with addendum wili apply to the fi \ment of goods and services,

Consulting Services

Racmg Queensland Limited uses consulting serwcesi' a number of aspects ef*tﬁ ::’E)erations including legal,

S|} ess development, and

marketing.
ionger-term arrandg'ﬁnents, which may

These consultancies vary from short-t
onal work).

encompass a series of different activities

« For coniracts u%der-f$10 000 In; gwglue pre gements* can be used. That is, where
a purchasing officer@g%atlsﬂ that a consult %that has prov:ded a high quality service In the past,
has the necessary exp \zggs?ggﬁ:deﬂ ke the and Is available In an approprlate timeframe, that
consult“"“‘ "na-he appom dwi heuf\’sﬁforma\%f:&sx petifive process being undertaken. If such a
o guotesi irom prqsr;!;:ectwe consultants should be obtalned and

\%iﬁ%)

S

¢ Please wote that where preférred suppller arrangements are referred to later In this document for other

% f p rchasing, s;mifarjﬁ rocedures fothose above will apply)

*_a id $100,000, tenders should be called from at least three “preferred”
ese three preferred suppliers, and subsequent evaluation of their

proposals, shou!d take Ento ccount the six key purchasing principles. The evaluation of the proposals

should be undertaken' byw Wo Jaccountable officers, and be approved by a delegated officer (Chief
Executive Officer or Chief’ Fmanelai Officer),

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 andfor Courler 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 provislon 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 he followed:

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

open tender, as described above, must be followed.
PURCHASING POLICY ABDENDUM Version: 1.01 - 25(11/11 Date Issued:
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RACING QUEENSLAND LIMITED Finance Department -

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

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

be signed-off by a delegated officer;

In selecting the preferred supplier from the panal, 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 propetty rights relating fo plans, designs and conceptsfo /Iﬁdusiry Infrastructure Plan projecis
are to reside with RQL. For this to be clearly articulated in any conlffactdal arrangements there would need to
be included in the document a clause to this effect. :

Below is an example of such a clause;

"/i
e!!ectua! property In, ah’ p!ans drawings, specifications,

‘The physical ownership of, and ownership of m{
programs, compufer dafa, samples, models, manua?sidocuments and alf ofher mformatton refating to the

profect remains vested at all times In the Company TQe invited supplfer may use. and | keep copies of such

maferials only for the purpose of providing services fo the Compfpy v \_\, ™
o ‘\\_;:’
The integrity of competitive procurement hl‘fges on-ﬁnalntatnmg apﬁi&g}r\late confidentiality that will protect

information and give offerors_the confidence 110 do bﬁsgine‘ssk\\iwth Go\vernment Confidentiality has many
dimensions and conﬁden%ggty ofg%issions‘ifﬁpamcu]ar y n;qutant pngrgto the awarding of the contract
] i S A .'\‘_

\mclude i fined (and as agreed) elements of the supplier's
and offerors pri\}pg structures. Importantly, much of the information
c f de&lai up*-Io the point where a contract s sighed with the

Confidential information
proposal, specific 1ntei!ectuai\p5§>gert
relating to the B

offer-needs {ox e\k
successful o{fer_ SR

A Conﬂdfef)t' my Agreemenis may incmde the foltowmg elements
I

t \E?éure that its officers, employees, agents and sub-contractors
do not U use or.disclose any'Géxfldentrat information without RQL’S cansent

o The Contractor\may dtsctoee “Gonfidential information to its officers, employees, agents and sub-
contractors to\ihe_ extent necessary for the performance of the arrangement, provided that the

(a) Makeseﬁ‘ch rsons aware that the information is confidential; and
(b) If directed b‘y RQL during the contract term, obtains from such persons a confidentiality
undertaking-in a form acceptable to RQL
RQL and Coniractor must keep all Confidential information in a secure location so that no
unauthorised person is able to gain access o it
s 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 records in the Contractor's

power, possession or control

Conflict of Interest

Conflicts of Interest represent one of the potential threats to independence. A conflict of interest means
having an interest (whether personal, financial or otherwise) which conflicts with, or may reasonably be
perceived as confiicting with, the ability of the probity auditor or advisor to perform histher 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 - 26M11/11 Date issued:
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RACING QUEENSLAND LIMITED Finance Depariment

Recommended practice

The issue of independence should be specifically consldered and addressed prior to 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 conilicts of interest

have been identifled 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 becemes 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 fo remain objective and impartial throughout the
engagement, and will provide nofification of any conflict of interest, or compromise to independence, that

arises during the engagement.

A Conflict of Interests doctiment may contain the following element

P

s Conlractor warrants that, to the best of its knowledge, «-ég?' Tommencement date neither contractor

or any of its officers, employees or sub-contractors hcé’\/e, R, hkely to have, a Conflict of Interest in
the performance of its obligations under current gr: subsequent contracts

if a conflict of Interest, or risk of such, arlsiggu )ng the term of the \(\:ontract the contractor must

immediately give notice of the Confiict of tnte SE1.6r risk of such, to' RQL.@

s The Contractor must: S
{a) Take all reasonable meastres lo ensu‘;ﬁeythat its officers, employée"' and sub-contractors do
not engage in any activity or obtain ahy; interest%ﬁ@mch is in confhctfﬁmgth the Contractor’s
ability to fulfil its obligatio @ o RQL In good felth«and oﬁjectwely, and
{b) Immediately give notice'to R@l:%of any Confhc interest relating to the Flivities or interests

of any of its officers, emp oyees\'\‘ ub- contracto s

)

. S
Similarly all employees and agents of Racing\Qlieen
as part of the Infrastructure Blan:are governed;by the Emplo
and as such must immedid! ly.m\th &,event of aipotent]
manager of the lssue. & X

diLimited ln‘olgﬁed in any of the projects undertaken
a“yyg Conﬂrt@}lnterest policy of the company,
SEoHii Jof Interest arising, notify their immediate

\"-i; ﬁ»’”‘g

Delegations

> —-
All eXpendltu goods ‘and se fce by a duly delegated officer and are to be in line
with bud%e {-These de[egahons are as. fol[ows

Unlimited \ N & .

- \\Board of D;recto}s \

Up to $150,000 ™
- Chief Executwe Officer
Up fo $50,000 NGE
- Chief Finaqc&af O flcer
- Director of Product ‘Dévelopment
- Project Director,

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 capltalised.
The Chief Executive Offlcer or Chief Financial Officer may approve the capitafisation 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 poriable and
attractive items register. All other service expenditures shall be written off in the financial year the

expenditure was Incurred.

PURCHASING POLICY ADDENDUM Version: 1.01 -~ 25M11/11 Date issued:
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RACING QUEENSLAND LIMITED Finance Department

Compliance with Commonwealth Govermment 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:

+ Organisations are requirad to withhold 46.5% of any payment to a supplier of goods or services that
does not provide an ABN. In response lo this, it is the policy of Racing Queensland Limited that no

supplies be purchased from entities that are unable to quote an ABN;

o All suppliers to Racing Queensland Limited are o 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 ctaim 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 contractual arrangements with
suppliers unless satisfied that the supplier wilt be able to provide a suitable Tax Invoics; and

o \When obtammg quotes or prices from potential suppliers, purchas\lr\]g officers must satisfy themselves
that the prices quoted are GST inclusive.

.
payment offvojces with one exception: o

Ee)sser delegahon prowded the original purchase
ount that exceeds 10% of

The same delegations on the following page (8) apply to
s An Invoice can be approved by a person wlth' p
order was approved appropriately and the invoice does not exceed an

the original purchase order. -%f
it should be noted that as a business rule, staff are ne
multiple orders to purchase a good or seryice for an amo‘ﬁr&hat

;permitted té\mrcumvent\ihelr ,cl‘elegat]on by ralsing
eec]s thelr de[egatré\r} fl)mlt

Documentation and the Role of the Fmanca Depan‘ ent

‘*‘1

See Purchasing Policy and R@ sing Queenstand: ‘{Eﬂ{lfed lnfrtruciure Planil _ternai Financial Process

document

PURCHASING POLICY ADDENDUM Version: 1.01 - 25/11/11 Date Issued:
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Finance Department

RACING QUEENSLAND LIMITED

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.

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

»  Ensure probily and accountability in supplier selection process

s Confirm expenditure falls within approved budgets

« Ensure correct invoice coding to assist with budget review process

o Taxinvoices to be obtained at all times.

« Required signatures for goods received.

s To ensure appropiiate separation of duties; ve
by the Accounts Payable Officer and the bank
Security matrix to be entered by an Accounts
raise purchase orders or make payments in SUN. The change of det

G\Finance\FORMSWccounts Payable\Change of Details form.xls. :
Involces are only paid after the prior approval of a purchase order (excluding credit card statement
payments and direct deblits) and after goods have been received,

ndor creation, deletion or addition must be performed
account details are reguired In accordance to the Sun

Receivable Officer who does not have the ability to
ails form is located

In addition to the above, Racing Queensland Limited should perform a routine supplier analysis to review
expenditure to determine that value for money is belng 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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