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Procurement Strategv and Contract Selection 

Assessing value for money involves more than a consideration of price alone. Other factors 
to be considered include: 

• compliance with relevant CWMF policy requirements 

• contribution to the advancement of government priorities 

• cost-related factors such as whole-of-life and transaction costs 

• non-cost related factors such as fitness for purpose, and the quality, service and support 
offered by the tenderers 

• sustainability requirements and/or targets. 

In terms of building procurement, there are a number of strategies that typically contribute to 
value-for-money outcomes, including: 

• optimising risk allocation between the parties 

• using performance specifications, where appropriate, to encourage maximum innovation 

• ensuring the flexibility to secure scope changes at a reasonable cost 

• using incentives to reward 'better than business as usual' outcomes 

• setting an appropriate contract period 

• ensuring participants have the required skills and capabilities to deliver the planned 
project outcomes 

• adopting a procurement strategy appropriate to the complexity of the project. 

The impact of these strategies on the achievement of value for money will depend upon the 
nature and specific circumstances of each building project. Departments should adopt the 
strategy/strategies that can best achieve value for money and ensure probity and 
accountability. 

3.0 Procurement strategy selection 

3.1 When to select a procurement strategy 

As a project moves through the phases identified in the capital works management process 
(illustrated in Diagram 1), knowledge of the project increases. During the project 
development phase (i.e. project evaluation and program furmulation), decisions should be 
made about the type of building that is required, when it is needed, and what funds might be 
available to build it. This is the ideal time to consider the procurement strategy or strategies 
that might be best suited to deliver the required project outcomes. The project development 
phase is also the time to identify bundling opportunities (see section 3.3 for further 
information). 

By the time the project reaches the project delivery phase, project knowledge will be at a 
level where a preferred procurement strategy can be readily identified. 
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3.2 Factors that influence procurement strategy selection 

Before selecting the procurement strategy for a government building project, whether at a 
strategic or detailed level, it is necessary to first identity the factors which will determine the 
most suitable procurement strategy for the project. These factors are: 

• the key objectives and constraints of the project 

• the risks that may arise during the delivery of the project and how those risks might best 
be dealt with 

• the level of complexity of the project. 

In order to meet the Government's objective of achieving value for money, the above factors 
that influence procurement strategy selection must be considered together with the factors 
that drive value for money (as covered in section 2.0). 

The following subsections provide further details on the factors influencing procurement 
strategy selection. 

3.2.1 Key objectives and constraints 

The key objectives of each project will be identified during the project definition stage of the 
capital works management process, as a precursor to procurement strategy selection. The 
objectives generally relate to: 

• scope (i.e. what is to be delivered) together with any required provision for flexibility in 
this regard 

• cost, including whole-of-life and transaction costs 

• time, including an appropriate allowance for the contract period 

• quality, including fitness for purpose considerations 

• sustainability, including social, economic and environmental aspects 

• innovation, encouraged through the use of performance, rather than prescriptive, 
specifications 

• community or stakeholder needs and expectations 

• contribution to the advancement of government priorities 

• 'better than business as usual' outcomes, encouraged through performance incentives. 

Constraints are aspects of the project that limit, restrict or otherwise impact upon the project 
objectives in some manner. Constraints are typically unique to each project and may 
include: 

• time constraints 

• budget constraints 

• physical constraints 

• availability of resources, including labour resources 

• skills, capability and capacity of the project participants to deliver the planned project 
outcomes 

• market or industrial conditions 

• policy requirements. 
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The objectives and constraints of each building project are frequently interdependent, and 
will therefore need to be considered concurrently. This approach will highlight the objectives 
and constraints that critically impact upon the planned delivery of the project and facilitate 
the selection of the most suitable procurement strategy. In some cases, however, it will be 
dear that one objective or constraint takes precedence over all others due to its critical 
impact upon project outcomes (for example, a constraint to complete a new school building 
before the commencement of a new school year). This critical objective or constraint should 
then be used to determine the most suitable procurement strategy for the project. 

3.2.2 Risks 

The second factor that may influence selection of a procurement strategy is the risk 
associated with the building project. In the context of this guideline, risks are events, both 
known and unforeseen, that might occur during the delivery of a building project and which 
will usually adversely affect the project outcomes. 

The nature of the risks to the project, and their impact on project outcomes if they occur, are 
often determined by the key objectives and constraints of the project. For example, if a 
project has a particularly tight timeframe for completion, delays to the construction program 
will be a risk to securing the timely completion of the project. Once the key objectives and 
constraints of the project have been defined, the risks can also be identified. 

Responsibility for managing or mitigating particular risks is broadly determined by the 
procurement strategy adopted for the project. (For example, where the procurement strategy 
is 'design and construct', the risk of design errors is, in general terms, passed to the 
contractor.) Therefore, departments should consider and determine the most suitable method 
to deal with the identified risks prior to selecting a procurement strategy for the particular 
project. 

As a guiding principle, responsibility for managing a particular risk should be allocated to 
the party best able to deal with that risk. Inappropriate risk allocation is likely to result in 
project budget overruns (as contractors can reasonably be expected to make allowances in 
their tenders for the risks for which they are responsible) and increase the likelihood of 
contractual disputes and litigation. 

3.2.3 Level of complexity 

The level of complexity of a project must be considered when selecting an appropriate 
procurement strategy. The complexity of a project is determined by a combination of factors, 
including: 

• the size of the project 

• the duration of the project 

• the scope of the project 

• the number of stakeholders involved 

• the level of technology to be incorporated in the project 

• the degree of innovation required by the client 

• market conditions. 
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While contractually complex procurement strategies may sometimes be required for complex 
projects, the additional resources needed to administer a complex strategy are likely to be 
wasted if a simple strategy can achieve the same outcomes. The inappropriate selection of a 
complex procurement strategy can also lead to unsatisfactory project outcomes in terms of 
cost, as tenderers may make allowances in their tenders for additional administration costs 
and the possibility of contractual disputes which might otherwise not have arisen. 

3·3 Selecting the procurement strategy 

Having defined the key objectives and constraints of the building project, identified the risks, 
broadly determined the preferred risk allocation and identified the level of complexity of the 
project, the procurement strategy can be selected. 

The procurement strategy best suited to the project will be the one that best aligns with the 
key objectives and constraints of the project, that deals most appropriately with the identified 
risks, and that suits the level of complexity of the project. 

Attachment 1 provides an overview of the features of the procurement strategies generally 
used for government building projects and is intended to assist departments to make 
informed choices from these procurement strategies for their projects. The strategies include: 

Traditional Fully Documented - lump Sum 

The principal engages consultants to design the building project and prepare documentation 
which fully describes the work to be undertaken. The contractor then constructs the building 
project in accordance with the project documentation prepared by the principal's consultants, 
for the agreed lump sum price. This procurement strategy is best suited to projects where 
there is a high degree of certainty regarding the specific project requirements. 

Design and Construct- lump Sum 

The principal engages consultants to prepare a detailed project brief which defines the scope, 
quality and functionality requirements of the building project. The contractor then completes 
the design of the project, prepares construction documentation, and constructs the project for 
the agreed lump sum price. This is an effective procurement strategy where the need to 
achieve defined time and cost outcomes outweighs the need for quality. 

Managing Contractor- Design and Construction Management 

Typically, this is a two stage procurement strategy that provides for early contractor 
involvement. Prior to stage 1, the principal engages consultants to prepare a project brief, 
which includes a budget estimate and estimated time for completion of the project. During 
stage I, the managing contractor works collahoratively with the design consultants and the 
principal to revise the project brief and refine the design to meet budget and time constraints. 
Prior to stage 2, the managing contractor makes an offer to the principal based on the revised 
project brief. If the offer is accepted, stage 2 commences and the managing contractor 
completes the design and manages the construction of the project. This procurement strategy 
is best suited to major or significant projects where there is some uncertainty regarding the 
specific project requirements. 
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Alliance 

This procurement strategy also provides for early contractor involvement. An alliance is 
formed between key project participants, including the principal and contractor. All partners 
in the alliance are collectively responsible for all aspects of the delivery of the project. The 
alliance is generally structured so that commercial risks and rewards are shared by the 
alliance partners. It is best suited to complex, high risk projects where alternative strategies 
for risk allocation will be ineffective. 

Bundling 

Bundling is a program management strategy that involves the delivery of a number of 
projects (in some cases, for a number of departments) under a single contract. Bundling can 
be particularly effective at times when the labour market is under strain, or for the delivery 
of multiple projects in remote or regional locations. Although not a complete procurement 
strategy in itself, bundling must be considered by departments, in consultation with the 
Department of Public Works, for medium and lower value projects (estimated to cost between 
$0.5 million and $20 million) in accordance with CWMF policy requirement I. 

3·4 Confirming the procurement strategy 

For some building projects, certain objectives and constraints may be difficult to identity, or 
may be subject to change over time. As a consequence, the identified risk management 
strategy (and hence the procurement strategy), while previously well aligned with the key 
objectives and constraints, may become unsuitable for the project. In such cases, an 
alternative procurement strategy should be selected and implemented. 

Where there is a degree of uncertainty surrounding the key objectives and constraints of the 
project, the project team must remain flexible in order to rapidly address any misalignment 
between these objectives and constraints and the selected procurement strategy. To facilitate 
such flexibility, it is necessary to monitor the key objectives and constraints as the project 
progresses and be prepared to adjust the procurement strategy accordingly. 

4.0 Contract selection 

Having determined an appropriate procurement strategy for the building project, the relevant 
officer(s) can select the contract(s) from those listed under the heading of 'generic contracts' 
in Attachment I. 

The optimum building contract for a particular project will: 

• be suitable for use with the chosen procurement strategy 

• be in alignment with the key objectives and constraints of the project 

• deal most appropriately with the identified risks 

• be suited to the level of complexity of the project. 
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There are two CWMF policy requirements that need to be considered when selecting the 
optimum building contract, namely: 

• policy requirement 4 - departments must use standard contracts developed by the 
Department of Public Works for all government building projects, and these contracts 
must not be amended in any way without prior consultation and agreement with the 
Contract Services unit of the Department (Contract Services unit will specifically tailor a 
contract to a particular project or application where the circumstances require it) 

• policy requirement 5 - departments must consult and agree with the Department of 
Public Works on the selection of building contracts for all High Risk/Significant (HRS) 
projects (further information regarding the selection of contracts for HRS projects can be 
found in section 6.0). 

The Department of Public Works' building contracts are specifically intended for use on 
government building projects and align with one or more of the procurement strategies 
outlined in section 3.3. The contracts are generic in nature but typically contain sections 
which must be completed with project-specific details by (or on behalf of] the principal 
before tenders are called. 

The suite of standard contracts also includes two consultancy contracts, one for small 
consultancies and the other for large consultancies. CWMF policy requirement 4 applies 
equally to these contracts. The standard consultancy contracts also contain sections which 
must be completed with project-specific details by (or on behalf of] the principal before offers 
are invited. 

To view the Department of Public Works' current building and consultancy contracts and 
obtain guidance material on their application and usage, refer to the Department's website at 
www .publicworks.qld.gov .au/resources/ co nstmctioncontracts/Pages/ defaul t.aspx. 

The Department of Public Works' contracts typically include conditions of tender, which 
should be followed rigorously as part of the contractual process. These conditions often 
incorporate schedules to be completed with project-specific details by (or on behalf of) the 
principal before tenders/offers are invited. The conditions may also provide for contractor 
selection using price, or a combination of price and non-price, criteria (consultant selection 
will always involve both). Further details on the use of non-price criteria in the selection of 
contractors and/or consultants are included in section 5.0. 

s.o Use of non-price criteria 

Where both price and non-price criteria are to be used as the basis for a tender evaluation, 
the non-price evaluation criteria and the weightings given to those criteria need to be set out 
in the appropriate schedule in the conditions of tender. Offerors/tenderers will then be 
required to respond specifically to the matters put to them in the non-price criteria when 
preparing their offers/tenders. 

While the contract will allocate responsibility for certain risks and requirements to the 
consultant or contractor, it is useful to understand the means by which each offeror/tenderer 
proposes to manage those risks and/or meet those requirements before a 
consultant/contractor is selected. 
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Effectively drafted and appropriately weighted non-price criteria will elicit responses directly 
addressing the risks that are to be managed by the consultant/contractor. In responding to 
the non-price criteria, each offeror/tenderer details the commitments they will fulfil once the 
contract has been awarded. 

A set of effectively drafted and appropriately weighted non-price criteria can be a powerful 
tool that provides the offer/tender evaluation team with the opportunity to identif'y which 
offeror/tenderer will best deliver the planned value-for-money and project outcomes. Among 
other things, non-price criteria can assist the evaluation team to identif'y: the particular 
competencies of each offeror/tenderer that are relevant to the project; and the way in which 
each offeror/tenderer intends to address any nominated government policy requirements (e.g. 
requirements of the Local Industry Policy or the Indigenous Employment Policy). 

Where the building project is a High Risk/Significant project, validation of non-price criteria 
and the weightings allocated to those criteria must be sought from the Department of Public 
Works prior to calling tenders. Further information regarding this process is provided in 
section 6.0. 

The CWMF policy advice note, Advancing Government Priorities through Non-Price Criteria 
used for Tender Evaluations, provides additional information concerning non-price criteria 
and government priorities. 

6.o High Risk/Significant (HRS) building projects 

Policy requirement 5 of the CWMF requires that the selection of building contracts for all 
HRS projects (as defined in Attachment 5 of the CWMF) must be undertaken by departments 
in consultation and agreement with the Department of Public Works. To assist departments 
in this regard, the Department of Public Works has established a Contracts Committee to 
assess proposals related to the procurement of HRS projects. 

The Contracts Committee is tasked with taking a broad view of government building 
procurement, giving consideration both to matters specific to the particular project before 
them and matters that concern whole-of-Government and industry. 

Departments are encouraged to make written submissions to the Contracts Committee at any 
stage of their HRS project. Such submissions are best made progressively, initially outlining 
the strategic procurement strategy for the project and then later detailing the selected 
procurement strategy, building contract and, where appropriate, non-price criteria and 
weightings. 

Submissions may seek the Contracts Committee's endorsement of a proposed procurement 
strategy and/or contract; alternatively, they may seek guidance or direction. Submissions 
may take any form, but must provide sufficient information to enable the committee 
members to properly consider all relevant issues relating to the proposal. To assist in this 
regard, a Contracts Committee submission template is provided in Attachment 2. 

Submissions may be forwarded to the Contract Services unit of the Department of Public 
Works for consideration by the Committee. While the Contracts Committee sits on a regular 
basis, there is provision to consider urgent submissions. 
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Attachment 1: Overview of procurement strategies 

Traditional Fully Documented - Lump Sum 

Description 

Roles 
Principal engages consultants and prepares 
the project brief, schematic design, 
developed design and contract 
documentation. 

Contractor carries out the construction. 
Relationship between parties 

Potentially adversarial 

·zero sum' mentality (i.e. 'your gain is my 
loss'}. 

Scope 

Scope is precisely specified in the contract 
documents. 

Scope can be varied, but not beyond the 
original intent of the contract documents, 
and any variations will normally give rise 
to a contract sum adjustment and extension 
of time. 

Tender process. cost and payments 

Tender process 

• Tenders called after design and 
documentation is complete. 

Lump sum price offered by tenderers. 

Competitive. 

Evaluated on 90 - IOOO!o price 
criteria. 0 - 10% non-price criteria. 

Cost prior to tender 

• Principal is responsible for ensuring 
that the design can be built within 
the budget. 

Cost and payments post tender 

• The accepted lump sum becomes the 
contract sum, subject to adjustment 
for variations to the contract 
documents and daims. 

Contractor is paid on a regular basis 
for work completed, up to the value 
of the adjusted contract sum. 

Final cost is highly dependent upon 
the quality of the contract 
documentation prepared by the 
Principal. 

Design/ quality 

Quality of materials and 
workmanship is fully specified in the 
contract documentation. 

Contractor has very limited capacity 
to have input into the design or 
'buildability' of the project. 

Defects liability period of 6 to 12 
months, depending on nature of 
project, with no real benefit in 
adding further maintenance 
responsibilities. 

Capita! Works Management Framework Guideiine 

General risk profile 

Risks allocated to the Principal 
• That the design meets the project 

brief. 

• That the contract documentation 
reflects the design. 

• That the contract documentation 
is complete, unambiguous, 
accurate and suitable for the 
purpose of construction. 

Risks allocated to the Contractor 
• That the materials and 

workmanship are in accordance 
with the contract documentation. 

• That completion of construction 
will be within the allocated time. 

• That the cost of construction will 
be within the adjusted contract 
sum. 

Time 

• Design and documentation must 
be completed before construction 
can commence, making it 
potentially the longest duration 
procurement strategy available. 

• Most delays will give rise to 
extensions of time for the 
completion of construction. 

Variants 

• Tenderers can be required to offer 
a schedule of rates in lieu of a 
lump sum. 

Administration 

Principal must appoint a 
Superintendent to act honestly 
and fairly in administering the 
contract. 

Contract administration is not 
overly complex. 

Performance summary 

• Predominantly used for projects where 
there is a high degree of certainty about 
project requirements. 

Success is highly dependent upon the 
adequacy, completeness and accuracy of 
the contract documentation. 

Difficult to control time and cost 
outcomes where contract documentation 
is inadequate or variations are needed. 

Claims are common. 

Will normally deliver the lowest initial 
contract sum following tender call, but 
not necessarily the lowest final cost. 

Not well suited to fast tracking the project. 
It is normally costly to do so. 

Generic contracts 

• AS2124 with Special Conditions 

• AS4305 with Special Conditions 

DPW Medium Works 

DPW Minor Works 

DPW Small Scale Minor Works 

General Conditions of Contract for 
Consultancy Services Uong and short 
forms are available). 

{Note: DPW is the abbreviation for 
Department of Public Works) 

12 



RQL.137.005.0181

Procurement Str?.iegy and Contract Selection 

Design and Construct - Lump Sum 

Description 

Roles 
Principal engages consultants and prepares 
detailed project brief (which defines scope, 
quality and functionality requirements} and 
may complete part of the design. 

Contractor completes the design and 
construction documentation, and carries out 
the construction. 

Relationship between parties 
Potentially adversarial. 

'Zero sum' mentality (i.e. 'your gain is my 
loss'), 

Scope 

Project brief defines the scope of the 
project, typically by specifying functional 
and performance requirements. 

Scope can be varied, but not beyond the 
original intent of the project brief, and any 
variations will normally give rise to a 
contract sum adjustment and/or extension 
of time. 

Tender process, cost and payments 

Tender process 
Tenders called after project brief is 
complete. and before design is 
commenced (if no design provided 
by Principal}. 

Design solutions and lump sum price 
offered by tenderers. 

Competitive. 

Costly to tenderers. 

• Typically evaluated on 7Wo price 
criteria, 300/o non-price criteria. 

Cost priorto tender 
Principal is responsible for ensuring 
that the requirements of the project 
brief can be met within the budget. 

Cost and payments post tender 
The accepted lump sum becomes the 
contract sum, subject to adjustment 
for variations to the project brief and 
claims. 

Contractor is paid on a regular basis 
for work completed, up to the value 
of the adjusted contract sum. 

Final cost is dependent upon the 
adequacy of the project brief (i.e. if 
the brief does not adequately define 
the requirements of the project, it is 
likely there will be a need for 
variations, and therefore additional 
cost). 

Design/ quality 

Project brief defines the quality of 
the project, typically by specifying 
performance requirements. 

Contractor has significant ability to 
influence the design and 
'buildability' of the project. 

Defects liability period is typically 12 
months. 
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General risk profile 

Risks allocated to the Principal: 
• That the project brief adequately 

describes the project requirements. 
Rlsks allocated to the Contractor 
• That the design and construction 

documentation meet the project 
brief. 

• That the construction 
documentation is suitable for the 
purpose of construction. 

• That the materials and 
workmanship are in accordance 
with the construction 
documentation. 

That completion of design, 
documentation and construction 
will occur within the allocated 
time. 

That the cost of design, 
documentation and construction 
will be within the adjusted 
contract sum. 

Time 

Design and documentation can be 
completed concurrently with 
construction, making it most 
likely the shortest duration 
procurement strategy available. 

• Opportunities for extensions of 
time are generally limited. (Note: 
variations to the project brief will 
normally give rise to extensions of 
time.) 

Va(iants 

The Principal may complete the 
design, such that the Contractor is 
only required to document and 
construct the project. 

The Principal's consultants may be 
nominated to the Contractor with 
the expec:tation that the 
Contractor would engage them. 

There may be some benefit in 
making the Contractor responsible 
for maintenance as an incentive 
for the Contractor to be proactive 
in achieving a low-maintenance 
outcome during the design and 
construction of the project. 

( Administration 

Principal must appoint a 
Superintendent to act honestly 
and fairly in administering the 
contract. 

Principal often requires audit 
design consultants to ensure 
compliance with the project brief. 

Contract administration is not 
overly complex. 

Performance summary 

Predominantly used for projec:ts where 
there is a high degree of certainty about 
project requirements. 

Used where time and cost outcomes 
outweigh the need for quality. 

Quality outcomes are dependent upon the 
adequacy of the project brief and how it is 
(or can be) interpreted; therefore, quality 
is often difficult to control. 

Claims are common, particularly 
concerning quality. 

Generic contracts 

A$4300 with Special Conditions 

AS4305 with Special Conditions 

DPW Medium Works with Design 

DPW Minor Works with Design 

General Conditions of Contract for 
Consultancy Services (long and short 
forms are available). 

(Note: DPW is the abbreviation for 
Department of Public Works) 
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Managing Contractor- Two Stage Design and Construction Management Negotiated GCS 

Description 

Roles 
The Principal engages consultants to 

prepare the project brief, which includes 
budget estimate and estimated completion 
time. 
During Stage One, the Managing Contractor 
(MC) typically engages the Principal's 
consultants and works collaboratively with 
the Principal to revise the project brief and 
refine the design to meet budget and time 
constraints. 

At the end of Stage One, the MC submits an 
offer consisting of a revised project brief, 
Guaranteed Construction Sum (GCS), time 
for completion, and possibly adjustments to 
the MC's tendered Stage Two fees (to the 
extent allowed by the contract). 

If the offer is accepted, Stage Two 
commences and the MC completes design 
and construction documentation, calls 
tenders for and lets subcontract trade 
packages, and manages construction. If 
not, the contract ends. 

Relationship between parties 
Relationship based (rather than adversarial); 
objectives are aligned to encourage win/win 
solutions. 

Parties must act in good faith. 

Scope 

During Stage One, scope is defined in 
project brief prepared by the Principal; 
during Stage Two it is defined in the revised 
project brief prepared by MC collaboratively 
with the PrincipaL 

Capacity to balance scope against cost 
during Stage One. 

During Stage Two, variations may give rise 
to adjustments to the GCS and extensions 
of time. 

Tender process, cost and payments 

Tender process 
Competitive tenders (i.e. for design. 
documentation and construction 
fees, on and off site overheads and 
profit, based on Principal's project 
brief) for each stage. 

Typically evaluated on 30% price 
criteria, 70% non-price criteria. 

Cost and payments for Stage One 
• The MC is progressively paid the 

tendered Stage One fees. 
Cost and payments for Stage Two 

The MC is progressively paid the 
tendered Stage Two fees, which may 
have been adjusted in the MC's offer 
{made at conclusion of Stage One). 

The MC is progressively paid for the 
Actual Construction Sum (ACS), up 
to the accepted GCS. 

The Principal uses cost consultants 
to audit the ACS. 

Where, at completion, the ACS is less 
than the GCS, the MC is typically 
entitled to a bonus share of the 
difference. 

The GCS may be adjusted in 
accordance with the contract, 
including for variations to the 
revised project brief. 

Design/ quality 

During Stage One, design/quality is 
defined in project brief prepared by 
Principal; during Stage Two, it is 
defined in revised project brief 
prepared by MC collaboratively with 
the Principal. 

Capacity to balance quality against 
cost during Stage One. 

MC has significant ability to 
influence design and 'buildability• of 
the project. 

Defects liability period of 12 months. 
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General risk profile 

Risks allocated to the Principal 
• That the project brief adequately 

describes the project requirements. 
Risks allocated to the MC 
• That the scope contained in the 

revised project brief can be built 
within the GCS offered, and 
within the time offered. 

• That the design meets the revised 
project brief and is suitable for its 
purpose. 

• That the construction 
documentation meets the final 
design and is suitable for the 
purpose of construction. 

• That materials and workmanship 
are in accordance with the 
construction documentation. 

That completion of construction 
occurs within the allocated time. 

• That the ACS is within the GCS. 

Time 

Design must be largely completed 
before documentation and 
construction can commence. 

Capacity for early works (i.e. for 
commencement of work on site 
during Stage I}. 

Opportunities for extensions of 
time are generally limited. (Note 
that variations to the project brief 
may give rise to extensions of 
time.) 

Vatiants 

• As this strateg)r features a high 
degree of flexibility, contracts can 
be tailored to suit individual 
project needs. 

There are opportunities for 
incentives to encourage better 
than normal performance. 

• The MC may obtain its own 
consultants, rather than engaging 
those used previously by the 
Principal. 

Long term maintenance 
obligations can be added to the 
contract. 

'Single-stage' option (i.e. preferred 
tenderer offers a GCS, time for 
completion, revised project brief, 
and design (using Principal's 
consultants) as a consolidated 
tender which may then be 
accepted by the Principal. 

·Document and construct' option 
(i.e. the Principal completes design 
and the MC documents and 
manages construction). 

'Construction management" option 
{i.e. the Principal completes design 
and documentation and the MC 
manages construction). 

Administration 

Principal appoints Principars 
Representative to administer the 
contract in good faith. 

Principal requires cost consultants 
to audit ACS and may require 
audit design consultants to ensure 
compliance with the revised 
project brief. 

Relatively complex to administer. 

Performance summary 

Used for major or complex projects. 

Can be effective where there is some 
degree of uncertainty about project 
requirements. 

Provides for early contractor involvement. 
Incorporates many of the principles and 
benefits of alliance contracting on more 
typical commercial terms. 

Gives reasonable certainty of time, cost 
and quality outcomes. 

Claims and disputes are minimal. 

Generic contracts 

Managing Contractor Two Stage Design 
and Construction Management 
{Negotiated GCS) 

Managing Contractor Single Stage Design 
and Construction Management 
{Negotiated GCS) 

General Conditions of Contract for 
Consultancy Services (long and short 
forms are available). 
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Alliance 

Description 

Roles 
An alliance is formed between key project 
participants. which indude the Principal 
and Contractor, and may include key 
consultants and trade contractors. 

• The alliance is responsible for all aspects of 
the delivery of the project. 

Relationship between parties 
• Relationship must be collaborative for the 

alliance to be effective. 

There is a policy of'no blame, no disputes' 
between the alliance partners. 

Scope 

Scope is defined in the project brief, but 
there is capacity to balance scope against 
cost and time requirements. 

Scope can be vap.ed, as determined by the 
alliance, with the cost of the variation being 
a direct cost to the project. 

Tender process. cost and payments 

Tender process 
Tenders called from interested 
alliance consortia at the outset of the 
project. 

Evaluated on 100% non-price 
criteria. 

Often evaluated through workshops 
and interviews. 

Cost and payments 
The process of establishing the 
alliance can be costly. 

Principal pays all direct costs of the 
project (including alliance partners' 
actual costs, profit and overheads}, 
up to agreed target costs, after which 
the profit and overheads of all 
alliance partners are also used to 
cover costs on a pre-agreed basis. 

The target costs typically include 
substantial contingencies. 

• The Prindpal's costs cannot be 
capped if project costs exceed 
expectations. 

Additional monetary incentives may 
be available for perfonnance relative 
to key performance indicators {KPisl 
detennined by the alliance at the 
outset. 

Design/quality 

Design{quality are defined in the 
project brief; however, input is 
possible from the Principal, 
Contractor and a range of other 
experts. to give design and 
'buildability' advice and balance 
quality against cost and time. 

KPis may be used to encourage 
excellent quality. 

Defects liability period applies to 
trade contracts, for durations as 
deemed appropriate. 

Capital \1\!orks Management Framework Guideline 

General risk profile 

Structured so that commercial risk 
and reward is shared and it is in 
the alliance partners' business 
pecuniary interests to work co­
operatively. 

There are no claims, as costs are 
audited. and no disputes, as blame 
is not apportioned. 

Time 

• The process of establishing the 
alliance can be lengthy. 

Design, documentation and 
construction can overlap. 

Capacity for early works. 

Provides flexibility to allow delays 
to be managed in ways other than 
by extensions of time. 

Variants 

Pure alliances: target costs agreed 
after tenderer selection; risks 
shared equally between alliance 
partners; decision making is 
unanimous; and liability is not 
distributed between partners. 

Competitive alliances: similar to 
pure, except that two short-listed 
tenderers develop concept designs 
and target costs for the project 
before a final selection is made. 

Hybrid alliances: departures from 
the pure/competitive alliance 
models include: using a deadlock 
breaking process {e.g. binding 
arbitration); allocating specific 
risks or responsibilities to 
individual alliance partner/s; 
retaining the liability of individual 
alliance partnerfs; nominating 
exclusions to the no-dispute 
provisions. 

Program alliances: a number of 
similar projects are awarded to the 
alliance and the target costs for 
subsequent projects are 
dete:nnined using the actual costs 
of the previously completed 
project. 

Administration 

Principal's representatives (and all 
other individuals) must be the best 
available .for the project, in terms 
of both attitude and skill. 

Legal support needed to establish 
the alliance. 

Facilitator needed for workshops. 

Cost consultants needed to 
validate target costs. 

A probity auditor may be 
required. 

Complex to establish/administer. 

Performance summary 

Suited to complex, high risk projects 
where it is difficult to transfer risk 
appropriately. 

Effective where there is uncertainty about 
project requirements. 

More commonly used for civil. 
infrastructure and mining projects. 

Provides for early involvement of the 
Contractor. 

Success depends heavily upon the 
attitudes and abilities of the alliance 
partners (and their individual 
representatives) to manage the project as a 
team, on a 'best for project' basis. 

There is limited case history of building 
projects completed by alliance, so it is 
difficult to assess its successful use. 

Generic contracts 

No generic contract is available; a project 
specific contract must be drafted. 
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Bundling 

Description 

A bundled project is one that involves the 
delivery of a number of separate 'component' 
projects under a single contract. 

Used in conjunction with one of the other 
procurement strategies described previously. 

Available for projects valued between 
approximately $0.SM and $20M. 

Refer to CWMF policy requirement L 

Roles 
Where multiple departments are involved, a 
lead department must be appointed 
Principal under the selected building 
contract; other departments become 
stakeholders. 

Departments must consider how best to 
prepare contract documentation for 
component projects to ensure that. when 
the projects are bundled, the documentation 
is well coordinated, ao.:urate, complete and 
unambiguous. 

Relationship between parties 
Where there is a number of different 
departments involved, stakeholder 
relationships often become complex. 

Scope 

Overall. scope is substantially increased due 
to the bundling of smaller component 
projects. This increased scope may impact 
upon the suitability of a particular 
procurement strategy or building contract, 
and the type of contractor capable of 
carrying out the project. 

Tender process, cost and payments 

Tender process 
Depends upon the procurement 
strategy and building contract 
selected. 

Cost prior to tender 
Departments must ensure that value 
for money can be achieved by 
bundling their project with other 
projects. 

Cost and payments post tender 
Payment regime depends upon the 
procurement strategy and building 
contract that is used for the bundled 
project. 

Depending upon the selected 
procurement strategy and building 
contract, costs for variations may be 
difficult to attribute to individual 
component projects. 

Design/quality 

• The approach to design and quality 
will depend on the procurement 
strategy and building contract 
selected. 

Defects liability period depends upon 
the procurement strategy and 
building contract selected. 

Capital Works Management Framework Guideline 

General risk profile 

Due to increased scope, the risk 
profile of the bundled project may 
be significantly different from the 
risk profiles of the component 
projects. This needs to be taken 
into account when selecting the 
most appropriate procurement 
strategy and building contract for 
the bundled project. 

Time 

• Bundling opportunities need to be 
identified prior to the project 
definition phase of the project. 

Timely completion of a 
component project may be 
affected by other component 
projects within the bundle. 

Particularly where bundling is 
sequential. a complex time regime 
may be required. 

Particularly where bundling is 
concurrent, delays and their 
effects may be difficult to 
attribute to individual component 
projects. 

Variants 

May incorporate component 
projects from a single department 
or multiple departments. 

'Sequential' bundling, which 
requires the sequential 
-commencement and completion of 
each component project of the 
bundle. 

'Concurrent' bundling, which 
involves the simultaneous 
construction of all component 
projects of the bundle. 

Administration 

• Can be complex due to the 
increased scope of the bundled 
project, the increased number of 
stakeholders, and the need to 
attribute costs to each of the 
component projects. 

Performance summary 

Suitable for use at times when there are 
labour market shortages, or for the 
delivery of multiple projects in remote or 
regional locations. 

Success depends upon the willingness of 
departments to participate proactively and 
positively in bundling opportunities. 

Has the potential to generate savings for 
government through bulk purchasing. 

Reduces competition between departments 
for resources. 

May negatively affect small to medium 
tier contractors, who are unable to 
compete for larger bundled projects. 

Generic contracts 

• No specific bundling contract is available; 
any of the generic fonns may be suitable, 
but may require modification. 
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Attachment 2: Contracts Committee submission template 

Submission to the Contracts Committee 

Date of meeting Insert date of Contracts Committee meeting. 

Subject Describe the subject of the submission. 

Purpose State the purpose of the submission. 

Brief and issues 

Provide a brief description of the project and any information that will assist the Committee in 
determining the most appropriate procurement strategy. Only issues considered relevant should be 
addressed. information may include detail such as: 

• project objectives 

• stakeholders 

• scope, including: 

• the project's various elements (e.g. new construction, refurbishment, additions, demolition, 
site infrastructure, early works packages) 

• a breakdown of the construction budget relative to its elements 

• the proposed staging or sequencing of work 

• any sketch plans/documentation that may assist the Committee 

• critical activities 

• time considerations, including: 

• key milestones or critical activities 

• planning and approval timeframes 

• a fixed end date versus flexible timerrames 

• any time dependencies or influences from other projects 

• budget (and possible funding issues) including: 

• most recent estimate 

• allowance for escalation 

• confidence level of estimate 

• any cash flow forecasts that may assist the Committee 

• tender and evaluation process, including: 

• whether open or select tenders are being used (in accordance with the Capital Works 
Management Framework and PQC System guidance) 

• proposed evaluation criteria and weightings, including whether there are any non-price 
criteria 

• constraints, including: 

• supply issues (e.g. market conditions) 

• site issues (e.g. site access) 

• environmental issues (e.g. vegetation protection, contamination) 

Capita! Works Management Framework Guideline 17 
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• cultural/heritage issues (e.g. all or part of site/building registered as culturally or historically 
significant) 

• assumptions and givens 

• policy considerations, including: 

• Local Industry Policy 

• art+place policy framework 

• 10% Training Policy (State Government Building and Construction Contracts: Structured 
Training Policy) 

• Indigenous Employment Policy 

• 
• 

requirements associated with workforce management on government building projects 

requirements associated with occupational health and safety on government building 
projects 

• current position, including: 

• the current stage of the project 

• any consultancy contracts that have been let 

• other relevant information, including: 

• the likelihood of an adequate pool of eligible tenderers 

• any approved deviations from Government policy 

• expectations of the department sponsoring the project (e.g. with respect to 
sustainability/green rating outcomes) 

• external factors/stakeholder issues 

• public sensitivities 

• directions given by other government departments. 

Options and analysis 

Identity the procurement strategy options and analyse each of them, noting advantages and 
disadvantages. 

Recommendation 

Recommend a procurement strategy option. For project managers, provide confirmation that the 
department sponsoring the project has endorsed the recommendation. 

Contact officer 

[Name] 
[Position] 
[Work Unit] 
[Department] 
[Work telephone number] 

Decision 

Endorsement 
(officer with appropriate level of authority) 

[Name] 
[Position] 
[Work Unit] 
[Department] 
[Work telephone number] 

Recommendation endorsed by Chair on behalf of Committee 

Capital Works Management Framework Guideline 



RE: Purchasing Policy review

From: Ron Mathofer <rmatuofer@racingqueensland.com.au>

To: Kearra Christensen <kchristensen@racingqueensland.com.au>, Adam Carter
<acarter@racingqueensland.com.au>, Blair Odgers <bodgers@racingqueensland.com.au>, Deanna
Dart <ddart@racingqueensland.com.au>, Malcolm Tuttle <mtuttle@racingqueensland.com.au>, Mark
Snowdon <msnowdon@racingqueensland.com.au>, Paul Brennan
<pbrennan@racingqueensland.com.au>, Shara Reid <sreid@racingqueensland.com.au>

Date: Thu, 01 Dec 2011 13:07:23 +1000

Attachments: image001.png (13.63 kB); Infrastructure Plan - Finance Process Vs4.docx (70.59 kB); RQL
PurchasingPolicy revised(IIPC).docx (278.12 kB); RQL PurchasingPolicy - infrastructure plan
(IIPC).docx (88.5 kB)

Good Afternoon All,
 
As per last meeting, please find attached the draft addendum to the RQL purchasing policy for your review and
feedback prior to seeking comment from the Office of Racing. Also attached is the Infrastructure Plan – Finance
Process document for review and feedback.
 
Both should be reviewed in conjunction with the current RQL Purchasing Policy.
 
We would like to forward these to Carol Perrett as soon as possible so that we can get feedback by 9 December giving
us time to finalise for the Board at the upcoming Board Meeting.
 
Regards,
 
Ron Mathofer
Business Analyst

         PO Box 63, Sandgate QLD 4017
         P +61 7 3869 9716
         F +61 7 3269 9304
         M 0409 287 932

         E rmathofer@racingqueensland..com.au
                    W www. racingqueensland.com.au
 

From: Kearra Christensen 
 Wednesday, November 30, 2011 12:45 PMSent:

 Adam Carter; Blair Odgers; Deanna Dart; Malcolm Tuttle; Mark Snowdon; Paul Brennan; Ron Mathofer; SharaTo:
Reid

 AgendaSubject:
 HighImportance:

 
Good afternoon all.
 
I apologise for the tardiness of this request, but in preparation for the IIPCG meeting tomorrow (1/12), please advise
me of any items that you would like to include as part of the agenda by 4:00pm today.
 
Thanks and I look forward to hearing from you soon.
 
Kind regards,
 

RQL.143.005.0001
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Kearra Christensen
Executive Assistant to CEO

                  PO Box 63, Sandgate QLD 4017
                  P +61 7 3869 9720
                  F +61 7 3269 9043
                  +61 4 39 020 111M 

                                  E kchristensen@racingqueensland.com.au
                                  W www.racingqueensland.com.au
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Racing Queensland Limited
Infrastructure Plan

Internal Financial Process

Background

On 19 July 2011, the Queensland Government approved the amended infrastructure plan and 
extended the Wagering Tax relief from 4 to 5 years.

Project Value Estimated Start 
Date

Estimated 
Completion Date

Deagon $39.9M April 2012  April 2013
Gold Coast $35.4M Feb 2012  Jan 2013
Beaudesert $7.27M  Nov 2011 April 2013
Cairns $1.96M  Nov 2011 April 2013
Townsville $6.34M April 2013 Dec 2013
Mackay $7.44M Sept 2011 June 2013
Rockhampton $1.6M  Sept 2011 March 2012
Subtotal 
Infrastructure

$99.91M   

Country Racing $2.35M July 2011 Dec 2011
Total $102.26M April 2012  April 2013

Overview

All transactions will be processed through the Racing Queensland Limited (RQL) data base in 
Sun and will be kept separate from the RQL operating account.

All payments are to be paid from the following NAB bank Account:-

Account Name BSB – Account Number
Infrastructure Plan 084-817 11 632 4760

Budgets

a) Project Director is to liaise with Contour Consulting Engineers (CCE) to ensure the 
budget is on track and to ensure an up to date cash flow and reconciliation is in place. 

b) Project Director to liaise with Chief Financial Officer (CFO) to ensure that the budgets 
and cash flows are up to date to ensure sufficient time is allowed to draw down from 
investments and/or the Queensland Treasury Corporation (QTC).  

The first meeting with QTC indicated reasonable flexibility with the loan facility in that we could 
do monthly drawdowns if required.  As QTC will be charging an interest cost on drawn down 
funds there is little advantage in drawing down from the facility early and investing the funds 
until required.

Once the budget has been approved by the Board and a business case has been completed 
and approved for each project for each facility by both the Board of RQL and Treasury, tenders 
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will need to be completed and reviewed by CCE and the Project Director and the Industry 
Infrastructure Project Control Group (IIPCG).

Treasury have indicated that they do not wish to receive business cases without statutory 
planning approval; otherwise they will be approving funds on a conditional business case.

All items outside of the budget with an aggregate tolerance level of greater than either 1% or 
$200K of the project value will require Board approval.

1. Purchase Orders

In the interim, while IPOS (Electronic Procurement System) is not up and running, manual 
purchase orders will need to be prepared. See Accounts Payable (AP) for purchase order 
books. 

Purchase orders must be prepared prior to the goods and/or services being requested and 
signed by an authorised officer. All purchasing must be in accordance with the RQL Purchasing 
Policy:-

http://sharepoint/Policies/FIN_pol001_RQL%20PurchasingPolicy.doc 

Suppliers:-

Suppliers will only be added after they have gone through the tender process and been signed 
off by the Project Director, CFO, Senior Corporate Counsel and Chief Executive Officer (CEO).

A full risk profile must be undertaken for each supplier reviewing the following:-

The selection of suppliers or preferred suppliers should be based on selection criteria that may include:

 Technical capability and experience
 Financial capacity and viability
 System and management responsibility incorporating product and service compliance with 

agreed industry standards
 People
 Business/organisation factors, and
 Favourable referee reports (a successful track record to deliver).

A risk profile may include the following in the checklist and be signed off by the Project Director 
and/or CFO and/or Senior Corporate Counsel as long as there are 2 delegated officers reviewing and 
would be done in the tender process prior to preparing the contract. 

An option for RQL is the use of organisations specialising in procurement processes such as preferred 
supplier lists, prequalifying suppliers and other supplier related contractual arrangements as an 
alternative or addition to in-house procurement processes. 

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/
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RQL is currently in discussions with Local Buy relating to supplier panel selection processes and 
procurement needs of the organisation. 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

Managing Risk with Suppliers:-

When evaluating preferred suppliers, a risk analysis should be performed as part of that process.  In line 
with RQL’s risk management framework, the following 4 point scale can be adopted to assess risks 
associated with suppliers as identified below.

Rating Description

4 Extreme Risk

3 High Risk

2 Moderate Risk

1 Low Risk

Criteria Sub-Criteria

1. History and Development of the Supplier's 
Business

 Longevity/stability of the business
 Principal activities and past successes
 Market experience

2. Critical Performance Elements of the Contract  Availability of critical elements
 Reliance on another party (sub-contracting)
 Dispute management processes
 Confidentiality management

3. Insurance  Workers Compensation
 Public Indemnity Insurance
 Professional Indemnity

4. Quality Assurance  AS/NZS ISO 9001/2000 Quality Assurance 
accreditation

5. Management and Employees  Experience of management team

6. Legal Background and Capital Structure  Ownership
 Control of the business
 Loan arrangements
 Legal agreements

7. Financial Viability  Financial strength and viability
 Gearing level and credit rating
 Contingency funding and current level of 

operations
 Reasonableness of information
 Compliance with the Australian 
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Corporations Law (if relevant)

An overall risk score should be derived for the supplier.  This may be an average of the scores for each 
risk area or may be more complex by weighting certain areas of risk and then calculating a range of 
scores to ascertain the overall risk.

Treatment strategies should be developed to mitigate the risks.  A potential supplier assessed as either 
extreme or high risk, in terms of their ability to deliver the services proposed, may still be acceptable, 
provided that the risk is capable of being effectively managed by RQL or treated by the supplier.  A risk, 
for example, may be treated by requiring a bank guarantee a % of the contract value to protect RQL’s 
interests.  Risk should also be monitored on an ongoing basis to ensure that any events or circumstances 
have been identified that necessitates a review of the level of risk assigned.

The above table may incorporate a 2 tiered approach whereby low risk contractual arrangements perhaps 
only incorporate an assessment of risk criteria 1 to 3 above but more complex or higher risk procurement 
incorporates an assessment for all criteria i.e. from 1 to 7.

2. Delegations

All invoices must be checked and signed by the Project Director even if outside of delegation 
limit. The Project Director is to obtain the approval of the CEO or Board if over his delegation 
limit.

All delegations are to be in line with the RQL purchasing policy.

Officer Delegation 
Limit

Board Initial Budget or 
project 

variations 
outside of 

tolerance level
CEO All invoices 

over $50K
Project Director $50K
CFO $50K
Director of Product Development $50K
Racecourse Development 
Manager

$20K

All items outside of the approved budget with an aggregate tolerance level of greater 
than either 1% or $200K of the project value will require Board approval.

Project Value 1% Tolerance Level
Deagon $39.9M $399K
Gold Coast $35.4M $354K
Beaudesert $7.27M $72,7K or $200K
Cairns $1.96M $19.6K or $200K
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Townsville $6.34M $63.4K or $200K
Mackay $7.44M $74.4K or $200K
Rockhampton $1.6M $16K or $200K

3. Accounts Payable (AP)

The RQL AP Officer is the contact for the accounts payable function of the infrastructure plan. 
However, it is important to copy the RQL Project Accountant into all correspondence.

The procedure for processing invoices/payments is as follows:

 Check with AP if the supplier has been set up in the system. 
 Sufficient time (2 days) must be given to AP for this to be done. 
 If new, send the supplier the “New Supplier Application” form which is to be forward to 

the accounts payable officer once completed.
 All invoices to be pre coded, signed and approved by an authorised RQL representative 

per the approved delegation and sent through to the accounts payable officer.

RQL conducts payment runs every Friday. To ensure the payment is processed on time, the 
supplier’s details and the authorised invoice need to be received at RQL by the preceding 
Wednesday. If these details are not received by close of business Wednesday, they will not be 
processed and paid that week and will paid in the following week’s payment run. 

It is the responsibility of the Project Director to ensure these conditions are met to ensure 
prompt payment, particularly in the case of 7 day accounts. All other invoices will be paid 
according to the payment terms. It is the responsibility of the Project Director to liaise with the 
suppliers to ensure appropriate payment terms are in place based on the above process. Where 
possible, RQL will insist on 30 day invoices and will endeavour to avoid any invoices being 
prepared under the Building and Construction Industry Payments Act 2004.

Coding:-

All invoices need to be authorised and checked against budget by the Project Director prior to 
be being received by AP and coded as follows:-

Project Account 
Code

T1 
Cost 
Code 

Facility

T2 – 
Project

Broken down 
further See 

below **

T3 – 
Function 

Code

T5 – 
Area 
Code

T7 – Racing 
Division Code 

Deagon 12393 20 IIPLN AD 02 11 (Harness & 
Greyhounds 50:50)

Gold Coast Turf Club 11341 31 IIPLN AD 02 02 - THB
Beaudesert Race Club 11331 22 IIPLN AD 02 02 - THB
Cairns Jockey Club – 
Canon Park

11332 10 THB
54 GH

IIPLN AD 10 02 - Thoroughbreds
04 - Greyhounds

Townsville Turf Club – 
Cluden Park

11339 37 IIPLN AD 08 02 - THB

Mackay Turf Club – 11333 33 IIPLN AD 08 02 - THB
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Ooralea Park
Rockhampton 
Greyhound Club – 
Callaghan Park – 
Greyhounds Only

11334 57 GH IIPLN AD 03 04 - Greyhounds

Country Racing 11349 Paul Brennan
Albion Park 12394 23 IIPLN AD 02 11 (Harness & 

Greyhounds 50:50)

IIPLN – Industry Infrastructure Plan
AD – Asset Development

** The project codes are broken down further per area to easily identify the asset and are as per 
the following link and attachment “A”

IIPN New Codes.xlsx

4. Cheque/Electronic Funds Transfer (EFT) Signatories

Payments will not be processed without the prior approval of the Project Director and CCE’s 
representative.  Once approval is received, two of the following five designations are required to 
authorise each payment on behalf of the infrastructure plan via EFT:

– CFO
– Management Accountant
– Revenue Services Accountant
– Business Analyst
– Senior Corporate Counsel/Company Secretary

Petty Cash:-

The procedure for processing petty cash is as follows:

 Send through to AP Officer the petty cash reimbursement form along with necessary 
receipts.

 RQL processes the cheque to be signed by CFO or equivalent.

Sufficient time is required to return the petty cash cheque. Please reimburse the petty cash fund 
regularly to prevent any shortage.

It is recommended that urgent correspondence be sent through an external mailing system or 
scanned and emailed with the originals sent in the post.

The Accounts Receivable (AR) and AP function are vital to the successful management of the 
Infrastructure Plan. It is extremely important that the Project Director of the Infrastructure Plan 
continually liaises with the AR and AP departments as well as RQL staff liaise and provide 
feedback to the Project Director.

5. Credit Card Process 
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The credit card is designated for use by the authorised card holder when:

 a creditor account has not been set up
 or is a one off payment to a creditor not normally used
 or based on necessity e.g. travel.

Process:-

 Credit Card Statement received by authorised card holder. 
 Attach invoices/receipts for corresponding debit amounts on the statement and send 

through to the accounts payable officer within 3 days of receipt of credit card statement. 
 Statement is coded and allocated to the relevant ledger accounts.
 Payment is made by direct debit monthly. 

6. Accounts Receivable

Where required, the RQL AR Officer is the contact for the AR function if an invoice is required to 
be raised for the Infrastructure Plan. However, it is important to copy in the RQL Revenue 
Services Accountant into all correspondence.

The procedure for raising an invoice is as follows:
 An authorised Infrastructure Plan representative is to fill out an invoice request form and 

send through to the AR Officer.
 The request form must include the following information to facilitate accounts receivable 

following up any issues
o Name
o Address
o Phone Number
o E-mail (optional but preferred)
o Payment Terms
o Supporting Documentation (e.g. sponsorship agreements)
o Signed by an authorised Infrastructure Plan representative

Once the invoice request form is completed in its entirety, the invoice will be created and within 
3 working days of receipt. 

A final authorisation is required from the RQL Revenue Services Accountant prior to processing.

Once authorised the invoice will be processed and issued by the following working day.

Statements will be issued the first working day of the month.

For any adjustments that may be required (e.g. refund, credits), an adjustment form is required 
to be completed by an authorised Infrastructure Plan representative and sent through to the 
accounts receivable officer.

A final authorisation is required from the RQL Revenue Services Accountant prior to processing.

7. Payroll
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For all additional employees from 1 July 2010 payroll is paid monthly on the 14th of each month, 
approximately 2 weeks in arrears and 2 weeks in advance with the exception of: 

 Casual employees
 Facility maintenance staff dependant on their circumstances and in consultation with the 

executive manager.
 Employees on fortnightly arrangements prior to 1 July 2010

For these employees payroll is run on a fortnightly basis paid on a Wednesday in arrears.  The 
payroll period is Monday to the following Sunday. 

Process:-

 Timesheets are due by close of business Monday for the previous fortnight sent through 
to the payroll officer.

 Project Director Authorisation is required to be sent through to the payroll officer by 
midday Tuesday of the pay run week.

 All leave and payroll requests are due to payroll 3 days prior to processing.
 All leave and payslips are available through the employee services portal on the intranet 

through ConnX.
 Payroll is processed and then checked and payment authorised by two authorising RQL 

delegates (see no.1).
 Salaries are due in the employees’ bank account fortnightly on a Wednesday.
 Monthly salaries are due on the 14th of each month.

 
From 1 July 2011 there will be the following RQL employees dedicated to the infrastructure plan

POSITION NAME EMAIL DIRECT 
PHONE

Project Director Mark Snowdon msnowdon@racingqueensland.com.au 07 3869 9402
Executive Assistant  
Assets & 
Infrastructure 

Deanna Dart ddart@racingqueensland.com.au 07 3869 9405

Accounts Payable TBA TBA TBA

All other RQL employees who are involved with providing advice and working on the 
infrastructure plan and/or processing of payments will need to complete an Infrastructure time 
sheet which will need to be authorised by the project director. A monthly Journal will need to be 
recoded from the RQL salaries operating account to the infrastructure plan per a project seeking 
reimbursement of this expenditure from 1 July 2011.

It is anticipated that a total fee required from the IIPLN be formulated for the use of RQL 
employees.  This total figure will then be allocated over the projects relevant to the work and 
time required.  Time sheets will then be written up to reflect the fees charged.

Infrastructure Plan Timesheet (click on link to timesheet)
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If the IIPLN does not have a specific account amounts are allocated to and will then be 
reallocated to the specific project.

Account Name Account 
Code

T1 T2 T3 T5 T7

Infrastructure 
Plan

11349 01 IIPLN AD 02 01,02,03,04 

8. Expense reimbursement

All expenses are to be reimbursed in line with the expense reimbursements policy and in line 
with the appropriate delegation.

http://sharepoint/Policies/FIN_pol003_Expense%20Reimbursement%20Policy.doc 

9. Investments/Term Deposits

Term Deposit and investment advice is provided by the CFO and/or Management Accountant 
through a number of institutions currently, NAB, QTC, Westpac, CBA or ANZ and is invested by 
the Senior Finance Officer – Treasury

10. Cash flow and Budgets

The Project Director is to liaise with CCE to ensure the budget is on track and to ensure an up 
to date cash flow is in place. The Project Director to liaise with CFO to ensure that the budgets 
and cash flows are up to date to ensure sufficient time is allowed to draw down from 
investments and/or Treasury to ensure payments can be made within the agreed credit terms. 
Once done, authorised payments are to be made. Finance Department to manage and produce 
budget to actual reports for RQL Board and Government.

Senior Finance Officer and Accountant to review daily cash requirements for AP and other 
requirements

11. Monthly Financial Statements – Project Reconciliations

RQL will provide monthly financial statements – Project Reconciliations by working day 10 of the 
following month. These statements are prepared by the Project Accountant and will be reviewed 
by the CFO or Management Accountant prior to release. These reconciliations must be agreed 
by the Project Director prior to being released to the IIPCG or the Board. 

12. Urgent transactional delivery
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The Management Accountant is the first point of contact to assist in the delivery of any urgent 
transactions or financial enquiries.  

If the Management Accountant is unavailable, please contact the CFO or any contact on your 
contacts list below so that they can source the appropriate authority and escalate the delivery as 
required.

13. Club Restructures and financial modelling

RQL will pursue partnership arrangements with clubs and the Business Analyst will assist with 
all financial modelling and support.

14. RQL employees with responsibilities on behalf of the Infrastructure Plan

As mentioned above, RQL provides the following employee resources to assist with the 
Infrastructure Plan accounts:

– Compliance/Project Accountant
– Accountant
– AP Officer
– AR Officer, and
– Payroll.

The CFO and Management Accountant provide direction to the above employees as well as 
assisting the Infrastructure Plan directly on any higher level financial analysis or needs.

The senior accountants (Revenue Services Accountant and Project Accountant) are also 
utilised to ensure correct processing, coding and authorising of all transactions has been 
adhered to as per RQL credit and purchasing policies.

All the above mentioned resources are full time permanent RQL employees who assist in the 
Infrastructure Plan accounts on the basis of hours needed to fulfil the deadlines, processing, 
reporting requirements and any other financial advice as deemed appropriate and relevant.  
RQL also provides back up assistance from within the Finance Department to alleviate any 
concerns relating to leave or turnover of staff.

Following are the current RQL contacts assisting with financial functions as at today’s date:

POSITION NAME EMAIL DIRECT 
PHONE

CFO Adam Carter acarter@racingqueensland.com.au 07 3869 9702
Management 
Accountant

Sharon Drew sdrew@racingqueensland.com.au 07 3869 9704

Business Analyst Ron Mathofer rmathofer@racingqueensland.com.au 07 3869 9716
Financial/Compliance/
Project Accountant

Jeffrey Zeppa jzeppa@racingqueensland.com.au 07 3869 9713
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Revenue Services 
Accountant

Murray Dyke mdyke@racingqueensland.com.au 07 3869 9727

Senior Finance Officer Kees Van der 
Waal

kvanderwaal@racingqueensland.com.
au 

07 3869 9706

Accountant Craig Roberts croberts@racingqueensland.com.au 07 3869 9718
Accounts Receivable Janet Roth jroth@racingqueensland.com.au 07 3869 9711

Accounts Payable Su Agate
Karin Schreiber

ap@racingqueensland.com.au 
sagate@racingqueensland.com.au 
kschreiber@racingqueensland.com.au

07 3869 9714

07 3869 9703

Payroll Leanne Lorena llorena@racingqueensland.com.au
payroll@racingqueensland.com.au 

07 3869 9708

RQL will endeavour to update your contact list as soon as any changes occur.

If you have any further queries please do not hesitate to contact me by email 
acarter@racingqueensland.com.au or by mobile 0400 761 700.

ADAM CARTER
Chief Financial Officer
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PURCHASING POLICY:  

RACING QUEENSLAND LIMITED 

Introduction

This policy has been prepared to provide guidelines and procedures to be followed by officers of Racing 
Queensland Limited when undertaking and managing purchasing activities to meet the organisation’s 
operational requirements and also meet the objectives of the policy. 

Racing Queensland Limited is the Control Body established by, and obtaining its objects and functions from, 
the Racing Act 2002 and its Constitution.  Racing Queensland Limited is required to conduct its financial 
activities with probity and accountability, in accordance with the Corporations Act 2001, Australian 
Accounting Standards and Australian Equivalent to International Financial Reporting Standards A-IFRS and 
Australian Securities and Investment Commission- ASIC.

Key Principles

In conducting its purchasing activities it is the policy of Racing Queensland Limited to adhere, 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. 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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Policy

These principles have been applied in developing policy for the following key purchasing activities:

 Capital works projects;

 Consulting services;

 Sponsorship contracts;

 Information technology; 

 Other capital expenditure;

 Major repairs and maintenance;

 Day to day purchasing of services and supplies; 

 Industry Infrastructure Plan; and

 Credit Facilities

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:

 Reduce operating costs;
 Reduce risk;
 Increase control; and
 Improve cash flow visibility

Capital Works Projects

Racing Queensland Limited plays a major role in the implementation of industry capital works projects each 
year. Racing Queensland Limited establishes an annual program of capital works, within a specified budget, 
following consideration of proposals from race clubs and advice from relevant officers within the 
organisation. 

The policy of Racing Queensland Limited, in relation to the implementation of approved projects, is briefly 
addressed below: 

 Once projects are given preliminary approval through the annual capital budgeting process, race clubs will 
be required to provide detailed design and costing information, and a project plan, prepared by a suitably 
qualified and experienced independent consultant. Racing Queensland Limited may, at its discretion, 
instigate an assessment of this documentation by its own consulting engineers. Any variation to the estimate 
used in applying for inclusion in the capital works program must be disclosed and explained. Variations of 
greater than 10% from the preliminary estimate are to be referred back to the Board of Racing Queensland 
Limited;

 Assuming the project cost following detailed design is contained within 10% of the preliminary estimate, and 
Racing Queensland Limited is satisfied with the standard of documentation provided, final approval will be 
given for the project to proceed (Chief Executive Officer or Chief Financial Officer);

 After final approval has been given, race clubs will be instructed that they can establish formal 
contractual arrangements for the construction works, in accordance with the approved budget. In 
establishing these contracts the club must pay regard to the key purchasing principles contained within 
this policy. Following establishment of the works contracts, Racing Queensland Limited will make 
payment of a grant to the club, equivalent to the agreed industry contribution. This grant will represent 
payment for a taxable supply, and will have GST added; and

 Following completion of the project, the club will provide Racing Queensland Limited with a report, which 
addresses the outcomes of the project, including cost to budget, quality of product, and timeliness. 
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Consulting Services

Racing Queensland Limited uses consulting services in a number of aspects of its operations including legal, 
information technology, human resource management, financial management, business development, and 
marketing. 

These consultancies vary from short-term “one-off” contracts, to longer-term arrangements, which may 
encompass a series of different activities (e.g. marketing and promotional work). 

For short-term “one-off” contracts the following policy guidelines are to apply:

 The six key purchasing principles outlined above are to be applied at all times;

 For contracts under $10,000 in value, preferred supplier arrangements* can be used. That is, where a 
purchasing officer is satisfied that a consultant that has provided a high quality service in the past, has 
the necessary expertise to undertake the work, and is available in an appropriate timeframe, that 
consultant can be appointed without a formal competitive process being undertaken. If such a person is 
not available, three quotes from prospective consultants should be obtained and evaluated;

(* Please note that where preferred supplier arrangements are referred to later in this document for other 
categories of purchasing, similar procedures to those above will apply)

 For contracts between $10,000 and $100,000, tenders should be called from at least three “preferred” 
contractors. The selection of these three preferred suppliers, and subsequent evaluation of their 
proposals, should take into account the six key purchasing principles. The evaluation of the proposals 
should be undertaken by two accountable officers, and be approved by a delegated officer (Chief 
Executive Officer or Chief Financial Officer); 

 For contracts over $100,000, will be subject to Board discretion as to the waiver of an open tender, 
including appropriate advertising of the consultancy. 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 purchase of external legal 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:

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

 Prior to such a selection, 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;

 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

 Individual consultancy contracts over $100,000 in value are not to be entered into under these preferred 
supplier arrangements. For such consultancies, will be subject to Board discretion as to the waiver of an 
open tender, as described above, must be followed. 

Sponsorship Contracts

Racing Queensland Limited may enter into sponsorship contracts of a cash and exchange-of-goods and/or 
services (“contra”) nature.

In establishing these contracts, officers must adhere to Racing Queensland Limited’s key purchasing 
principles, particularly those of “accountability of outcomes”, and “compliance with all taxation requirements”. 
With these principles in mind, a Sponsorship Agreement pro-forma (refer to Appendix A) is to be prepared for 
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all sponsorship arrangements, regardless of whether they involve a cash payment, or are solely contra in 
nature. 

The sponsorship agreement is to clearly specify the goods and/or services that are to be delivered by both 
Racing Queensland Limited and the sponsor, and identify the value of these supplies so that GST 
obligations, including Tax Invoicing, can be satisfied. 

All sponsorship agreements are to be authorised by an officer of Racing Queensland Limited with 
appropriate delegation, and a copy is to be provided to the Finance Section so that Tax Invoices can be 
prepared, and GST liabilities and credits accounted for. 

Information Technology

The acquisition of information technology hardware and software represents a substantial investment of 
capital by Racing Queensland Limited each year. 

Given the advancing nature of IT and the need to upgrade hardware and systems applications on an 
ongoing basis, it is the policy of Racing Queensland Limited to acquire such items through leasing 
arrangements. In this regard the following is to apply:

 A tender process, through a preferred supplier arrangement, is to be undertaken for the establishment of 
a medium to long-term lease contract for the supply of computer equipment, and other general office 
equipment where appropriate;

 This contract is to be reviewed on an annual basis to ensure the key principles of “value for money” and 
“quality of service and support” are being satisfied;

 Where a requirement to add items to the schedule covered by the lease has been identified, the 
purchasing officer must ensure the purchasing principles are adhered to. For items under $10,000, 
preferred supplier arrangements can be used. For items $10,000 or over, three quotes must be obtained. 
Appropriate documentation to support the purchasing decisions must be maintained at all times; and

The IT Section is also required to develop and maintain an IT asset replacement strategy, incorporating a list 
of all hardware and software under lease (or purchased), and information on the condition and expected 
useful life of individual items.

Other Capital Expenditure

Motor Vehicles

Racing Queensland Limited maintains a fleet of vehicles provided for both work and private use. These 
vehicles are to be leased through the appropriate lease provider under the following arrangements:

 the leasing of a new vehicle must be approved by the Chief Executive Officer or Chief Financial Officer; 
and

 The type and model of the vehicle, and any optional extras, must be commensurate with the status and 
nature of the role performed by the officer for which the car is being acquired, and be in accordance with 
the entitlements the officer has under his/her contract of employment;

 All vehicles are to be replaced after three years, or having travelled 90,000 klms, whichever comes first, 
unless the Chief Executive Officer or Chief Financial Officer agrees to an extension of the leasing term.

Vehicles are to be leased in line with the Racing Queensland Limited’s Motor Vehicle Policy, for further 
details email ap@racingqueensland.com.au

On disposal of company-owned vehicles, three trade-in quotes must be obtained, where possible, with the 
highest trade-in valuation the key consideration in selecting the successful dealer.  Racing Queensland 
Limited staff may be given the option to purchase the vehicle that is being traded, at no less than $1 more 
than the best trade-in valuation.  The Chief Executive Officer or Chief Financial Officer will determine the 
successful staff bidder in the event of two of more staff bidding for the same vehicle being traded.  
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Other Capital Purchases

All other capital purchases (e.g. office machines) made by Racing Queensland Limited are to adhere to the 
following guidelines:

A request for capital expenditure form is to be completed for all capital purchases and is to be authorised by 
both the Chief Executive Officer and Chief Financial Officer<insert link to form when on intranet >.

 The six key purchasing principles outlines above are to be applied at all times;

 For items under $10,000 in value, preferred supplier arrangements can be used; 

 For capital items between $10,000 and $100,000, quotes should be called from at least three “preferred” 
suppliers. The selection of these three preferred suppliers, and subsequent evaluation of their proposals, 
should take into account the six key purchasing principles; 

 For capital items over $100,000, will be subject to Board discretion as to the waiver of an open tender. 
Tenders are to be evaluated, in accordance with the six key purchasing principles, by a panel of no less 
than two accountable officers; and

 For all capital purchases of $10,000 or more, a lease versus buy analysis is to be undertaken. 

Major Repairs and Maintenance

Major Repairs and Maintenance purchases of $20,000 or more made by Racing Queensland Limited are to 
adhere to the following guidelines:

A request for major repairs and maintenance expenditure form is to be completed for purchases of $20,000  
or more and is to be authorised by both the Director of Product Development and Chief Financial Officer to 
the value of $50,000). Purchases of $50,000 or more will require an additional approval by the Chief 
Executive Officer.
. <insert link to form when on intranet >

Day to day Purchasing of Services and Supplies.

Policy in relation to the day to day purchasing of services and supplies is as follows:

 For items supplied on a continuous basis (e.g. stationery, consumables, printing) preferred supplier 
arrangements may be used. Purchasing officers must ensure that the key purchasing principles are 
adhered to, especially “value for money” and “quality of service”; 

 In this regard, officers are required to conduct a competitive process for the selection of a panel of 
preferred suppliers, for continuous supplies, on an annual basis. Documentation must be prepared and 
maintained in respect of preferred supplier selection, and the subsequent selection of a supplier from the 
panel for particular purchases;

 However, for any individual supply or service, which would normally form part of a continuous supply by 
an individual, that is to cost the organisation $100,000 or more, an open competitive process must be 
undertaken. That is, any individual supply which is to cost $100,000 or more, cannot form part of a 
continuous purchasing contract made under preferred supplier arrangements;

 For non-continuous supplies and services (e.g. “one-off” printing jobs) preferred supplier arrangements 
can be used for purchases under $10,000, on the basis that Racing Queensland Limited’s key principles 
are satisfied. At least three competitive quotes must be obtained for any purchase of $10,000 or more. 

Industry Infrastructure Plan;

Policy in relation to the approval of supplier payments specifically related to the Industry Infrastructure Plan 
is as follows;

 All invoices must be checked and signed by the Project Director even if outside of delegation limit. 
The Project Director is to obtain the approval of the CEO or Board if over his delegation limit.
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 All delegations are to be in line with the RQL purchasing policy.
 All items outside of the approved budget with a tolerance level of greater than either 1% or $200K of 

the project value will require Board approval.
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Preferred Suppliers
As much as possible, Racing Queensland Limited should consolidate its suppliers and utilise preferred 
suppliers for either off-the-shelf goods/services where there are several sources of supply and the purchase 
is low risk or where there is an established relationship with a proven record of success.  The advantages of 
using preferred suppliers are that it streamlines and simplifies purchasing, reduces administrative costs and 
promotes cost savings through volume discounts and exclusivity arrangements.  Other benefits are that it 
minimises costs and risk for suppliers through not being required to regularly prepare and submit quotations.

1.1. Selection of Preferred Suppliers
The selection of preferred suppliers should be based on selection criteria that could include:

 Technical capability and experience
 Financial capacity and viability
 System and management responsibility incorporating product and service compliance with agreed 

industry standards
 People
 Business/organisation factors
 Favourable referee reports (a successful track record to deliver)
 Racing Queensland Limited’s 6 key principles:

1. Value for money;

2. Quality of product, service, and support;

3. Open and fair competition;

4. 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.

1.2 Preferred Suppliers Listing.

The current preferred suppliers list can be obtained from   accounts payable ap@racingqueensland.com.au  
or can be located at the following link: 

<Insert Link to Preferred Supplier Listing which is currently under construction>
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Item Regional 
Senior 
Stewards

Admin 
Authorities, 
Racecourse 
Supervisor, racing 
Manager – 
Procurement 
Track Supervisor

Managers, 
Chief Steward, 
Racing and 
Facilities 
Supervisor, 
Track 
Supervisor

Information 
Technology and 
Communications 
Manager, Licensing 
and Training 
Manager, Racing 
Managers – Dividing 
Races, Management 
Accountant, Revenue 
& Services 
Accountant

Director of 
Integrity 
Operations, 
Facility & 
Development 
Manager, Senior 
Corporate 
Counsel/Compa
ny Secretary

Chief Financial 
Officer, Director 
of Product 
Development, 
Project Director

Chief Executive 
Officer

Board of Directors

Overall Delegation <$500 <$1,000 <$2,000 <$5,000 <$20,000 <$50,000 <$150,000
In line with Budget

Unlimited
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Standard Purchase 
Orders IPOS IPOS IPOS IPOS IPOS IPOS IPOS IPOS

Emergency Purchase 
Orders IPOS IPOS IPOS IPOS IPOS IPOS IPOS IPOS

Requisition – 
Miscellaneous Purchases 
(Credit Cards) (Refer to 

Expense Reimbursement 
policy for conditions)

   
<$20,000 and to 

Budget To Budget To Budget Same as above

Petty Cash <$100 <$100 <$100 <$100 <$100 <$300 <$300 <$300

Capital Expenditure 
Purchase Orders and 
Request Forms     

Forecast projects 
if <$50,000 or if 

satisfied CEO has 
previously 

approved the 
project

Any single project 
<$150,000 where 

included in 
approved annual 

budget

Any single project 
above $150,000

Domestic (Interstate) 
travel

   To Budget To Budget To Budget To Budget If outside aggregate 
annual budget

International Travel       To Budget If outside aggregate 
annual budget

Official Hospitality
<$100 <$100 <$100

<$300 Senior 
Management 

Team

<$100
<$300 Senior 

Management Team

<$300 <$300 or other 
functions as 

approved by CEO

To Budget Yes

Sponsorship

  

Authorities restricted 
to IT&Comms 
Manager or 

Marketing Manager 
and Senior Corporate 

Counsel/Company 
Secretary

To Budget To Budget To Budget  Yes, subject to 
Board agreement
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Item Regional 
Senior 
Stewards

Admin 
Authorities, 
Racecourse 
Supervisor, racing 
Manager – 
Procurement 
Track Supervisor

Managers, 
Chief Steward, 
Racing and 
Facilities 
Supervisor, 
Track 
Supervisor

Information 
Technology and 
Communications 
Manager, Licensing 
and Training 
Manager, Racing 
Managers – Dividing 
Races, Management 
Accountant, Revenue 
& Services 
Accountant

Director of 
Integrity 
Operations, 
Facility & 
Development 
Manager, Senior 
Corporate 
Counsel/Compa
ny Secretary

Chief Financial 
Officer, Director 
of Product 
Development, 
Project Director

Chief Executive 
Officer

Board of Directors

Overall Delegation <$500 <$1,000 <$2,000 <$5,000 <$20,000 <$50,000 <$150,000
In line with Budget

Unlimited
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Contractual 
Agreements (all 
contracts to be 
reviewed by Senior 
Corporate 
Counsel/Company 
Secretary for updating 
of Contracts register 
and assess if any legal 
advice is required)

   

<$20,000 total 
value (not lease 

or license) 
assuming that 

authorised to sign 
in ordinary 
operations

Yes with CEO 
assuming CEO 

previously 
approved and 

legally authorised 
to sign where 

<$100,000

Yes where value 
<$150,000

Yes, subject to Board 
agreement

Execution of 
Contractual 
agreements (All 
contracts to be 
reviewed by Senior 
Corporate 
Counsel/Company 
Secretary for updating 
of contracts register 
and assess if any legal 
advice is required)

To be executed by 2 Directors of the Company or a Director and a Company Secretary of the Company (S127 (1) – Corporations Act 2001).
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The same delegations above apply to the payment of invoices with one exception:
 An invoice can be approved by a person with a lesser delegation provided the original purchase 

order was approved appropriately and the invoice does not exceed an amount that exceeds 10% of 
the original purchase order.

It should be noted that as a business rule, staff are not allowed to circumvent their delegation by raising 
multiple orders to purchase a good or service for an amount that exceeds their delegation limit.

Delegations

All expenditures for goods and services are to be authorised by a duly delegated officer and are to be in line 
with budget. These delegations are as follows:

Unlimited
- Board of Directors

Up to $150,000
-       Chief Executive Officer

Up to $50,000
-       Chief Financial Officer
-       Director of Product Development

- Project Director
Up to $20,000

- Director of Integrity Operations 
-        Facility Maintenance and Development Manager
-        Senior Corporate Counsel/Company Secretary

Up to $5,000
- Information Technology and Communications Manager
- Racing Managers – Dividing Races
- Licensing and Training Manager
- Accountant – Corporate Services
-       Management Accountant

Up to $2,000
- Race Course Facility Managers 
- Chief Steward
-       Track supervisor

Up to $1,000
- Administrative Authorities –  Executive Assistants including Track Supervisors
- Racing Managers  - Procurement
- Racecourse Supervisor

Up to $500
- Regional Senior Stewards (Northern Region – Townsville, Senior Steward Capricornia

Rockhampton and Steward in Charge Downs - Toowoomba)

Capitalisation of expenditure

Expenditure on discreetly identifiable plant and equipment items of $2,000 and above will be capitalised 
where the future 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 
attractive items register. All other service expenditures shall be written off in the financial year the 
expenditure was incurred.

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:

RQL.143.005.0024



RACING QUEENSLAND LIMITED Finance Department

PURCHASING POLICY Version: 1.07 - 25/10/11 Date issued: 4 November 11 
Page 12 of 21

 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;

 All 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 contractual arrangements with 
suppliers unless satisfied that the supplier will be able to provide a suitable Tax Invoice; and

 When obtaining quotes or prices from potential suppliers, purchasing officers must satisfy themselves 
that the prices quoted are GST inclusive. 

Documentation and the Role of the Finance Department

The Finance Department plays the lead role in ensuring Racing Queensland Limited meets its obligations 
under the Corporations Act 2001, Australian Accounting Standards and Australian Equivalent to International 
Financial Reporting Standards A-IFRS and Australian Securities and Investment Commission- ASIC through 
the development and implementation of appropriate accounting policies and controls. 

While the Department will work to ensure operational areas within the organisation are meeting their 
obligations under the purchasing guidelines, senior managers also have a role to play in monitoring the 
purchasing activities of their staff. 

With regard to documentation, all acquisitions need to be supported by evidence that appropriate purchasing 
principles and guidelines have been followed. In this regard:

 All purchases for non-continuous supplies that are not completed through petty cash or credit cards must 
be completed in IPOS. Where IPOS is not available a manual purchase order must be raised and 
authorised with the pink and green copies sent to accounts payable. Additionally, copies of 
sponsorship agreement pro-formas must be provided to the Chief Financial Officer on a timely basis; and

 The delegated officer must be satisfied that Racing Queensland Limited’s purchasing policy has been 
adhered to, and that appropriate documentation that supports the six key principles (value for money, 
open and fair competition etc) has been gathered, and is available for audit scrutiny if required. The 
managers of organisational areas have responsibility for ensuring supporting documentation is 
maintained and is accessible. 

Enquiries regarding these purchasing principles should be directed to the Chief Executive Officer or Chief 
Financial Officer.
 
IPOS

IPOS is an online web enable electronic procurement system. It has been custom built to meet Racing 
Queensland Limited and industry needs and greatly enhances Racing Queensland Limited’s ability to 
operate in today’s modern information driven environment.

Where IPOS is not available a manual purchase order must be raised and authorized with the pink 
and green copies sent to accounts payable.

The main objectives of IPOS are:

 To provide the underlying systems to enable the business to obtain tighter budgetary controls, 
including the recording of committed expenditure,

 To provide managers with the appropriate tools to focus on their individual budgets,
 Implementation of systemic controls over the procure to pay process,
 Improved reporting to the whole business,
 To bring Racing Queensland Limited in line with best practice procurement through taking advantage 

of e-commerce, electronic purchase ordering and scanning.
 Provide more real time reporting with less reliance on accounts payable,
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 Introduction of process efficiencies for accounts payable, removing the many manual processes 
currently in use, such as manual purchase order generation and invoice approvals.

 Ability to interface with supplier ordering systems resulting in less manual entry.

The process map for Racing Queensland Limited’s procurement process is featured below.
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Queensland Racing Limited Purchasing Procedure
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The major advantage of IPOS is that it enforces Racing Queensland Limited’s purchasing policy in an 
electronic procurement system. All management delegations are enforced at requisition and invoice stage. 
Separation of duties ensures that only requisitioners can create purchase orders and only management can 
authorise.
From 1 July 2010 where applicable all invoices will only be paid if an IPOS purchase order number is quoted 
on the invoice. Instances where invoices do not require IPOS purchase orders are Energy, phones, rates 
and other standard monthly charges.

IPOS Procedures are linked below:

http://starcraft:8080/finance/Shared%20Documents/Forms/AllItems.aspx
<link to be updated>

Payment Methods

1. Direct Debit

1.1 Business Condition

Purchases that occur at set times throughout the year for set dollar amounts.

1.2 Business Rule
Invoices for goods or services that fall under this category include:

1. Rentals

2. Leases

3. Superannuation

Payments will be made via direct debit at the time dictated by the invoice.

1.3 Dependencies
Payments must be fixed frequency and price.

2. Cheque

2.1 Business Condition
One-off purchases that can not be paid through any other alternative option. RQL will only pay by 

cheque under exceptional circumstances otherwise all payments are to be made by electronic funds transfer.

3. Electronic Funds Transfer (EFT)

All other purchases will be paid by Electronic Funds Transfer (EFT) unless previously authorised by the Chief 
Financial Officer
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Payment Summary
A summary of the different methods for paying invoices is provided below:

Payment Types Business Condition
EFT Used for standard purchasing from preferred suppliers

Used for emergency purchases from preferred supplier in response to an 
emergency situation

Direct Debit Used for purchases that occur at set times throughout the year for set dollar 
amounts

Cheque Used for miscellaneous purchases on a “case-by-case” basis only. To be used 
only in exceptional circumstances.

Credit Cards Used for purchases made with non-preferred suppliers for dollar amounts up to 
delegated authority.

Petty Cash Used for miscellaneous purchasing of items with a value of less than $100 unless 
authorised by the Chief Financial Officer
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Summary of Key Controls
As a high level summary, the key controls associated with the procurement system are:

 Only deal with suppliers who have a valid ABN.
 Three quotes required for amounts of $10,000 or more where a preferred supplier is not used.
 Tax invoices to be obtained at all times.
 Required signatures for goods received.
 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.

 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.

 Established delegation limits with a 10% tolerance level up to a limit of $100
 Credit card holders can make transactions greater than their delegation limit provided a purchase 

requisition with appropriate approval has been obtained first.
 All Capital purchases require a Capital Expenditure request form.
 Major Repairs and Maintenance of $20,000 or more require a Major Repairs and Maintenance form.

In addition to the above, Racing Queensland Limited should perform an annual supplier analysis to review 
expenditure to determine that value for money is being achieved.

Credit Facilities
 
A credit facility is any system of credit established to allow purchase of goods or services without the use of 
an official purchase order or the exchange of cash between the purchaser and supplier at the time of the 
transaction.

The credit facilities generally used by the Company are:
 Corporate credit cards
 Fuel cards
 Taxi vouchers
 Toll cards.

The establishment of any credit facility requires the recommendation of the Chief Financial Officer and 
approval from the Company.  The Chief Financial Officer is responsible for the establishment, 
implementation, management and control of credit facilities used by the Company.

All credit facilities must be subject to the agreed terms and conditions between the credit provider and the 
Company.

Users of credit facilities must comply with the agreed terms and conditions, and properly discharge 
responsibilities regarding the use and reconciliation of credit accounts.  Users are responsible for utilising the 
facilities in a proper and appropriate manner, and are accountable for all transactions associated with their 
use. 

Users are also responsible for the security of the card/vouchers. Misuse of credit facilities will, at the 
discretion of the Board, result in the user’s access to the facility being revoked and appropriate disciplinary 
action being taken.
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Corporate Credit Cards

Principles.  The policies and procedures pertaining to corporate credit cards are contained in the following 
policy: RQL_Expense Reimbursement Policy.doc
<Update link when on Intranet>
Issue. Corporate credit cards will be issued to relevant officers on the basis of the card providing a 
necessary and convenient facility for meeting commitments incurred in the course of official business.
The issue of corporate credit cards is to be recorded in a register that is maintained by an appropriate officer, 
e.g. Accounts Payable Officer. Corporate card use should be restricted to a specific transaction limit in any 
one month.

Documentation.  

The following conditions governing the use of credit cards prevail:

A register of cards must be established and maintained to exercise control over the issue and use of cards.

 Only authorised charges may be made against the credit organisation;

 Cards must be secured at all times against unauthorised use;

 Internal control measures must be sufficient to ensure cards are used for official purposes only and that any 
misuse is detected promptly and reported to the Chief Financial Officer.

 Officers using a credit card must obtain particulars of transactions including supporting invoices and 
dockets duly signed.  A Credit Card Usage Form must be completed with the invoices attached. Supporting 
documentation can include the vendor’s invoice/account, copy of prior approval to travel/entertain (where 
applicable), and purchase order. Where supporting invoices or dockets are not available, a signed 
certificate stating that the transactions are valid and were for official purposes must be attached. Details 
of all hospitality/entertainment expenses must be fully documented with the purpose of the expense, 
guest name(s), date, refreshments, time and the like.

Reconciliation.  
 The documentation must be forwarded promptly to an accounting officer for attachment to the credit card 

transaction record for the purposes of sustaining the official use of the card and settlement of the amount 
within the required period;

 An accounting officer must match the dockets to the statements received from the credit card organisation;

 The dockets and the summary of these dockets showing the charges incurred by the use of credit cards 
must be properly authorised by a duly authorised officer; and

 The use of credit cards for the purchase of goods and services must be in strict accordance with the 
expense reimbursement policy of Racing Queensland Limited.

 Failure to provide receipts and the reconciliation in a timely manner will result in the card being cancelled 
and the employee will have to be reimbursed expenditure through the expense reimbursement policy

Fuel Cards

Issue. The issue of fuel cards is to be recorded in a register maintained by the Finance area.

Responsibilities.  Users of the fuel card credit facility are responsible for utilising the facility in a proper and 
appropriate manner.  Users are also responsible for the security of the card while it is in their possession, 
and are accountable for all transactions associated with its use during that period.

Use.  Fuel cards are to be used only in accordance with the agreement between the credit provider and the 
Company.  This includes locations where the card may be used, vehicle for which the card may be used and 
the types of purchases that are permitted (e.g. fuel only, fuel and oil).  
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Documentation.  Fuel card transactions are to be supported by documentary evidence of the purchase (e.g. 
the fuel card docket provided by the fuel supplier).  This documentation is to be forwarded to the Finance 
Area and will be used when reconciling the credit provider’s account and making payment.

Taxi Vouchers

Issue. Bulk stocks and the issue of taxi vouchers are to be maintained by the Finance area.
The Accounts Payable Officer is responsible for the issue of taxi vouchers within their area of responsibility.  
This officer should ensure that taxi vouchers are issued for appropriate use.

Use.  The use of taxi vouchers is strictly limited to taxi travel for the purpose of conducting official business 
within or outside business hours when neither an official vehicle is available, nor is public transport an 
acceptable option.

E Tolls 

Issue.  The Chief Financial Officer is responsible for approving the issue of E toll within their area of 
responsibility.

Officers may purchase pre-paid tolls only by credit card.

Use.  The use of tolls is limited to conditions as specified under the motor vehicle policy.  

RQL.143.005.0032



RACING QUEENSLAND LIMITED Finance Department

PURCHASING POLICY Version: 1.07 - 25/10/11 Date issued:  4 November  11
Page 20 of 21

SPONSORSHIP AGREEMENT

BETWEEN:

(The Sponsor)

AND RACING QUEENSLAND LIMITED, a control body established under the Racing Act 2002 and 
Corporations Act 2001

(The Sponsored)

WHEREAS The Sponsor has agreed to provide sponsorship in accordance with this agreement.

AND The Sponsored has agreed to provide services in return for the sponsorship.

This Agreement provides:

1. The Sponsor will provide the following sponsorship to the Sponsored:

Details of Sponsorship [If insufficient space annex details]

 Money (here detail the sum of any monies to be paid to the Sponsored)

 Support (here detail all support services including the value thereof to be supplied to the 
Sponsored)

2. The Sponsored will provide the following services to the Sponsor: [If insufficient space annex 
details]
 Services (here detail all services including their value to be supplied by the Sponsored in 

return for the sponsorship)
3. It is hereby acknowledged that:

(a) The Sponsored will issue a recipient created tax invoice to the Sponsor to meet Goods and 
Services Tax obligations in relation to the supply of money and for support;

(b) The Sponsor will issue a recipient created tax invoice to the Sponsored to meet Good and 
Services Tax obligations in relation to the supply of services.

DATED this                                                       day of                                                  20__

SIGNED AS AN AGREEMENT

SPONSOR ………………………………………………………………

Full name of authorised officer …………………………………………………………….

Signature of authorised officer ……………………………………………………………..

Signed in the presence of  ...……………………………………………………………..
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SPONSORED RACING QUEENSLAND LIMITED 

Full name of authorised officer …………………………………………………………….

Signature of authorised officer ……………………………………………………………..

Signed in the presence of ………………………………………………………………
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ADDENDUM TO PURCHASING POLICY

Owner

Chief Financial Officer

Stakeholders

Corporate Wide

Revision History

Version Date Description of Change

1.01 25 Nov 2011 Draft Addendum to RQL Purchasing Policy
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PURCHASING POLICY:  
INFRASTRUCTURE PLAN

RACING QUEENSLAND LIMITED 

Introduction

This addendum has been prepared to expand on the RQL General Purchasing Policy which provides 
guidelines and procedures to be followed by officers of Racing Queensland Limited when undertaking and 
managing purchasing activities to meet the organisation’s operational requirements and also meet the 
objectives of the policy. 

The Racing Queensland Infrastructure Plan has been designed to improve and further develop racing 
industry infrastructure by way of a $110 million redirection of wagering taxes from the QLD government. 
Projects have been identified and funds allocated to each project. 

Given the size and scale of these projects this addendum to the Racing Queensland Purchasing Policy has 
been developed to ensure the necessary additional steps are taken to ensure all projects funded are 
completed in an accountable and transparent manner to the highest standards.

Racing Queensland Limited is the Control Body established by, and obtaining its objects and functions from, 
the Racing Act 2002 and its Constitution.  Racing Queensland Limited is required to conduct its financial 
activities with probity and accountability, in accordance with the Corporations Act 2001, Australian 
Accounting Standards and Australian Equivalent to International Financial Reporting Standards A-IFRS and 
Australian Securities and Investment Commission- ASIC.

Key Principles

In conducting all of its purchasing activities, including infrastructure plan projects, it is the policy of Racing 
Queensland Limited to adhere, 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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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:

 Reduce operating costs;
 Reduce risk;
 Increase control; and
 Improve cash flow visibility

Industry Infrastructure Plan

Racing Queensland Limited’s Infrastructure Plan procurement policy must adhere to the strictest guidelines 
of Probity, Accountability and Transparency as the funds for these projects come directly from the QLD 
Government and as such are expenditure of these funds is expected to stand up to rigorous scrutiny.  

Policy in relation to the approval of supplier payments specifically related to the Industry Infrastructure Plan 
is as follows;

 All invoices must be checked and signed by the Project Director even if outside of delegation limit. 
 The Project Director is to obtain the approval of the CEO or Board if over his delegation limit.
 All delegations are to be in line with the RQL purchasing policy.
 All items outside of the approved budget with an aggregate tolerance level of greater than either 1% 

or $200K of the project value will require Board approval.

Suppliers

As much as possible, Racing Queensland Limited should consolidate its suppliers and utilise preferred 
suppliers for either off-the-shelf goods/services where there are several sources of supply and the purchase 
is low risk or where there is an established relationship with a proven record of success.  The advantages of 
using preferred suppliers are that it streamlines and simplifies purchasing, reduces administrative costs and 
promotes cost savings through volume discounts and exclusivity arrangements.  Other benefits are that it 
minimises costs and risk for suppliers through not being required to regularly prepare and submit quotations.

1.1. Selection of Preferred Suppliers
The selection of preferred suppliers should be based on selection criteria that could include:

 Technical capability and experience
 Financial capacity and viability
 System and management responsibility incorporating product and service compliance with agreed 

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

Racing Queensland Limited’s 6 key principles:
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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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 invited to offer have the capability 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 repeated approaches to the market.

Suppliers that are successful in meeting the prequalification criteria are generally included on a database 
maintained by the purchaser. Prequalification of suppliers is a strategy best used when the buyer procures a 
particular type of good/service on a regular basis and the procurement tends to be complex and/or costly 
and/or there is a high degree of risk involved in the procurement.

Some goods and services required for the development of racing tracks and facilities would fall under this 
category. As a general guide only they have been categorised into five broad groups:

1. Technical capability and experience

2. Financial capability

3. Systems and managerial capability

4. People

5. Business/organisation factors

Potential suppliers are assessed against specific criteria established by the purchaser and if successful are 
placed on a prequalification database. When a specific need by the purchaser arises, the prequalified 
suppliers are invited to offer. The offers are evaluated by the purchaser according to the specific offer 
evaluation criteria and the successful offeror is awarded the contract. Performance reporting about suppliers 
is an integral part of any prequalification system and should be incorporated into the system.  

1.4. Outsourcing of Supplier Panel Selection

The use of organisations specialising in procurement processes such as preferred supplier lists, 
prequalifying suppliers and other supplier related contractual arrangements may be an alternative or addition 
to in-house procurement processes.

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
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Consulting Services

Racing Queensland Limited uses consulting services in a number of aspects of its operations including legal, 
information technology, human resource management, financial management, business development, and 
marketing. 

These consultancies vary from short-term “one-off” contracts, to longer-term arrangements, which may 
encompass a series of different activities (e.g. marketing and promotional work). 

For short-term “one-off” contracts the following policy guidelines are to apply:

 The six key purchasing principles outlined above are to be applied at all times;

 For contracts under $10,000 in value, preferred supplier arrangements* can be used. That is, where 
a purchasing officer is satisfied that a consultant that has provided a high quality service in the past, 
has the necessary expertise to undertake the work, and is available in an appropriate timeframe, that 
consultant can be appointed without a formal competitive process being undertaken. If such a 
person is not available, three quotes from prospective consultants should be obtained and 
evaluated;

(* Please note that where preferred supplier arrangements are referred to later in this document for other 
categories of purchasing, similar procedures to those above will apply)

 For contracts between $10,000 and $100,000, tenders should be called from at least three “preferred” 
contractors. The selection of these three preferred suppliers, and subsequent evaluation of their 
proposals, should take into account the six key purchasing principles. The evaluation of the proposals 
should be undertaken by two accountable officers, and be approved by a delegated officer (Chief 
Executive Officer or Chief Financial Officer); 

 For contracts over $100,000, will be subject to Board discretion as to the waiver of an open tender, 
including appropriate advertising of the consultancy. 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 purchase of external legal 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:

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

 Prior to such a selection, 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;

 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

 Individual consultancy contracts over $100,000 in value are not to be entered into under these preferred 
supplier arrangements. For such consultancies, will be subject to Board discretion as to the waiver of an 
open tender, as described above, must be followed. 

Confidentiality and Security of information

The integrity of competitive procurement hinges on maintaining appropriate confidentiality that will protect 
information and give offerors the confidence to do business with Government. Confidentiality has many 
dimensions and confidentiality of submissions is particularly important prior to the awarding of the contract 
with information shared only on a ‘need to know’ basis.
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Confidential information may include designated or defined (and as agreed) elements of the supplier’s 
proposal, specific intellectual property and offeror’s pricing structures. Importantly, much of the information 
relating to the offer needs to be kept confidential up to the point where a contract is signed with the 
successful offeror.

A Confidentiality Agreements may include the following elements;

 The Contractor must not, and must ensure that its officers, employees, agents and sub-contractors 
do not use or disclose any Confidential information without RQL’s consent

 The Contractor may disclose Confidential information to its officers, employees, agents and sub-
contractors to the extent necessary for the performance of the arrangement, provided that the 
Contractor:

(a) Makes such persons aware that the information is confidential; and
(b) If directed by RQL during the contract term, obtains from such persons a confidentiality 

undertaking in a form acceptable to RQL
 RQL and Contractor must keep all Confidential information in a secure location so that no 

unauthorised person is able to gain access to it
 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 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.

Recommended practice

The issue of independence should be specifically considered 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 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 elements;

 Contractor warrants that, to the best of its knowledge, as at commencement date neither contractor 
or any of its officers, employees or sub-contractors have, or are likely to have, a Conflict of Interest in 
the performance of its obligations under current or subsequent contracts

 If a conflict of Interest, or risk of such, arises during the term of the contract the contractor must 
immediately give notice of the Conflict of Interest, or risk of such, to RQL

 The Contractor must:
(a) Take all reasonable measures to ensure that its officers, employees and sub-contractors do 

not engage in any activity or obtain any interest which is in conflict with the Contractor’s 
ability to fulfil its obligations to RQL in good faith and objectively, and

(b) Immediately give notice to RQL of any Conflict of interest relating to the activities or interests 
of any of its officers, employees or sub-contractors 

Similarly all employees and agents of Racing Queensland Limited involved in any of the projects undertaken 
as part of the Infrastructure Plan are governed by the Employee Conflict of Interest policy of the company, 
and as such must immediately, in the event of a potential Conflict of Interest arising, notify their immediate 
manager of the issue.
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RACING QUEENSLAND LIMITED

Item Regional 
Senior 
Stewards

Admin 
Authorities, 
Racecourse 
Supervisor, racing 
Manager – 
Procurement 
Track Supervisor

Managers, 
Chief Steward, 
Racing and 
Facilities 
Supervisor, 
Track 
Supervisor

Information 
Technology and 
Communications 
Manager, Licensing 
and Training 
Manager, Racing 
Managers – Dividing 
Races, Management 
Accountant, Revenue 
& Services 
Accountant

Director of 
Integrity 
Operations, 
Facility & 
Development 
Manager, Senior 
Corporate 
Counsel/Compa
ny Secretary

Chief Financial 
Officer, Director 
of Product 
Development, 
Project Director

Chief Executive 
Officer

Board of Directors

Overall Delegation <$500 <$1,000 <$2,000 <$5,000 <$20,000 <$50,000 <$150,000
In line with Budget

Unlimited
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Contractual 
Agreements (all 
contracts to be 
reviewed by Senior 
Corporate 
Counsel/Company 
Secretary for updating 
of Contracts register 
and assess if any legal 
advice is required)

   

<$20,000 total 
value (not lease 

or license) 
assuming that 

authorised to sign 
in ordinary 
operations

Yes with CEO 
assuming CEO 

previously 
approved and 

legally authorised 
to sign where 

<$100,000

Yes where value 
<$150,000

Yes, subject to Board 
agreement

Execution of 
Contractual 
agreements (All 
contracts to be 
reviewed by Senior 
Corporate 
Counsel/Company 
Secretary for updating 
of contracts register 
and assess if any legal 
advice is required)

To be executed by 2 Directors of the Company or a Director and a Company Secretary of the Company (S127 (1) – Corporations Act 2001).
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The same delegations above apply to the payment of invoices with one exception:
 An invoice can be approved by a person with a lesser delegation provided the original purchase 

order was approved appropriately and the invoice does not exceed an amount that exceeds 10% of 
the original purchase order.

It should be noted that as a business rule, staff are not allowed to circumvent their delegation by raising 
multiple orders to purchase a good or service for an amount that exceeds their delegation limit.

Delegations

All expenditures for goods and services are to be authorised by a duly delegated officer and are to be in line 
with budget. These delegations are as follows:

Unlimited
- Board of Directors

Up to $150,000
-       Chief Executive Officer

Up to $50,000
-       Chief Financial Officer
-       Director of Product Development

- Project Director

Capitalisation of expenditure

Expenditure on discreetly identifiable plant and equipment items of $2,000 and above will be capitalised 
where the future 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 
attractive items register. All other service expenditures shall be written off in the financial year the 
expenditure was incurred.

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:

 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;

 All 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 contractual arrangements with 
suppliers unless satisfied that the supplier will be able to provide a suitable Tax Invoice; and

 When obtaining quotes or prices from potential suppliers, purchasing officers must satisfy themselves 
that the prices quoted are GST inclusive. 

Documentation and the Role of the Finance Department

See Purchasing Policy and Racing Queensland limited Infrastructure Plan Internal Financial Process 
document
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Summary of Key Controls
As a high level summary, the key controls associated with the procurement system are:

 Only deal with suppliers who have a valid ABN.
 Three quotes required for amounts of $10,000 or more where a preferred supplier is not used.
 Ensure appropriate delegation authorities applied
 Ensure probity and accountability in supplier selection process
 Confirm expenditure falls within approved budgets
 Ensure correct invoice coding to assist with budget review process
 Tax invoices to be obtained at all times.
 Required signatures for goods received.
 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.

 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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RQL purchasing policy documents

From: Ron Mathofer <rmatuofer@racingqueensland.com.au>

To: carol.perrett@racing.qld.gov.au

Cc: Adam Carter <acarter@racingqueensland.com.au>

Date: Tue, 13 Dec 2011 12:56:49 +1000

Attachments: image001.png (13.63 kB); RQL PurchasingPolicy - infrastructure plan (IIPC).docx (82.88 kB);
Infrastructure Plan - Finance Process Vs4.docx (71.26 kB); FIN_pol001_RQL
PurchasingPolicy_251011.docx (278.42 kB)

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 +61 7 3869 9716
         F +61 7 3269 9304
         M 0409 287 932

         E rmathofer@racingqueensland..com.au
                    W www. racingqueensland.com.au
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PURCHASING POLICY:   
INFRASTRUCTURE PLAN 

RACING QUEENSLAND LIMITED  
 
Introduction 
 
This addendum has been prepared to expand on the RQL General Purchasing Policy which provides 
guidelines and procedures to be followed by officers of Racing Queensland Limited when undertaking and 
managing purchasing activities to meet the organisation‟s operational requirements and also meet the 
objectives of the policy.  
 
The Racing Queensland Infrastructure Plan has been designed to improve and further develop racing 
industry infrastructure by way of a $110 million redirection of wagering taxes from the QLD government. 
Projects have been identified and funds allocated to each project.  
 
Given the size and scale of these projects this addendum to the Racing Queensland Purchasing Policy has 
been developed to ensure the necessary additional steps are taken to ensure all projects funded are 
completed in an accountable and transparent manner to the highest standards. 
 
The purchasing policy, including this addendum form the basis upon which the Industry Infrastructure Plan 
Committee is guided in the procurements of goods and services relating to the projects that make up the 
Industry Infrastructure Plan. (See IIPC Charter) 
 
Racing Queensland Limited is the Control Body established by, and obtaining its objects and functions from, 
the Racing Act 2002 and its Constitution.  Racing Queensland Limited is required to conduct its financial 
activities with probity and accountability, in accordance with the Corporations Act 2001, Australian 
Accounting Standards and Australian Equivalent to International Financial Reporting Standards A-IFRS and 
Australian Securities and Investment Commission- ASIC. 
 
 
Key Principles 
 
In conducting all of its purchasing activities, including infrastructure plan projects, it is the policy of Racing 
Queensland Limited to adhere, 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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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: 

 Reduce operating costs; 

 Reduce risk; 

 Increase control; and 

 Improve cash flow visibility 

 
Industry Infrastructure Plan 
 
Racing Queensland Limited‟s Infrastructure Plan procurement policy must adhere to the strictest guidelines 
of Probity, Accountability and Transparency as the funds for these projects come directly from the QLD 
Government and as such are expenditure of these funds is expected to stand up to rigorous scrutiny.   
 
Policy in relation to the approval of supplier payments specifically related to the Industry Infrastructure Plan 
is as follows; 
 

 All invoices must be checked and signed by the Project Director even if outside of delegation limit.  

 The Project Director is to obtain the approval of the CEO or Board if over his delegation limit. 

 All delegations are to be in line with the RQL purchasing policy. 

 All items outside of the approved budget with an aggregate tolerance level of greater than either 1% 
or $200K of the project value will require Board approval. 

 

 

Suppliers 
 
As much as possible, Racing Queensland Limited should consolidate its suppliers and utilise preferred 
suppliers for either off-the-shelf goods/services where there are several sources of supply and the purchase 
is low risk or where there is an established relationship with a proven record of success.  The advantages of 
using preferred suppliers are that it streamlines and simplifies purchasing, reduces administrative costs and 
promotes cost savings through volume discounts and exclusivity arrangements.  Other benefits are that it 
minimises costs and risk for suppliers through not being required to regularly prepare and submit quotations. 

1.1. Selection of Preferred Suppliers 

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

 Technical capability and experience 

 Financial capacity and viability 

 System and management responsibility incorporating product and service compliance with agreed 
industry standards 

 People 

 Business/organisation factors 

 Favourable referee reports (a successful track record to deliver) 

 

Racing Queensland Limited‟s 6 key principles: 

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. 
 

RQL.141.005.0448



 RACING QUEENSLAND LIMITED Finance Department 

 

PURCHASING POLICY ADDENDUM  Version: 1.01 - 25/11/11 Date issued:   

 Page 4 of 10 

 

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 invited to offer have the capability 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 repeated approaches to the market. 
 
Suppliers that are successful in meeting the prequalification criteria are generally included on a database 
maintained by the purchaser. Prequalification of suppliers is a strategy best used when the buyer procures a 
particular type of good/service on a regular basis and the procurement tends to be complex and/or costly 
and/or there is a high degree of risk involved in the procurement. 
 
Some goods and services required for the development of racing tracks and facilities would fall under this 
category. As a general guide only they have been categorised into five broad groups: 

 
1. Technical capability and experience 
 
2. Financial capability 
 
3. Systems and managerial capability 
 
4. People 
 
5. Business/organisation factors 

 
Potential suppliers are assessed against specific criteria established by the purchaser and if successful are 
placed on a prequalification database. When a specific need by the purchaser arises, the prequalified 
suppliers are invited to offer. The offers are evaluated by the purchaser according to the specific offer 
evaluation criteria and the successful offeror is awarded the contract. Performance reporting about suppliers 
is an integral part of any prequalification system and should be incorporated into the system.   
 
1.4. Outsourcing of Supplier Panel Selection 
 
The use of organisations specialising in procurement processes such as preferred supplier lists, 
prequalifying suppliers and other supplier related contractual arrangements may be an alternative or addition 
to in-house procurement processes. 
 
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 
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1.5. Applications for Sole Supplier 
 
In some special 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 

 
Unless the above stated exemption criteria is met, or other compelling reason is able to be supported, the 
current RQL Purchasing Policy with addendum will apply to the procurement of goods and services. 
 
 
Consulting Services 
 
Racing Queensland Limited uses consulting services in a number of aspects of its operations including legal, 
information technology, human resource management, financial management, business development, and 
marketing.  
 
These consultancies vary from short-term “one-off” contracts, to longer-term arrangements, which may 
encompass a series of different activities (e.g. marketing and promotional work).  
 
For short-term “one-off” contracts the following policy guidelines are to apply: 
 

 The six key purchasing principles outlined above are to be applied at all times; 
 

 For contracts under $10,000 in value, preferred supplier arrangements* can be used. That is, where 
a purchasing officer is satisfied that a consultant that has provided a high quality service in the past, 
has the necessary expertise to undertake the work, and is available in an appropriate timeframe, that 
consultant can be appointed without a formal competitive process being undertaken. If such a 
person is not available, three quotes from prospective consultants should be obtained and 
evaluated; 

 
(* Please note that where preferred supplier arrangements are referred to later in this document for other 
categories of purchasing, similar procedures to those above will apply) 

 

 For contracts between $10,000 and $100,000, tenders should be called from at least three “preferred” 
contractors. The selection of these three preferred suppliers, and subsequent evaluation of their 
proposals, should take into account the six key purchasing principles. The evaluation of the proposals 
should be undertaken by two accountable officers, and be approved by a delegated officer (Chief 
Executive Officer or Chief Financial 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 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: 
 

 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 to the waiver of an 
open tender, as described above, must be followed. 
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 The purchasing officer may select a consultant for a range of tasks from a panel of preferred suppliers 
for the type of work involved; 

 

 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; 

 

 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 Industry 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. 
 
Below is an example of such a clause;  
 

‘The physical ownership of, and ownership of intellectual property in, all plans, drawings, specifications, 
programs, computer data, samples, models, manuals, documents and all other information relating to the 
project remains vested at all times in the Company.  The invited supplier may use and keep copies of such 
materials only for the purpose of providing services to the Company.’ 

 
Confidentiality and Security of information 
 
The integrity of competitive procurement hinges on maintaining appropriate confidentiality that will protect 
information and give offerors the confidence to do business with Government. Confidentiality has many 
dimensions and confidentiality of submissions is particularly important prior to the awarding of the contract 
with information shared only on a „need to know‟ basis. 
 
Confidential information may include designated or defined (and as agreed) elements of the supplier‟s 
proposal, specific intellectual property and offerors pricing structures. Importantly, much of the information 
relating to the offer needs to be kept confidential up to the point where a contract is signed with the 
successful offeror. 
 
A Confidentiality Agreements may include the following elements; 
 

 The Contractor must not, and must ensure that its officers, employees, agents and sub-contractors 
do not use or disclose any Confidential information without RQL‟s consent 

 The Contractor may disclose Confidential information to its officers, employees, agents and sub-
contractors to the extent necessary for the performance of the arrangement, provided that the 
Contractor: 

(a) Makes such persons aware that the information is confidential; and 
(b) If directed by RQL during the contract term, obtains from such persons a confidentiality 

undertaking in a form acceptable to RQL 

 RQL and Contractor must keep all Confidential information in a secure location so that no 
unauthorised person is able to gain access to it 

 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 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. 
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Recommended practice 
 

The issue of independence should be specifically considered 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 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 elements; 
 

 Contractor warrants that, to the best of its knowledge, as at commencement date neither contractor 
or any of its officers, employees or sub-contractors have, or are likely to have, a Conflict of Interest in 
the performance of its obligations under current or subsequent contracts 

 If a conflict of Interest, or risk of such, arises during the term of the contract the contractor must 
immediately give notice of the Conflict of Interest, or risk of such, to RQL 

 The Contractor must: 
(a) Take all reasonable measures to ensure that its officers, employees and sub-contractors do 

not engage in any activity or obtain any interest which is in conflict with the Contractor‟s 
ability to fulfil its obligations to RQL in good faith and objectively, and 

(b) Immediately give notice to RQL of any Conflict of interest relating to the activities or interests 
of any of its officers, employees or sub-contractors  

 
Similarly all employees and agents of Racing Queensland Limited involved in any of the projects undertaken 
as part of the Infrastructure Plan are governed by the Employee Conflict of Interest policy of the company, 
and as such must immediately, in the event of a potential Conflict of Interest arising, notify their immediate 
manager of the issue. 
 
 
Delegations 
 
All expenditures for goods and services are to be authorised by a duly delegated officer and are to be in line 
with budget. These delegations are as follows: 
 
Unlimited 
 - Board of Directors 
Up to $150,000 

-       Chief Executive Officer 
Up to $50,000 

-       Chief Financial Officer 
-       Director of Product Development 

- Project Director 
 
Capitalisation of expenditure 
 
Expenditure on discreetly identifiable plant and equipment items of $2,000 and above will be capitalised 
where the future 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 
attractive items register. All other service expenditures shall be written off in the financial year the 
expenditure was incurred. 
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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: 
 

 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; 

 

 All 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 contractual arrangements with 
suppliers unless satisfied that the supplier will be able to provide a suitable Tax Invoice; and 

 

 When obtaining quotes or prices from potential suppliers, purchasing officers must satisfy themselves 
that the prices quoted are GST inclusive.  

 
 
The same delegations on the following page (8) apply to the payment of invoices with one exception: 

 An invoice can be approved by a person with a lesser delegation provided the original purchase 
order was approved appropriately and the invoice does not exceed an amount that exceeds 10% of 
the original purchase order. 

It should be noted that as a business rule, staff are not permitted to circumvent their delegation by raising 
multiple orders to purchase a good or service for an amount that exceeds their delegation limit. 
 
 
Documentation and the Role of the Finance Department 

 
See Purchasing Policy and Racing Queensland limited Infrastructure Plan Internal Financial Process 
document 
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Racing and 
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Supervisor 
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Manager, Licensing 
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Manager, Racing 
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Races, Management 

Accountant, Revenue 

& Services 

Accountant 

Director of 

Integrity 

Operations, 

Facility & 

Development 

Manager, Senior 

Corporate 

Counsel/Compa

ny Secretary 

Chief Financial 

Officer, Director 

of Product 

Development, 

Project Director 

Chief Executive 

Officer 

Board of Directors 

Overall Delegation <$500 <$1,000 <$2,000 <$5,000 <$20,000 <$50,000 <$150,000 
In line with Budget 

Unlimited 
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Contractual 
Agreements (all 
contracts to be 
reviewed by Senior 
Corporate 
Counsel/Company 
Secretary for updating 
of Contracts register 
and assess if any legal 
advice is required) 

    

<$20,000 total 
value (not lease 

or license) 
assuming that 

authorised to sign 
in ordinary 
operations 

Yes with CEO 
assuming CEO 

previously 
approved and 

legally authorised 
to sign where 

<$100,000 

Yes where value 
<$150,000 

Yes, subject to Board 
agreement 

Execution of 
Contractual 
agreements (All 
contracts to be 
reviewed by Senior 
Corporate 
Counsel/Company 
Secretary for updating 
of contracts register 
and assess if any legal 
advice is required) 

 To be executed by 2 Directors of the Company or a Director and a Company Secretary of the Company (S127 (1) – Corporations Act 2001). 
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Summary of Key Controls 

As a high level summary, the key controls associated with the procurement system are: 

 Only deal with suppliers who have a valid ABN. 

 Three quotes required for amounts of $10,000 or more where a preferred supplier is not used. 

 Ensure appropriate delegation authorities applied 

 Ensure probity and accountability in supplier selection process 

 Confirm expenditure falls within approved budgets 

 Ensure correct invoice coding to assist with budget review process 

 Tax invoices to be obtained at all times. 

 Required signatures for goods received. 

 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. 

 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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Racing Queensland Limited 
Infrastructure Plan 

Internal Financial Process 
 
Background 
 
On 19 July 2011, the Queensland Government approved the amended infrastructure plan and 
extended the Wagering Tax relief from 4 to 5 years. 
 

Project Value Estimated Start 
Date 

Estimated 
Completion Date 

Deagon $39.9M April 2012   April 2013 
Gold Coast $35.4M Feb 2012   Jan 2013 
Beaudesert $7.27M  Nov 2011 April 2013 
Cairns $1.96M  Nov 2011 April 2013 
Townsville $6.34M April 2013  Dec 2013 
Mackay $7.44M Sept 2011  June 2013 
Rockhampton $1.6M  Sept 2011 March 2012 
Subtotal 
Infrastructure 

$99.91M     

Country Racing $2.35M July 2011  Dec 2011 
Total $102.26M April 2012   April 2013 
 
Overview 
 
All transactions will be processed through the Racing Queensland Limited (RQL) data base in 
Sun and will be kept separate from the RQL operating account. 
 
All payments are to be paid from the following NAB bank Account:- 
 

Account Name BSB – Account Number 

Infrastructure Plan 084-817 11 632 4760 

 
Budgets 
 

a) Project Director is to liaise with the Project Management representative to ensure the 
budget is on track and to ensure an up to date cash flow and reconciliation is in place.  

b) Project Director to liaise with Chief Financial Officer (CFO) to ensure that the budgets 
and cash flows are up to date to ensure sufficient time is allowed to draw down from 
investments and/or the Queensland Treasury Corporation (QTC).   

 
The first meeting with QTC indicated reasonable flexibility with the loan facility in that we could 
do monthly drawdowns if required.  As QTC will be charging an interest cost on drawn down 
funds there is little advantage in drawing down from the facility early and investing the funds 
until required. 
 
Once the budget has been approved by the Board and a business case has been completed 
and approved for each project for each facility by both the Board of RQL and Treasury, tenders 
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will need to be completed and reviewed by the Project Management representative and the 
Project Director and the Industry Infrastructure Project Control Group (IIPCG). 
 
Treasury have indicated that they do not wish to receive business cases without statutory 
planning approval; otherwise they will be approving funds on a conditional business case. 
 
All items outside of the budget with an aggregate tolerance level of greater than either 1% or 
$200K of the project value will require Board approval. 
 

1. Purchase Orders 
 

In the interim, while IPOS (Electronic Procurement System) is not up and running, manual 
purchase orders will need to be prepared. See Accounts Payable (AP) for purchase order 
books.  

Purchase orders must be prepared prior to the goods and/or services being requested and 
signed by an authorised officer. All purchasing must be in accordance with the RQL Purchasing 
Policy:- 

http://sharepoint/Policies/FIN_pol001_RQL%20PurchasingPolicy.doc  

 
Suppliers:- 
 
Suppliers will only be added after they have gone through the tender process and been signed 
off by the Project Director, CFO, Senior Corporate Counsel and Chief Executive Officer (CEO). 
 
A full risk profile must be undertaken for each supplier reviewing the following:- 
 
The selection of suppliers or preferred suppliers should be based on selection criteria that may include: 

 Technical capability and experience 

 Financial capacity and viability 

 System and management responsibility incorporating product and service compliance with 
agreed industry standards 

 People 

 Business/organisation factors, and 

 Favourable referee reports (a successful track record to deliver). 

A risk profile may include the following in the checklist and be signed off by the Project Director 
and/or CFO and/or Senior Corporate Counsel as long as there are 2 delegated officers reviewing and 
would be done in the tender process prior to preparing the contract.  
 
An option for RQL is the use of organisations specialising in procurement processes such as preferred 
supplier lists, prequalifying suppliers and other supplier related contractual arrangements as an 
alternative or addition to in-house procurement processes.  
 
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/ 
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RQL is currently in discussions with Local Buy relating to supplier panel selection processes and 
procurement needs of the organisation. 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 

Managing Risk with Suppliers:- 
 
When evaluating preferred suppliers, a risk analysis should be performed as part of that process.  In line 
with RQL’s risk management framework, the following 4 point scale can be adopted to assess risks 
associated with suppliers as identified below. 
 
 
 
 

Rating Description 

4 Extreme Risk 

3 High Risk 

2 Moderate Risk 

1 Low Risk 

 

Criteria Sub-Criteria 

1. History and Development of the Supplier's 

Business 

 Longevity/stability of the business 

 Principal activities and past successes 

 Market experience 

2. Critical Performance Elements of the Contract  Availability of critical elements 

 Reliance on another party (sub-contracting) 

 Dispute management processes 

 Confidentiality management 

3. Insurance  Workers Compensation 

 Public Indemnity Insurance 

 Professional Indemnity 

4. Quality Assurance  AS/NZS ISO 9001/2000 Quality Assurance 

accreditation 

5. Management and Employees  Experience of management team 

6. Legal Background and Capital Structure  Ownership 

 Control of the business 

 Loan arrangements 

 Legal agreements 

7. Financial Viability  Financial strength and viability 

 Gearing level and credit rating 

 Contingency funding and current level of 

operations 

 Reasonableness of information 

 Compliance with the Australian 
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Corporations Law (if relevant) 

 
An overall risk score should be derived for the supplier.  This may be an average of the scores for each 
risk area or may be more complex by weighting certain areas of risk and then calculating a range of 
scores to ascertain the overall risk. 
 
Treatment strategies should be developed to mitigate the risks.  A potential supplier assessed as either 
extreme or high risk, in terms of their ability to deliver the services proposed, may still be acceptable, 
provided that the risk is capable of being effectively managed by RQL or treated by the supplier.  A risk, 
for example, may be treated by requiring a bank guarantee a % of the contract value to protect RQL’s 
interests.  Risk should also be monitored on an ongoing basis to ensure that any events or circumstances 
have been identified that necessitates a review of the level of risk assigned. 
 
The above table may incorporate a 2 tiered approach whereby low risk contractual arrangements perhaps 
only incorporate an assessment of risk criteria 1 to 3 above but more complex or higher risk procurement 
incorporates an assessment for all criteria i.e. from 1 to 7. 
 
Where deemed necessary an independent third party such as services of a Quantity Surveyor may be 
utilised to ensure exposure to risk is minimised. 
 

 
2. Delegations 

 
All invoices must be checked and signed by the Project Director even if outside of delegation 
limit. The Project Director is to obtain the approval of the CEO or Board if over his delegation 
limit. 
 
All delegations are to be in line with the RQL purchasing policy. 
 

Officer Delegation 
Limit 

Board Initial Budget or 
project 

variations 
outside of 

tolerance level 

CEO All invoices 
over $50K 

Project Director $50K 

CFO $50K 

Director of Product Development $50K 

Racecourse Development 
Manager 

$20K 

 
Any line item where the % increase to that line item is above the % project contingency requires 
approval in accord with the approved expenditure limits. Should a substantial line item be 
considerably over budget, whether in excess of the contingency % or not, it is the project 
managers responsibility to bring this to the attention of the IIPCG. Approval of all expenditure 
must be in accord with agreed policies and procedures and it is the responsibility of the project 
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manager to ensure this is the case and to report on and manage expenditure in accord with 
approved budgets. 

 

Project Value 0% Tolerance Level 

Deagon $39.9M <0% Board Approval 

Gold Coast $35.4M <0% Board Approval 

Beaudesert $7.27M <0% Board Approval 

Cairns $1.96M <0% Board Approval 

Townsville $6.34M <0% Board Approval 

Mackay $7.44M <0% Board Approval 

Rockhampton $1.6M <0% Board Approval 
 
 

3. Accounts Payable (AP) 
 
The RQL AP Officer is the contact for the accounts payable function of the infrastructure plan. 
However, it is important to copy the RQL Project Accountant into all correspondence. 
 
The procedure for processing invoices/payments is as follows: 
 

 Check with AP if the supplier has been set up in the system.  

 Sufficient time (2 days) must be given to AP for this to be done.  

 If new, send the supplier the “New Supplier Application” form which is to be forward to 
the accounts payable officer once completed. 

 All invoices to be pre coded, signed and approved by an authorised RQL representative 
per the approved delegation and sent through to the accounts payable officer. 

 
RQL conducts payment runs every Friday. To ensure the payment is processed on time, the 
supplier’s details and the authorised invoice need to be received at RQL by the preceding 
Wednesday. If these details are not received by close of business Wednesday, they will not be 
processed and paid that week and will paid in the following week’s payment run.  
 
It is the responsibility of the Project Director to ensure these conditions are met to ensure 
prompt payment, particularly in the case of 7 day accounts. All other invoices will be paid 
according to the payment terms. It is the responsibility of the Project Director to liaise with the 
suppliers to ensure appropriate payment terms are in place based on the above process. Where 
possible, RQL will insist on 30 day invoices and will endeavour to avoid any invoices being 
prepared under the Building and Construction Industry Payments Act 2004. 
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Coding:- 
 
All invoices need to be authorised and checked against budget by the Project Director prior to 
be being received by AP and coded as follows:- 
 

Project Account 
Code 

T1 
Cost 
Code 

Facility 

T2 – 
Project 

Broken down 
further See 

below ** 

T3 – 
Function 

Code 

T5 – 
Area 
Code 

T7 – Racing 
Division Code  

Deagon 12393 20 IIPLN AD 02 11 (Harness & 
Greyhounds 50:50) 

Gold Coast Turf Club 11341 31 IIPLN AD 02 02 - THB 

Beaudesert Race Club 11331 22 IIPLN AD 02 02 - THB 

Cairns Jockey Club – 
Canon Park 

11332 10 THB 
54 GH 

IIPLN AD 10 02 - Thoroughbreds 
04 - Greyhounds 

Townsville Turf Club – 
Cluden Park 

11339 37 IIPLN AD 08 02 - THB 

Mackay Turf Club – 
Ooralea Park 

11333 33 IIPLN AD 08 02 - THB 

Rockhampton 
Greyhound Club – 
Callaghan Park – 
Greyhounds Only 

11334 57 GH IIPLN AD 03 04 - Greyhounds 

Country Racing 11349     Paul Brennan 

Albion Park 12394 23 IIPLN AD 02 11 (Harness & 
Greyhounds 50:50) 

 
IIPLN – Industry Infrastructure Plan 
AD – Asset Development 
 
** The project codes are broken down further per area to easily identify the asset and are as per 
the following link and attachment “A” 
 
IIPN New Codes.xlsx 
 
 

4. Cheque/Electronic Funds Transfer (EFT) Signatories 
 
Payments will not be processed without the prior approval of the Project Director and The 
Project Management representative.  Once approval is received, two of the following five 
designations are required to authorise each payment on behalf of the infrastructure plan via 
EFT: 
 

– CFO 
– Management Accountant 

RQL.141.005.0461



 

Updated Vs4 - Monday, 12 December 2011 
Print Date { PRINTDATE  \@ "d MMMM yyyy"  \* MERGEFORMAT  }  Page 7 of 
11 

– Revenue Services Accountant 
– Business Analyst 
– Senior Corporate Counsel/Company Secretary 

 
 
Petty Cash:- 
 
The procedure for processing petty cash is as follows: 
 

 Send through to AP Officer the petty cash reimbursement form along with necessary 
receipts. 

 RQL processes the cheque to be signed by CFO or equivalent. 
 
Sufficient time is required to return the petty cash cheque. Please reimburse the petty cash fund 
regularly to prevent any shortage. 
 
It is recommended that urgent correspondence be sent through an external mailing system or 
scanned and emailed with the originals sent in the post. 
 
The Accounts Receivable (AR) and AP function are vital to the successful management of the 
Infrastructure Plan. It is extremely important that the Project Director of the Infrastructure Plan 
continually liaises with the AR and AP departments as well as RQL staff liaise and provide 
feedback to the Project Director. 
 

5. Credit Card Process  
 
The credit card is designated for use by the authorised card holder when: 
 

 a creditor account has not been set up 

 or is a one off payment to a creditor not normally used 

 or based on necessity e.g. travel. 
 
Process:- 
 

 Credit Card Statement received by authorised card holder.  
 Attach invoices/receipts for corresponding debit amounts on the statement and send 

through to the accounts payable officer within 3 days of receipt of credit card statement.  

 Statement is coded and allocated to the relevant ledger accounts. 

 Payment is made by direct debit monthly.  
 

6. Accounts Receivable 
 
Where required, the RQL AR Officer is the contact for the AR function if an invoice is required to 
be raised for the Infrastructure Plan. However, it is important to copy in the RQL Revenue 
Services Accountant into all correspondence. 
 
The procedure for raising an invoice is as follows: 

 An authorised Infrastructure Plan representative is to fill out an invoice request form and 
send through to the AR Officer. 
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 The request form must include the following information to facilitate accounts receivable 
following up any issues 

o Name 
o Address 
o Phone Number 
o E-mail (optional but preferred) 
o Payment Terms 
o Supporting Documentation (e.g. sponsorship agreements) 
o Signed by an authorised Infrastructure Plan representative 

 
Once the invoice request form is completed in its entirety, the invoice will be created and within 
3 working days of receipt.  
 
A final authorisation is required from the RQL Revenue Services Accountant prior to processing. 
 
Once authorised the invoice will be processed and issued by the following working day. 
 
Statements will be issued the first working day of the month. 
 
For any adjustments that may be required (e.g. refund, credits), an adjustment form is required 
to be completed by an authorised Infrastructure Plan representative and sent through to the 
accounts receivable officer. 
 
A final authorisation is required from the RQL Revenue Services Accountant prior to processing. 
 

7. Payroll 
 
For all additional employees from 1 July 2010 payroll is paid monthly on the 14th of each month, 
approximately 2 weeks in arrears and 2 weeks in advance with the exception of:  
 

 Casual employees 

 Facility maintenance staff dependant on their circumstances and in consultation with the 
executive manager. 

 Employees on fortnightly arrangements prior to 1 July 2010 
 
For these employees payroll is run on a fortnightly basis paid on a Wednesday in arrears.  The 
payroll period is Monday to the following Sunday.  
 
Process:- 
 

 Timesheets are due by close of business Monday for the previous fortnight sent through 
to the payroll officer. 

 Project Director Authorisation is required to be sent through to the payroll officer by 
midday Tuesday of the pay run week. 

 All leave and payroll requests are due to payroll 3 days prior to processing. 

 All leave and payslips are available through the employee services portal on the intranet 
through ConnX. 

 Payroll is processed and then checked and payment authorised by two authorising RQL 
delegates (see no.1). 

 Salaries are due in the employees’ bank account fortnightly on a Wednesday. 
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 Monthly salaries are due on the 14th of each month. 
  
From 1 July 2011 there will be the following RQL employees dedicated to the infrastructure plan 
 
 
 

POSITION NAME EMAIL DIRECT 
PHONE 

Project Director Mark Snowdon msnowdon@racingqueensland.com.au 07 3869 9402 

Executive Assistant  
Assets & 
Infrastructure  

Deanna Dart ddart@racingqueensland.com.au  07 3869 9405 

Accounts Payable TBA TBA TBA 

    

 
All other RQL employees who are involved with providing advice and working on the 
infrastructure plan and/or processing of payments will need to complete an Infrastructure time 
sheet which will need to be authorised by the project director. A monthly Journal will need to be 
recoded from the RQL salaries operating account to the infrastructure plan per a project seeking 
reimbursement of this expenditure from 1 July 2011. 
 
It is anticipated that a total fee required from the IIPLN be formulated for the use of RQL 
employees.  This total figure will then be allocated over the projects relevant to the work and 
time required.  Time sheets will then be written up to reflect the fees charged. 
 
Infrastructure Plan Timesheet (click on link to timesheet) 
 
If the IIPLN does not have a specific account amounts are allocated to and will then be 
reallocated to the specific project. 
 
 

Account Name Account 
Code 

T1 T2 T3 T5 T7 

Infrastructure 
Plan 

11349 01 IIPLN AD 02 01,02,03,04  

 
 

8. Expense reimbursement 
 

All expenses are to be reimbursed in line with the expense reimbursements policy and in line 
with the appropriate delegation. 
 
http://sharepoint/Policies/FIN_pol003_Expense%20Reimbursement%20Policy.doc  
 
 

9. Investments/Term Deposits 
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Term Deposit and investment advice is provided by the CFO and/or Management Accountant 
through a number of institutions currently, NAB, QTC, Westpac, CBA or ANZ and is invested by 
the Senior Finance Officer – Treasury 
 

10. Cash flow and Budgets 
 
The Project Director is to liaise with The Project Management representative to ensure the 
budget is on track and to ensure an up to date cash flow is in place. The Project Director to 
liaise with CFO to ensure that the budgets and cash flows are up to date to ensure sufficient 
time is allowed to draw down from investments and/or Treasury to ensure payments can be 
made within the agreed credit terms. Once done, authorised payments are to be made. The 
Finance Department to assist the Project Director and produce budget to actual reports for RQL 
Board and Government. 
 
Senior Finance Officer and Accountant to review daily cash requirements for AP and other 
requirements 
 

11. Monthly Financial Statements – Project Reconciliations 
 
RQL will provide monthly financial statements – Project Reconciliations by working day 10 of the 
following month. These statements are prepared by the Project Accountant and will be reviewed 
by the CFO or Management Accountant prior to release. These reconciliations must be agreed 
by the Project Director prior to being released to the IIPCG or the Board.  
 
 

12. Urgent transactional delivery 
 
The Management Accountant is the first point of contact to assist in the delivery of any urgent 
transactions or financial enquiries.   
 
If the Management Accountant is unavailable, please contact the CFO or any contact on your 
contacts list below so that they can source the appropriate authority and escalate the delivery as 
required. 
 

13. Club Restructures and financial modelling 
 

RQL will pursue partnership arrangements with clubs and the Business Analyst will assist with 
all financial modelling and support. 
 

14. RQL employees with responsibilities on behalf of the Infrastructure Plan 
 
As mentioned above, RQL provides the following employee resources to assist with the 
Infrastructure Plan accounts: 
 

– Compliance/Project Accountant 
– Accountant 
– AP Officer 
– AR Officer, and 
– Payroll. 
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The CFO and Management Accountant provide direction to the above employees as well as 
assisting the Infrastructure Plan directly on any higher level financial analysis or needs. 
 
The senior accountants (Revenue Services Accountant and Project Accountant) are also 
utilised to ensure correct processing, coding and authorising of all transactions has been 
adhered to as per RQL credit and purchasing policies. 
 
All the above mentioned resources are full time permanent RQL employees who assist in the 
Infrastructure Plan accounts on the basis of hours needed to fulfil the deadlines, processing, 
reporting requirements and any other financial advice as deemed appropriate and relevant.  
RQL also provides back up assistance from within the Finance Department to alleviate any 
concerns relating to leave or turnover of staff. 
 
Following are the current RQL contacts assisting with financial functions as at today’s date: 
 

POSITION NAME EMAIL DIRECT 
PHONE 

CFO Adam Carter acarter@racingqueensland.com.au 07 3869 9702 

Management 
Accountant 

Sharon Drew sdrew@racingqueensland.com.au 07 3869 9704 

Business Analyst Ron Mathofer rmathofer@racingqueensland.com.au 07 3869 9716 

Financial/Compliance/
Project Accountant 

Jeffrey Zeppa jzeppa@racingqueensland.com.au 07 3869 9713 

Revenue Services 
Accountant 

Murray Dyke mdyke@racingqueensland.com.au  07 3869 9727 

Senior Finance Officer Kees Van der 
Waal 

kvanderwaal@racingqueensland.com.
au  

07 3869 9706 

Accountant Craig Roberts croberts@racingqueensland.com.au 07 3869 9718 

Accounts Receivable Janet Roth jroth@racingqueensland.com.au 
 

07 3869 9711 

Accounts Payable Su Agate 
Karin Schreiber 
 

ap@racingqueensland.com.au  
sagate@racingqueensland.com.au  
kschreiber@racingqueensland.com.au 
 

07 3869 9714 
 
07 3869 9703 
 

Payroll Leanne Lorena llorena@racingqueensland.com.au 
payroll@racingqueensland.com.au  

07 3869 9708 

 
RQL will endeavour to update your contact list as soon as any changes occur. 
 
If you have any further queries please do not hesitate to contact me by email 
acarter@racingqueensland.com.au or by mobile 0400 761 700. 
 

 
ADAM CARTER 
Chief Financial Officer 
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PURCHASING POLICY:   
 

RACING QUEENSLAND LIMITED  
 
Introduction 
 
This policy has been prepared to provide guidelines and procedures to be followed by officers of Racing 
Queensland Limited when undertaking and managing purchasing activities to meet the organisation’s 
operational requirements and also meet the objectives of the policy.  
 
Racing Queensland Limited is the Control Body established by, and obtaining its objects and functions from, 
the Racing Act 2002 and its Constitution.  Racing Queensland Limited is required to conduct its financial 
activities with probity and accountability, in accordance with the Corporations Act 2001, Australian 
Accounting Standards and Australian Equivalent to International Financial Reporting Standards A-IFRS and 
Australian Securities and Investment Commission- ASIC. 
 
Key Principles 
 
In conducting its purchasing activities it is the policy of Racing Queensland Limited to adhere, 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. 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. 
 
Policy 
 
These principles have been applied in developing policy for the following key purchasing activities: 
 

 Capital works projects; 
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 Consulting services; 
 

 Sponsorship contracts; 
 

 Information technology;  
 

 Other capital expenditure; 
 

 Major repairs and maintenance; 
 

 Day to day purchasing of services and supplies;  
 

 Industry Infrastructure Plan; and 
 

 Credit Facilities 
 
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: 

 Reduce operating costs; 

 Reduce risk; 

 Increase control; and 

 Improve cash flow visibility 

 
Capital Works Projects 
 
Racing Queensland Limited plays a major role in the implementation of industry capital works projects each 
year. Racing Queensland Limited establishes an annual program of capital works, within a specified budget, 
following consideration of proposals from race clubs and advice from relevant officers within the 
organisation.  
 
The policy of Racing Queensland Limited, in relation to the implementation of approved projects, is briefly 
addressed below:  
 

 Once projects are given preliminary approval through the annual capital budgeting process, race clubs will 
be required to provide detailed design and costing information, and a project plan, prepared by a suitably 
qualified and experienced independent consultant. Racing Queensland Limited may, at its discretion, 
instigate an assessment of this documentation by its own consulting engineers. Any variation to the estimate 
used in applying for inclusion in the capital works program must be disclosed and explained. Variations of 
greater than 10% from the preliminary estimate are to be referred back to the Board of Racing Queensland 
Limited; 

 

 Assuming the project cost following detailed design is contained within 10% of the preliminary estimate, and 
Racing Queensland Limited is satisfied with the standard of documentation provided, final approval will be 
given for the project to proceed (Chief Executive Officer or Chief Financial Officer); 

 

 After final approval has been given, race clubs will be instructed that they can establish formal 
contractual arrangements for the construction works, in accordance with the approved budget. In 
establishing these contracts the club must pay regard to the key purchasing principles contained within 
this policy. Following establishment of the works contracts, Racing Queensland Limited will make 
payment of a grant to the club, equivalent to the agreed industry contribution. This grant will represent 
payment for a taxable supply, and will have GST added; and 

 

 Following completion of the project, the club will provide Racing Queensland Limited with a report, which 
addresses the outcomes of the project, including cost to budget, quality of product, and timeliness.  

 
Consulting Services 
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Racing Queensland Limited uses consulting services in a number of aspects of its operations including legal, 
information technology, human resource management, financial management, business development, and 
marketing.  
 
These consultancies vary from short-term “one-off” contracts, to longer-term arrangements, which may 
encompass a series of different activities (e.g. marketing and promotional work).  
 
For short-term “one-off” contracts the following policy guidelines are to apply: 
 

 The six key purchasing principles outlined above are to be applied at all times; 
 

 For contracts under $10,000 in value, preferred supplier arrangements* can be used. That is, where a 
purchasing officer is satisfied that a consultant that has provided a high quality service in the past, has 
the necessary expertise to undertake the work, and is available in an appropriate timeframe, that 
consultant can be appointed without a formal competitive process being undertaken. If such a person is 
not available, three quotes from prospective consultants should be obtained and evaluated; 

 
(* Please note that where preferred supplier arrangements are referred to later in this document for other 
categories of purchasing, similar procedures to those above will apply) 

 

 For contracts between $10,000 and $100,000, tenders should be called from at least three “preferred” 
contractors. The selection of these three preferred suppliers, and subsequent evaluation of their 
proposals, should take into account the six key purchasing principles. The evaluation of the proposals 
should be undertaken by two accountable officers, and be approved by a delegated officer (Chief 
Executive Officer or Chief Financial Officer);  

 

 For contracts over $100,000, will be subject to Board discretion as to the waiver of an open tender, 
including appropriate advertising of the consultancy. 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 purchase of external legal 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: 
 

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

 

 Prior to such a selection, 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; 

 

 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 

 

 Individual consultancy contracts over $100,000 in value are not to be entered into under these preferred 
supplier arrangements. For such consultancies, will be subject to Board discretion as to the waiver of an 
open tender, as described above, must be followed.  

 
Sponsorship Contracts 
 
Racing Queensland Limited may enter into sponsorship contracts of a cash and exchange-of-goods and/or 
services (“contra”) nature. 
 
In establishing these contracts, officers must adhere to Racing Queensland Limited’s key purchasing 
principles, particularly those of “accountability of outcomes”, and “compliance with all taxation requirements”. 
With these principles in mind, a Sponsorship Agreement pro-forma (refer to Appendix A) is to be prepared for 
all sponsorship arrangements, regardless of whether they involve a cash payment, or are solely contra in 
nature.  
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The sponsorship agreement is to clearly specify the goods and/or services that are to be delivered by both 
Racing Queensland Limited and the sponsor, and identify the value of these supplies so that GST 
obligations, including Tax Invoicing, can be satisfied.  
 
All sponsorship agreements are to be authorised by an officer of Racing Queensland Limited with 
appropriate delegation, and a copy is to be provided to the Finance Section so that Tax Invoices can be 
prepared, and GST liabilities and credits accounted for.  
 
Information Technology 
 
The acquisition of information technology hardware and software represents a substantial investment of 
capital by Racing Queensland Limited each year.  
 
Given the advancing nature of IT and the need to upgrade hardware and systems applications on an 
ongoing basis, it is the policy of Racing Queensland Limited to acquire such items through leasing 
arrangements. In this regard the following is to apply: 
 

 A tender process, through a preferred supplier arrangement, is to be undertaken for the establishment of 
a medium to long-term lease contract for the supply of computer equipment, and other general office 
equipment where appropriate; 

 

 This contract is to be reviewed on an annual basis to ensure the key principles of “value for money” and 
“quality of service and support” are being satisfied; 

 

 Where a requirement to add items to the schedule covered by the lease has been identified, the 
purchasing officer must ensure the purchasing principles are adhered to. For items under $10,000, 
preferred supplier arrangements can be used. For items $10,000 or over, three quotes must be obtained. 
Appropriate documentation to support the purchasing decisions must be maintained at all times; and 

 
The IT Section is also required to develop and maintain an IT asset replacement strategy, incorporating a list 
of all hardware and software under lease (or purchased), and information on the condition and expected 
useful life of individual items. 
 
Other Capital Expenditure 
 
Motor Vehicles 
 
Racing Queensland Limited maintains a fleet of vehicles provided for both work and private use. These 
vehicles are to be leased through the appropriate lease provider under the following arrangements: 
 

 the leasing of a new vehicle must be approved by the Chief Executive Officer or Chief Financial Officer; 
and 

 

 The type and model of the vehicle, and any optional extras, must be commensurate with the status and 
nature of the role performed by the officer for which the car is being acquired, and be in accordance with 
the entitlements the officer has under his/her contract of employment; 

 

 All vehicles are to be replaced after three years, or having travelled 90,000 klms, whichever comes first, 
unless the Chief Executive Officer or Chief Financial Officer agrees to an extension of the leasing term. 

 
Vehicles are to be leased in line with the Racing Queensland Limited’s Motor Vehicle Policy, for further 
details email ap@racingqueensland.com.au 
 
On disposal of company-owned vehicles, three trade-in quotes must be obtained, where possible, with the 
highest trade-in valuation the key consideration in selecting the successful dealer.  Racing Queensland 
Limited staff may be given the option to purchase the vehicle that is being traded, at no less than $1 more 
than the best trade-in valuation.  The Chief Executive Officer or Chief Financial Officer will determine the 
successful staff bidder in the event of two of more staff bidding for the same vehicle being traded.   
 
Other Capital Purchases 
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All other capital purchases (e.g. office machines) made by Racing Queensland Limited are to adhere to the 
following guidelines: 
 
A request for capital expenditure form is to be completed for all capital purchases and is to be authorised by 
both the Chief Executive Officer and Chief Financial Officer<insert link to form when on intranet >. 
 

 The six key purchasing principles outlines above are to be applied at all times; 
 

 For items under $10,000 in value, preferred supplier arrangements can be used;  
 

 For capital items between $10,000 and $100,000, quotes should be called from at least three “preferred” 
suppliers. The selection of these three preferred suppliers, and subsequent evaluation of their proposals, 
should take into account the six key purchasing principles;  

 

 For capital items over $100,000, will be subject to Board discretion as to the waiver of an open tender. 
Tenders are to be evaluated, in accordance with the six key purchasing principles, by a panel of no less 
than two accountable officers; and 

 

 For all capital purchases of $10,000 or more, a lease versus buy analysis is to be undertaken.  
 
Major Repairs and Maintenance 
 
Major Repairs and Maintenance purchases of $20,000 or more made by Racing Queensland Limited are to 
adhere to the following guidelines: 
 
A request for major repairs and maintenance expenditure form is to be completed for purchases of $20,000  
or more and is to be authorised by both the Director of Product Development and Chief Financial Officer to 
the value of $50,000). Purchases of $50,000 or more will require an additional approval by the Chief 
Executive Officer. 
. <insert link to form when on intranet > 
 
Day to day Purchasing of Services and Supplies. 
 
Policy in relation to the day to day purchasing of services and supplies is as follows: 
 

 For items supplied on a continuous basis (e.g. stationery, consumables, printing) preferred supplier 
arrangements may be used. Purchasing officers must ensure that the key purchasing principles are 
adhered to, especially “value for money” and “quality of service”;  

 

 In this regard, officers are required to conduct a competitive process for the selection of a panel of 
preferred suppliers, for continuous supplies, on an annual basis. Documentation must be prepared and 
maintained in respect of preferred supplier selection, and the subsequent selection of a supplier from the 
panel for particular purchases; 

 

 However, for any individual supply or service, which would normally form part of a continuous supply by 
an individual, that is to cost the organisation $100,000 or more, an open competitive process must be 
undertaken. That is, any individual supply which is to cost $100,000 or more, cannot form part of a 
continuous purchasing contract made under preferred supplier arrangements; 

 

 For non-continuous supplies and services (e.g. “one-off” printing jobs) preferred supplier arrangements 
can be used for purchases under $10,000, on the basis that Racing Queensland Limited’s key principles 
are satisfied. At least three competitive quotes must be obtained for any purchase of $10,000 or more.  

 
Industry Infrastructure Plan; 
 
Policy in relation to the approval of supplier payments specifically related to the Industry Infrastructure Plan 
is as follows; 
 

 All invoices must be checked and signed by the Project Director even if outside of delegation limit. 
The Project Director is to obtain the approval of the CEO or Board if over his delegation limit. 

 All delegations are to be in line with the RQL purchasing policy. 
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Preferred Suppliers 

As much as possible, Racing Queensland Limited should consolidate its suppliers and utilise preferred 
suppliers for either off-the-shelf goods/services where there are several sources of supply and the purchase 
is low risk or where there is an established relationship with a proven record of success.  The advantages of 
using preferred suppliers are that it streamlines and simplifies purchasing, reduces administrative costs and 
promotes cost savings through volume discounts and exclusivity arrangements.  Other benefits are that it 
minimises costs and risk for suppliers through not being required to regularly prepare and submit quotations. 

1.1. Selection of Preferred Suppliers 

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

 Technical capability and experience 

 Financial capacity and viability 

 System and management responsibility incorporating product and service compliance with agreed 
industry standards 

 People 

 Business/organisation factors 

 Favourable referee reports (a successful track record to deliver) 

 Racing Queensland Limited’s 6 key principles: 

 

1. Value for money; 
 
2. Quality of product, service, and support; 
 
3. Open and fair competition; 
 
4. 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. 
 

1.2 Preferred Suppliers Listing. 

 
The current preferred suppliers list can be obtained from   accounts payable ap@racingqueensland.com.au  
or can be located at the following link:  
 
<Insert Link to Preferred Supplier Listing which is currently under construction> 
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Standard Purchase 
Orders 

IPOS IPOS IPOS IPOS IPOS IPOS IPOS IPOS 

Emergency Purchase 
Orders 

IPOS IPOS IPOS IPOS IPOS IPOS IPOS IPOS 

Requisition – 
Miscellaneous Purchases 
(Credit Cards) (Refer to 

Expense Reimbursement 
policy for conditions) 

   
<$20,000 and to 

Budget 
To Budget To Budget Same as above 

 
Petty Cash <$100 <$100 <$100 <$100 <$100 <$300 <$300 <$300 

Capital Expenditure 
Purchase Orders and 
Request Forms      

Forecast projects 
if <$50,000 or if 

satisfied CEO has 
previously 

approved the 
project 

Any single project 
<$150,000 where 

included in 
approved annual 

budget 

Any single project 
above $150,000 

Domestic (Interstate) 
travel 

   To Budget To Budget To Budget To Budget 
If outside aggregate 

annual budget 

International Travel       To Budget 
If outside aggregate 

annual budget 

Official Hospitality 
<$100 <$100 <$100 

<$300 Senior 
Management 

Team

<$100 
<$300 Senior 

Management Team

<$300 <$300 or other 
functions as 

approved by CEO 

To Budget Yes 

Sponsorship 

   

Authorities restricted 
to IT&Comms 
Manager or 

Marketing Manager 
and Senior Corporate 

Counsel/Company 
Secretary 

To Budget To Budget To Budget  Yes, subject to 
Board agreement 
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Contractual 
Agreements (all 
contracts to be 
reviewed by Senior 
Corporate 
Counsel/Company 
Secretary for updating 
of Contracts register 
and assess if any legal 
advice is required) 

    

<$20,000 total 
value (not lease 

or license) 
assuming that 

authorised to sign 
in ordinary 
operations 

Yes with CEO 
assuming CEO 

previously 
approved and 

legally authorised 
to sign where 

<$100,000 

Yes where value 
<$150,000 

Yes, subject to Board 
agreement 

Execution of 
Contractual 
agreements (All 
contracts to be 
reviewed by Senior 
Corporate 
Counsel/Company 
Secretary for updating 
of contracts register 
and assess if any legal 
advice is required) 

 To be executed by 2 Directors of the Company or a Director and a Company Secretary of the Company (S127 (1) – Corporations Act 2001). 
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The same delegations above apply to the payment of invoices with one exception: 

 An invoice can be approved by a person with a lesser delegation provided the original purchase 
order was approved appropriately and the invoice does not exceed an amount that exceeds 10% of 
the original purchase order. 

It should be noted that as a business rule, staff are not allowed to circumvent their delegation by raising 
multiple orders to purchase a good or service for an amount that exceeds their delegation limit. 
 
Delegations 
 
All expenditures for goods and services are to be authorised by a duly delegated officer and are to be in line 
with budget. These delegations are as follows: 
 
Unlimited 
 - Board of Directors 
Up to $150,000 

-       Chief Executive Officer 
Up to $50,000 

-       Chief Financial Officer 
-       Director of Product Development 

- Project Director 
Up to $20,000 

-  Director of Integrity Operations  
-        Facility Maintenance and Development Manager 
-        Senior Corporate Counsel/Company Secretary 

 
Up to $5,000 

-  Information Technology and Communications Manager 
-  Racing Managers – Dividing Races 
-  Licensing and Training Manager 
-  Accountant – Corporate Services 
-       Management Accountant 
 

Up to $2,000 
-  Race Course Facility Managers  
-  Chief Steward 
-       Track supervisor 

 
 

Up to $1,000 
-  Administrative Authorities –  Executive Assistants including Track Supervisors 
-  Racing Managers  - Procurement 
-  Racecourse Supervisor 

Up to $500 
-  Regional Senior Stewards (Northern Region – Townsville, Senior Steward Capricornia

 Rockhampton and Steward in Charge Downs - Toowoomba) 
 
Capitalisation of expenditure 
 
Expenditure on discreetly identifiable plant and equipment items of $2,000 and above will be capitalised 
where the future 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 
attractive items register. All other service expenditures shall be written off in the financial year the 
expenditure was incurred. 
 
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: 
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 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; 

 

 All 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 contractual arrangements with 
suppliers unless satisfied that the supplier will be able to provide a suitable Tax Invoice; and 

 

 When obtaining quotes or prices from potential suppliers, purchasing officers must satisfy themselves 
that the prices quoted are GST inclusive.  

 
Documentation and the Role of the Finance Department 
 
The Finance Department plays the lead role in ensuring Racing Queensland Limited meets its obligations 
under the Corporations Act 2001, Australian Accounting Standards and Australian Equivalent to International 
Financial Reporting Standards A-IFRS and Australian Securities and Investment Commission- ASIC through 
the development and implementation of appropriate accounting policies and controls.  
 
While the Department will work to ensure operational areas within the organisation are meeting their 
obligations under the purchasing guidelines, senior managers also have a role to play in monitoring the 
purchasing activities of their staff.  
 
With regard to documentation, all acquisitions need to be supported by evidence that appropriate purchasing 
principles and guidelines have been followed. In this regard: 
 

 All purchases for non-continuous supplies that are not completed through petty cash or credit cards must 
be completed in IPOS. Where IPOS is not available a manual purchase order must be raised and 
authorised with the pink and green copies sent to accounts payable. Additionally, copies of 
sponsorship agreement pro-formas must be provided to the Chief Financial Officer on a timely basis; and 

 

 The delegated officer must be satisfied that Racing Queensland Limited’s purchasing policy has been 
adhered to, and that appropriate documentation that supports the six key principles (value for money, 
open and fair competition etc) has been gathered, and is available for audit scrutiny if required. The 
managers of organisational areas have responsibility for ensuring supporting documentation is 
maintained and is accessible.  

 
Enquiries regarding these purchasing principles should be directed to the Chief Executive Officer or Chief 
Financial Officer. 
  
IPOS 
 
IPOS is an online web enable electronic procurement system. It has been custom built to meet Racing 
Queensland Limited and industry needs and greatly enhances Racing Queensland Limited’s ability to 
operate in today’s modern information driven environment. 
 
Where IPOS is not available a manual purchase order must be raised and authorized with the pink 
and green copies sent to accounts payable. 
 
The main objectives of IPOS are: 
 

 To provide the underlying systems to enable the business to obtain tighter budgetary controls, 
including the recording of committed expenditure, 

 To provide managers with the appropriate tools to focus on their individual budgets, 

 Implementation of systemic controls over the procure to pay process, 

 Improved reporting to the whole business, 

 To bring Racing Queensland Limited in line with best practice procurement through taking advantage 
of e-commerce, electronic purchase ordering and scanning. 

 Provide more real time reporting with less reliance on accounts payable, 
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The major advantage of IPOS is that it enforces Racing Queensland Limited’s purchasing policy in an 
electronic procurement system. All management delegations are enforced at requisition and invoice stage. 
Separation of duties ensures that only requisitioners can create purchase orders and only management can 
authorise. 
From 1 July 2010 where applicable all invoices will only be paid if an IPOS purchase order number is quoted 
on the invoice. Instances where invoices do not require IPOS purchase orders are Energy, phones, rates 
and other standard monthly charges. 
 
IPOS Procedures are linked below: 
 
http://starcraft:8080/finance/Shared%20Documents/Forms/AllItems.aspx 
<link to be updated> 
 
Payment Methods 
 
1. Direct Debit 

1.1 Business Condition 

 
Purchases that occur at set times throughout the year for set dollar amounts. 

1.2 Business Rule 

Invoices for goods or services that fall under this category include: 

1. Rentals 

2. Leases 

3. Superannuation 

 

Payments will be made via direct debit at the time dictated by the invoice. 

1.3 Dependencies 

Payments must be fixed frequency and price. 
 
2. Cheque 

2.1 Business Condition 

One-off purchases that can not be paid through any other alternative option. RQL will only pay by 
cheque under exceptional circumstances otherwise all payments are to be made by electronic funds transfer. 

3. Electronic Funds Transfer (EFT) 

 
All other purchases will be paid by Electronic Funds Transfer (EFT) unless previously authorised by the Chief 
Financial Officer 
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Payment Summary 

A summary of the different methods for paying invoices is provided below: 

 
Payment Types Business Condition 

EFT Used for standard purchasing from preferred suppliers 

Used for emergency purchases from preferred supplier in response to an 
emergency situation 

Direct Debit Used for purchases that occur at set times throughout the year for set dollar 
amounts 

Cheque Used for miscellaneous purchases on a “case-by-case” basis only. To be used 
only in exceptional circumstances. 

Credit Cards Used for purchases made with non-preferred suppliers for dollar amounts up to 
delegated authority. 

Petty Cash Used for miscellaneous purchasing of items with a value of less than $100 unless 
authorised by the Chief Financial Officer 
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Summary of Key Controls 

As a high level summary, the key controls associated with the procurement system are: 

 Only deal with suppliers who have a valid ABN. 

 Three quotes required for amounts of $10,000 or more where a preferred supplier is not used. 

 Tax invoices to be obtained at all times. 

 Required signatures for goods received. 

 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. 

 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. 

 Established delegation limits with a 10% tolerance level up to a limit of $100 

 Credit card holders can make transactions greater than their delegation limit provided a purchase 
requisition with appropriate approval has been obtained first. 

 All Capital purchases require a Capital Expenditure request form. 

 Major Repairs and Maintenance of $20,000 or more require a Major Repairs and Maintenance form. 

 

In addition to the above, Racing Queensland Limited should perform an annual supplier analysis to review 

expenditure to determine that value for money is being achieved. 

 

Credit Facilities 
  
A credit facility is any system of credit established to allow purchase of goods or services without the use of 
an official purchase order or the exchange of cash between the purchaser and supplier at the time of the 
transaction. 
 
The credit facilities generally used by the Company are: 

 Corporate credit cards 

 Fuel cards 

 Taxi vouchers 

 Toll cards. 
 
The establishment of any credit facility requires the recommendation of the Chief Financial Officer and 
approval from the Company.  The Chief Financial Officer is responsible for the establishment, 
implementation, management and control of credit facilities used by the Company. 
 
All credit facilities must be subject to the agreed terms and conditions between the credit provider and the 
Company. 
 
Users of credit facilities must comply with the agreed terms and conditions, and properly discharge 
responsibilities regarding the use and reconciliation of credit accounts.  Users are responsible for utilising the 
facilities in a proper and appropriate manner, and are accountable for all transactions associated with their 
use.  
 
Users are also responsible for the security of the card/vouchers. Misuse of credit facilities will, at the 
discretion of the Board, result in the user’s access to the facility being revoked and appropriate disciplinary 
action being taken. 
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Corporate Credit Cards 
 
Principles.  The policies and procedures pertaining to corporate credit cards are contained in the following 
policy: RQL_Expense Reimbursement Policy.doc 
<Update link when on Intranet> 
Issue. Corporate credit cards will be issued to relevant officers on the basis of the card providing a 
necessary and convenient facility for meeting commitments incurred in the course of official business. 
The issue of corporate credit cards is to be recorded in a register that is maintained by an appropriate officer, 
e.g. Accounts Payable Officer. Corporate card use should be restricted to a specific transaction limit in any 
one month. 
 
Documentation.   
 
The following conditions governing the use of credit cards prevail: 
 
A register of cards must be established and maintained to exercise control over the issue and use of cards. 
 

 Only authorised charges may be made against the credit organisation; 
 

 Cards must be secured at all times against unauthorised use; 
 

 Internal control measures must be sufficient to ensure cards are used for official purposes only and that 
any misuse is detected promptly and reported to the Chief Financial Officer. 

 

 Officers using a credit card must obtain particulars of transactions including supporting invoices and 
dockets duly signed.  A Credit Card Usage Form must be completed with the invoices attached. Supporting 
documentation can include the vendor’s invoice/account, copy of prior approval to travel/entertain (where 
applicable), and purchase order. Where supporting invoices or dockets are not available, a signed 
certificate stating that the transactions are valid and were for official purposes must be attached. Details 
of all hospitality/entertainment expenses must be fully documented with the purpose of the expense, 
guest name(s), date, refreshments, time and the like. 

 
Reconciliation.   

 The documentation must be forwarded promptly to an accounting officer for attachment to the credit card 
transaction record for the purposes of sustaining the official use of the card and settlement of the amount 
within the required period; 

 

 An accounting officer must match the dockets to the statements received from the credit card organisation; 
 

 The dockets and the summary of these dockets showing the charges incurred by the use of credit cards 
must be properly authorised by a duly authorised officer; and 

 

 The use of credit cards for the purchase of goods and services must be in strict accordance with the 
expense reimbursement policy of Racing Queensland Limited. 

 

 Failure to provide receipts and the reconciliation in a timely manner will result in the card being cancelled 
and the employee will have to be reimbursed expenditure through the expense reimbursement policy 

 
 
Fuel Cards 
 
Issue. The issue of fuel cards is to be recorded in a register maintained by the Finance area. 
 
Responsibilities.  Users of the fuel card credit facility are responsible for utilising the facility in a proper and 
appropriate manner.  Users are also responsible for the security of the card while it is in their possession, 
and are accountable for all transactions associated with its use during that period. 
 
Use.  Fuel cards are to be used only in accordance with the agreement between the credit provider and the 
Company.  This includes locations where the card may be used, vehicle for which the card may be used and 
the types of purchases that are permitted (e.g. fuel only, fuel and oil).   
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Documentation.  Fuel card transactions are to be supported by documentary evidence of the purchase (e.g. 
the fuel card docket provided by the fuel supplier).  This documentation is to be forwarded to the Finance 
Area and will be used when reconciling the credit provider’s account and making payment. 
 
Taxi Vouchers 
 
Issue. Bulk stocks and the issue of taxi vouchers are to be maintained by the Finance area. 
The Accounts Payable Officer is responsible for the issue of taxi vouchers within their area of responsibility.  
This officer should ensure that taxi vouchers are issued for appropriate use. 
 
Use.  The use of taxi vouchers is strictly limited to taxi travel for the purpose of conducting official business 
within or outside business hours when neither an official vehicle is available, nor is public transport an 
acceptable option. 
 
E Tolls  
 
Issue.  The Chief Financial Officer is responsible for approving the issue of E toll within their area of 
responsibility. 
 
Officers may purchase pre-paid tolls only by credit card. 
 
Use.  The use of tolls is limited to conditions as specified under the motor vehicle policy.    

RQL.141.005.0485



 RACING QUEENSLAND LIMITED Finance Department 

 

PURCHASING POLICY  Version: 1.07 - 25/10/11 Date issued:  4 November  11  

 Page 20 of 21 

 

SPONSORSHIP AGREEMENT 
 
 
 
BETWEEN: 
 
 
 

(The Sponsor) 
 
 

AND RACING QUEENSLAND LIMITED, a control body established under the Racing Act 2002 and 
Corporations Act 2001 
 

(The Sponsored) 
 

 
WHEREAS The Sponsor has agreed to provide sponsorship in accordance with this agreement. 

 
AND The Sponsored has agreed to provide services in return for the sponsorship. 
 
 
 
This Agreement provides: 
 
1. The Sponsor will provide the following sponsorship to the Sponsored: 
 

Details of Sponsorship [If insufficient space annex details] 
 

 Money (here detail the sum of any monies to be paid to the Sponsored) 
 

 Support (here detail all support services including the value thereof to be supplied to the 
Sponsored) 

2. The Sponsored will provide the following services to the Sponsor: [If insufficient space annex 
details] 

 Services (here detail all services including their value to be supplied by the Sponsored in 
return for the sponsorship) 

3. It is hereby acknowledged that: 
 

(a) The Sponsored will issue a recipient created tax invoice to the Sponsor to meet Goods and 
Services Tax obligations in relation to the supply of money and for support; 

(b) The Sponsor will issue a recipient created tax invoice to the Sponsored to meet Good and 
Services Tax obligations in relation to the supply of services. 

 
DATED this                                                       day of                                                  20__ 
 
 
SIGNED AS AN AGREEMENT 
 
 
SPONSOR   ……………………………………………………………… 
 
 
Full name of authorised officer ……………………………………………………………. 
 
Signature of authorised officer …………………………………………………………….. 
 
Signed in the presence of   ...…………………………………………………………….. 
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SPONSORED   RACING QUEENSLAND LIMITED  
 
 
Full name of authorised officer ……………………………………………………………. 
 
 
Signature of authorised officer …………………………………………………………….. 
 
 
Signed in the presence of ……………………………………………………………… 
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PROCESS FOR APPLICATION FOR SOLE SUPPLIER 

Introduction 

Tne Queensland State Purchasing Policy has, among its objectives, two equally ranking 
criteria: 

1.1. To achieve value for money; and 

1.2. To ensure probity and accountability for outcomes. 

Achievement of these objectives would generally be by the following means: 

• Achieving value for money- completing the project by the most economical means 

• Ensuring probity and accountability- completing the required paperwork so that it 
satisfies audit. 

Normal Practice 

The generally accepted best means of achieving the above objectives for engaging 
suppliers is by tendering to three or more firms, or by going to a competitively neutral 
commercialised business unit of DPW or other State Government agency, such as Q 
Build. 

Reasons for Exemption 

There are 5 main reasons why exemption to normal practice may have to be sought in 
order to achieve the State Purchasing Policy objectives: 

1.1. Accessing existing standing offer and/or preferred supplier arrangements. Examples 
of this are not common, but may occur in situations such as supply of air conditioning 
units for Cooler Schools. 

1.2. Pursuing the second or subsequent stage of a multi-stage procurement process. 
Multi-stage developments such as Woolloongabba Cricket Ground are good 
examples. 

1.3. A sole supply situation exists. An example is where there is a high degree of 
technical expertise required; eg tension structures or technically complex projects. 

1.4. A genuine urgency exists. This is the most frequently used reason and the most 
frequently abused. If this is the reason, there must be adequate accompanying 
documentation to prove that the urgency is genuine and not a result of inadequate 
planning. 

1.5 .. The procurement is from a competitively neutral commercialised business unit of 
DPW or other agency acting for the Crown in the same right of the State of 
Queensland. This is the means by which Q Build or other commercialised business 
units such as Roadtek can be engaged. 

Whichever reason or reasons are used, it is absolutely essential that sufficient 
accompanying documentation is provided to answer any questions that any of the 
signatories below (Page 3) may raise. 
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Completing the Form on the following page 

Place- name of the site, eg. Greenbank State School. 

Project- name of the project, eg. New Teaching Block Stage 1. 

Reasons- delete those not applicable and provide details to adequately support those 
reasons which are applicable. 

Firm -list the firm the project manager proposes to invite. 

Note: Any questions about this process should be directed to Procurement Services. 
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PROCUREMENT SERVICES 

Application for Sole Supplier 

PLACE: Various 

PROJECT: Various Department of Communities Developments 

PROJECT NO: n/a PROJECT MANAGER: Various 

Approval is sought for the attached list of projects to allow an invitation to be issued to a 
single supplier for the following reasons: 

e A genuine urgency exists 

In a meeting on the 15 Dec 2010 between Max Smith and Damian Lavercombe the 
instruction was given to senior representatives from the Project Services Nation Building 
team to increase the number of traditional delivery projects in the Nation Building 
Program. 

y All of these projects are only just completing preliminary design and therefore the 
traditional delivery method has needed to been streamlined in order to achieve a 
construction completion by 24 December 2010. 

The philosophy for streamlining the traditional process for ensuring delivery of these 
projects by this date is: 
• Sole select Principal Consultants for a 6 week Contract Documentation stage. 
e Select tender projects for Building Contractors using a reduced tender period of 2 

weeks, with QBSA Assessments occurring in parallel for each tenderer. A separate 
series of approvals of select tender lists and reduction in tender durations will be 
submitted shortly. 

This entire strategy is built around the smoothest and most efficient delivery program 
possible. 

There is an urgent need to commission the following list of Principal Consultants. The 
methodology used to select these consultants and the projects issued to each consultant 
was that those proven performers in the timely and professional delivery of contract 
documentation were selected and the volume of work was issued based on their stated 
capacity to immediately commence works and complete within the 6 week timeframe. 
The estimated value of the each commission is shown below. 

It. 1s propose d t . . 't f t th f II fi . t 0 ISSUe an lnVI a 10n 0 e o ow1ng 1rm agams eac h fth 0 . t ese proJec s: 
PS# Street Suburb I Project Consultant Approx Cost 
61477 118A-124 Cypress Tee Palm Beach I 12x2B AP Noel Robinson $120,000 (Inc! GST) 
61476 140-144 West Burleigh Rd Burleigh Road &AP Noel Robinson $160,000 (inc! GSTI 
63188 36-38 Juliette St Annerley AP Noel Robinson $70,000 (inc! GST) 

1. Recommended/~Jot Reoommended 2. Recommended/Not Reoommended 

A/Assistant Director Date Director, Housing & Property Portfolio Date 

3. Recommended/Not Recommended 4. Approved/Not Approved 

Manager, Procurement Services Date General Manager, Project Services Date 
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PROCUREMENT SERVICES 

Application for Sole Supplier 

PLACE: Various 

PROJECT: Various Department of Communities Developments 

PROJECT NO: n/a PROJECT MANAGER: Various 

Approval is sought for the attached list of projects to allow an invitation to be issued to a 
single supplier for the following reasons: 

• A genuine urgency exists 

On the 22nd January 2010 the Department of Communities instructed Project Services to 
accelerate a number of traditional delivery projects that could be substituted into the 
Nation Building Program, if required. 

These projects are in various stages of design and need to proceed at a pace sufficient to 
) · potentially achieve a construction completion by 24 December 2010, therefore the 

traditional delivery method has needed to been streamlined. Senior representatives of 
Project Services Nation Building team will need to confirm the Nation Building Programs 
need for the project and ability to financially commit to the 24 December 2010 
construction completion, prior to that project proceeding to tender. 

The philosophy for streamlining the traditional process for ensuring delivery of these 
projects by this date is: 
e Sole select Principal Consultants for a 6 week Contract Documentation stage. 
e Select tender projects for Building Contractors using a reduced tender period of 2 

weeks, with QBSA Assessments occurring in parallel for each tenderer. A separate 
series of approvals of select tender lists and reduction in tender durations will be 
submitted shortly. 

This entire strategy is ·built around the smoothest and most efficient delivery program 
possible. 

There is an urgent need to commission the following list of Principal Consultants. The 
methodology used to select these consultants and the projects issued to each consultant 
was that those proven performers in the timely and professional delivery of contract 
documentation were selected and the volume of work was issued based on their stated 
capacity to immediately commence works and complete within the 6 week timeframe. 
The estimated value of the each commission is shown below. 

I . tIS propose d h f II fi to tssue an mv1tat1on to t e o owmg 1rm aga1nst eac h f h o t ese proJects: 
PS# Street Suburb Project ConsuHant ApproxCost 
54986 13 Eleventh Ave Parkside 4x2BAP Tam Faragher Arch $60,000 (inc! GST) 
55565 70-72 Takalvan Sl Svensson Heights 16x1B AP Ellivo Architects $170,000 (incl GST) 
52413 2 Hansford Rd Coombabah 4x2BAP Ellivo Architects $48,000 (incl GST) 
55564 90-92 Thorn St Ipswich 12x2 & 4x18 AP ETS GroUjJ_ $180,000 {lncl GST) 
63166 16 Cole St Boo val 5x2BAP Arc2 $55,000jincl GST) 

1. Recommended/Not Recommended 2. Recommended/Not Recommended 

A/Assistant Director Date Director, Housing & Property Portfolio Date 

3. Recommended/Not Recommended 4. Approved/Not Approved 

Manager, Procurement Services Date General Manager, Project Services Date 
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Malcolm Tuttle 

From: 
Sent: 
To: 

Perrett, Carol <Caroi.Perrett@racing.qld.gov.au > 

Thursday, 10 November 2011 11:12 AM 
Malcolm Tuttle; Kelly, Michael - Racing 

Cc: Kelly, Michael - Racing 
Subject: RE: yesterday's conversation 

Mal 

I confirm points 1- 8 below. In regard to Logan, Treasury would require more than a letter. A business case would still 
need to be prepared but it would be a lot shorter and simpler than for the other projects as it is simply a 
reimbursement of funds already spent. 

Attached is the link to the State Purchasing Policy (SPP). It is high level document and does not include detailed 
procedures. However, in government we are required to obtain 3 quotes for the provision of goods and services for 
$10,000 and above. For contracts under $10,000, only one quote is required. 

The following statements from the SPP are relevant and their intent will be incorporated into all future funding 
aements between RQL and the State: 

• Open approaches to the market are to be used except where there is demonstrated justification in the 
significant plan, for use of selective or limited approaches 

• All stages of the procurement decision making process from planning to contract award, are to be defensible 
and documented. 

On page 32 of the SPP, it is stated: 

Queensland Government employees must comply with the following four inter-linked principles of probity and 
accountability in procurement: 

• fairness and accountability 
• transparency of process 
• confidentiality and security of information and materials 
• effective management of conflicts of interest. 

Among the key areas where probity must be incorporated into an agency's procurement systems, policies and 
procedures, are the: 

• procurement planning process 
• internal organisation and decision making processes 
• security and confidentiality arrangements 
• communication with offerors 
• offer evaluation and selection 
• promoting a probity-orientated culture 
• management of probity issues. 

It is considered that all of the above are relevant to RQL's processes. 

I am happy to discuss. 

Regards Carol 

1 



RQL.110.001.0003

http://www.ggm.gld.gov.au/02 policv!spp.htm 

From: Malcolm Tuttle [mailto:mtuttle@racingqueensland.com.au] 
Sent: Wednesday, 9 November 201112:46 PM 
To: Kelly, Michael- Racing 
Cc: Perrett, Carol 
Subject: yesterday's conversation 

Mike/Carol 
Can you pis review and confirm I have this correct. 

1. Going forward tender process required 
2. RQ will compare state purchasing policy with RQL procurement policy and provide you with further 

feedback re, tender levels (dollar value when required), quotation levels and preferred supplier levels 
3. If project is over project budget even though it is within overall budget Govt approval is required. Options 

are: RQL absorbs amount, We seek adjustments now, We seek adjustments in Feb when Cabinet sits (One 
more go only) 

4. Going forward project manager role separate from other disciplines (Sole PM for entire plan ok) 
5. Any previous related party approvals ie project manager/consultant to be fully documented with disclosure 

forming part of docs 
6. Any future related party engagements to be avoided where possible 
7. Multiple disciplines within a project being awarded to one consultant to be avoided where possible. If not 

fully documented reasons to accompany all approvals with conditions as necessary 
8. Ok to finalize Beaudesert plan and submit. Wait for feedback and then move onto Cairns etc 
9. Letter ok for Logan with invoice 

Grateful for feedback- this was taken from my notes 

Tks and regards 

Malcolm Tuttle 
ief Executive Officer 

G ""~~=-,=····-·- P~ +~~x 76:~~~n9~;~e QLD 4017 

F +61 7 3269 9043 
M +61 419 759 457 
E mtuttle@racingqueensland.com.au 
W www.racingqueensland.com.au 

*****************************E-Mail Disclaimer************************** 

This email, together with any attachments, is intended for the named 
recipient only. This email may contain information which is confidential, 
of a private nature or which is subject to legal professional privilege or 
copyright. Accordingly, any form of disclosure, modification, distribution 
and/or publication of this email message is prohibited unless expressly 
authorised by the sender acting with the Authority of or on behalf of 
Racing Queensland Limited. 

If you have received this email by mistake, please inform the sender as 
soon as possible and delete the message and any copies of this message from 
your computer system network. The confidentiality, privacy or legal 

2 
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professional privilege attached to this email is not waived or destroyed by 
that mistake. 

It is your responsibility to ensure that this email does not contain and 
is not affected by computer viruses, defect or interference by third parties 
or replication problems (including incompatibility with your computer system). 

Unless expressly attributed, the views expressed in this email do not 
necessarily represent the views of Racing Queensland Limited. 

3 
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RACING 
O,!JEENSLAND 

In attendance: 

Minutes: 

Minutes of 
Industry Infrastructure Plan Control Group 

1 0 November 2011 

RQL Board Room, Head Office, Deagon 

Meeting Commenced at 1 :45pm 
Meeting Concluded at 3:30pm 

Malcolm Tuttle- chairman 
Paul Brennan 
Shara Reid 
Mark Snowdon 
Ron Mathofer (guest) 
Blair Odgers (guest) 
Deanna Dart (guest) 
Bob Bentley (guest for part of meeting) 

Kearra Christensen 

The chairman opened the meeting at 1:45pm. 

1. Apologies 

\(jtl APPENDIX A 

RACING 
Cl1JEENSLAND 

As per the minutes of the October 12, 2011, Industry Infrastructure Plan Control 
Group (IIPCG) meeting, Mr Adam Carter was not available to attend this meeting, 
however, Mr Ron Mathofer attended to assist in his absence. Mr Carter will be 
available to attend the next II PCG meeting on November 17, 2011. 

2. Confirmation of minutes 

The minutes frorn the meeting of October 25, 2011, were confirmed and signed by 
the chairman (attached). 

3. Review action sheet 

The action sheet following the meeting of October 25, 2011, was reviewed and 
updates provided. 

4. Process flowcharts for business cases and compliance 

The internal process flowcharts from the IIPCG charter were reviewed and minor 
amendments effected. The group outlined its agreement with the internal process 
flowcharts. The chairman emphasised that compliance with the agreed processes 
was critical. 

5. Project manager role and checking of invoices 

This issue was raised in circumstances where the project manager holds 
additional roles in respect of any one project. The group noted that the project 
manager, Contour, has multiple roles at Mackay and agreed that this was less 
than ideal. The IIPCG also noted that Racing Queensland Limited (RQL) was 
required to commence the Mackay project urgently. Mr Mark Snowdon has 
undertaken to ensure that in these circumstances any instructions or invoices 
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between the consultant and the project manager are vetted and approved by him. 
This ensures that there is transparency and that reasonable levels of probity are 
satisfied. Mr Snowdon will advise the project manager and consultants accordingly 
and will ensure that the process is followed. 

6. Project manager engagement of consultants - reguirement for tender 

The IIPCG noted the attached emails between Mr Malcolm Tuttle and Ms Carol 
Perrett of the Office of Racing dated November 9 and 10, following a meeting 
between Mr Snowdon and Ms Perrett. The group also noted an email from RQL 
Board director Mr Tony Hanmer dated November 6 and an email from Mr Tuttle to 
Mr Snowdon dated November 5. These emails discuss the levels of probity and 
transparency required to satisfy RQL's obligations. 

Mr Ron Mathofer undertook to work through the RQL purchasing policy and the 
state purchasing policy, paying particular attention to the points raised by Ms 
Perrett in her email of November 10. Mr Mathofer and Mr Snowdon undertook to 
identify any discrepancies in the purchasing policies and discuss them with Mr 
Mike Kelly of the Office of Racing to rectify any issues. The outcome required is 
that the procurement document is further developed, meeting both RQL and 
government standards on value, transparency and probity. 

The IIPCG discussed the attached emails between Mr Tuttle and Mr Tony Hanmer 
dated November 6. Mrs Shara Reid undertook to respond to Mr Hanmer under Mr 
Bob Bentley's hand reminding Mr Hanmer of the contract approval process, which 
was approved by the RQL board. 

7. Board approval for amended project budgets 

The IIPCG agreed that as per the internal process flowcharts that any 
amendments to the budget are to be presented to the board for approval and that 
these were ultimately to be presented to government following board approval. 
The II PCG noted that RQL had only one opportunity to take amendments to 
government. 

The chairman asked Mrs Reid if the individual project budgets had been approved 
by the board. Mrs Reid advised that the board had been advised and were aware 
of the budgets. The chairman requested that Mr Snowdon ensure that the budgets 
with amendments be approved by the board as a matter of urgency. 

8. Instructions and/or approvals outside the IIPCG charter and approved 
procedures 

It was agreed that subsequent to engagement, consultants are to be advised to 
report any purchase orders/costs outside of the budget to Mr Snowdon for 
approval. As project director, it is Mr Snowdon's responsibility to ensure that the 
appropriately authorised people are providing instructions. 

Mr Snowdon undertook to confirm with the project team(s) that all instructions are 
to be derived from the relevant people, including where applicable, by himself. The 
chairman requested that all material conversations and emails should be 
documented where applicable and referred to the group for consideration and/or 
noting. It was noted that this is difficult if the group is not aware of the 
conversations. 
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9. Informal conversations with government 

It was agreed that in all circumstances whereby a material conversation occurs 
with the government in relation to the industry infrastructure plan, it is to be 
emailed back to government for review, before providing it to the IIPCG secretary, 
Ms Kearra Christensen, to be noted by the IIPCG at its next meeting. 

1 0. Update on progress and format for information day for Deagon development 

It was noted that all of the members of the IIPCG have been kept well appraised of 
this item due to numerous email exchanges that have occurred. 

Mr Blair Odgers undertook to ensure that a briefing would be provided to the 
government following each day of consultation and to keep government apprised 
of the program. 

Mrs Deanna Dart undertook to provide Mrs Reid with a running sheet of the 
information days. 

The chairman emphasised the importance of doing this right to ensure that our 
neighbours and local business were well informed. 

11. Development of the revised timeframes for Beaudesert, Cairns and 
Rockhampton projects following advice on government business case 
reguirements and approvals processes 

Mr Paul Brennan will continue to work on this with Mr Snowdon, as it is critical that 
we are in a position to convey accurate information to clubs and local 
communities. It is imperative that we do not set unrealistic expectations and fail to 
deliver on the expectations. 

12. Necessity to provide the industry participants and the clubs with realistic 
timeframes on proposed start and finish dates 

Mr Brennan advised that due to the significant noise made by RQL in relation to 
these projects that it was necessary for us to keep the relevant stakeholders 
engaged and up-to-date in relation to the delays. 

Mr Brennan further advised that he is meeting with the Beaudesert Race Club 
directors tomorrow to advise them of a likely start date and will prepare a 
statement in relation to the delays. Mr Brennan will provide this statement to Mr 
Odgers to publish. 

Mr Bentley will assist Mr Brennan with the presentation to the Beaudesert Race 
Club directors, as Mr Bentley has been involved with the project. 

13. Development of a strategy/announcement to mitigate the fallout against RQL 
from the significant delays in the comments of work at these venues 

Mr Brennan will discuss this with Mr Odgers after the meeting to ascertain whether 
a strategy needs to be developed and implemented. 

14. Internal financial process. 

Refer to item 6 above. 
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15. Discuss the conversation had with the Office of Racing on 8/11 

Refer to item 6 above and the attached emails were noted. 

16. Finalise acceptance of the tenderer for the swab stall and jockey room for 
Mackay 

Mrs Reid advised that she had completed the relevant checks and passed them 
on to Mr Mathofer to enable him to undertake a review of the finances. 

Mr Snowdon advised that the project could be over by $800,000, but that at this 
stage his application for an additional $40,000 was compliant with the agreed 
internal financial document. 

Following discussion, it was agreed that as this project overall was likely to exceed 
1% of the project value or by $200,000 and that a special RQL board meeting 
should be called to seek approval of the budgets with amendments. 

Mrs Reid undertook to arrange a board meeting as a matter of urgency and Mr 
Snowdon undertook to prepare the necessary board papers. 

17. Other business 

Project timelines and budgets 
Mr Snowdon provided a copy of the project timelines and budgets that were 
presented to board on November 4, 2011, for noting. Mr Mathofer advised he was 
in the process of auditing the cash flow budgets and will report back to the group 
on the matter as soon as possible. 

Mackay project and business case development 
It was agreed that a review would need to be undertaken of the engagement of 
consultants for Mackay and for the development of business cases. Mr Snowdon 
will lead this audit with the assistance of Mr Mathofer. The outcome required is 
that RQL is able to demonstrate, with all engagements to date for the industry 
infrastructure plan, appropriate standards of probity, transparency and value for 
money can be demonstrated. 

Deagon 
Discussion took place on Deagon in relation to why the council has determined to 
consider RQL's development application as opposed to the normal process of 
consideration within council. It was agreed that Mr Snowdon prepare a letter to be 
signed by Mr Bentley to the Lord Mayor seeking an explanation as the council's 
decision. 

18. Next meeting 

The n~;jting is scheduled for November 17, 2011, at 1:OOpm. 

Confirm ~rue and correct record. 

~, 

irman 
ated .. }~ ... ./ ... U .. .! ... \L .. 
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Background 

Racing Queensland Limited 
Infrastructure Plan 

Internal Financial Process 

~ 
RACING 
Ql.JEENSLANO 

On 19 July 2011, the Queensland Government approved the amended infrastructure plan and 
extended the Wagering Tax relief from 4 to 5 years. 

Overview 

All transactions will be processed through the Racing Queensland Limited (RQL) data base in 
Sun and will be kept separate from the RQL operating account. 

All payments are to be paid from the following NAB bank Account:-

Budgets 

a) Project Director is to liaise with Contour Consulting Engineers (CCE) to ensure the 
budget is on track and to ensure an up to date cash flow and reconciliation is in place. 

b) Project Director to liaise with Chief Financial Officer (CFO) to ensure that the budgets 
and cash flows are up to date to ensure sufficient time is allowed to draw down from 
investments and/or the Queensland Treasury Corporation (QTC). 

The first meeting with QTC indicated reasonable flexibility with the loan facility in that we could 
do monthly drawdowns if required. As QTC will be charging an interest cost on drawn down 
funds there is little advantage in drawing down from the facility early and investing the funds 
until required. 

Once the budget has been approved by the Board and a business case has been completed 
and approved for each project for each facility by both the Board of RQL and Treasury, tenders 

Updated Vs2 - Monday, 19 September 2011 
Print Date 7 November 2011 Page 1 of 11 



RQL.136.004.0046

~ 
RACING 
Ql)EENSLAN D 

will need to be completed and reviewed by CCE and the Project Director and the Industry 
Infrastructure Project Control Group (IIPCG). 

Treasury have indicated that they do not wish to receive business cases without statutory 
planning approval; otherwise they will be approving funds on a conditional business case. 

All items outside of the budget with a tolerance level of greater than either 1% or $200K of the 
project value will require Board approval. 

1. Purchase Orders 

In the interim, while IPOS (Electronic Procurement System) is not up and running, manual 
purchase orders will need to be prepared. See Accounts Payable (AP) for purchase order 
books. 

Purchase orders must be prepared prior to the goods and/or services being requested and 
signed by an authorised officer. All purchasing must be in accordance with the RQL Purchasing 
Policy:-

http://sharepoint/Policies/FIN poiOOl RQL%20PurchasingPolicy.doc 

Suppliers:-

All suppliers will only be added after they have gone through the tender process and been 
signed off by the Project Director, CFO, Senior Corporate Counsel and Chief Executive Officer 
(CEO). 

A full risk profile must be undertaken for each supplier reviewing the following:-

The selection of suppliers or preferred suppliers should be based on selection criteria that could include: 

• Technical capability and experience 

• Financial capacity and viability 

System and management responsibility incorporating product and service compliance with 
agreed industry standards 

• People 

• Business/organisation factors, and 

• Favourable referee reports (a successful track record to deliver). 

A risk profile could include the following in the checklist and be signed off by the Project Director 
and/or CFO and/or Senior Corporate Counsel as long as there are 2 delegated officers reviewing and 
would be done in the tender process prior to preparing the contract. 

Managing Risk with Suppliers:-

When evaluating preferred suppliers, a risk analysis should be performed as part of that process. In line 
with RQL's risk management framework , the following 4 point scale can be adopted to assess risks 
associated with suppliers as identified below. 
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Rat1ng Descnpt1on 

4 Extreme Risk 

3 High Risk 

2 Moderate Risk 

1 Low Risk 

Criteria Sub-Criteria 

1. History and Development of the Supplier's • Longevity/stability of the business 
Business • Principal activities and past successes 

• Market experience 

2. Critical Performance Elements of the Contract • Availability of critical elements 

• Reliance on another party (sub-contracting) 

• Dispute management processes 

• Confidentiality management 

3. Insurance • Workers Compensation 

• Public Indemnity Insurance 

• Professional Indemnity 

4. Quality Assurance • AS/NZS ISO 9001/2000 Quality Assurance 
accreditation 

5. Management and Employees • Experience of management team 

6. Legal Background and Capital Structure • Ownership 

• Control of the business 

• Loan arrangements 

• Legal agreements 

7. Financial Viability • Financial strength and viability 

• Gearing level and credit rating 

• Contingency funding and current level of 
operations 

• Reasonableness of information 

• Compliance with the Australian 
Corporations Law (if relevant) 

An overall risk score should be derived for the supplier. This could be an average of the scores for each 
risk area or could be more complex by weighting certain and then calculating a range of scores to 
ascertain the overall risk. 

Treatment strategies should be developed to mitigate the risks. A potential supplier assessed as either 
extreme or high, in terms of their ability to deliver the services proposed, may still be acceptable, provided 
that the risk is capable of being effectively managed by RQL or treated by the supplier. A risk, for 
example, could be treated by requiring a bank guarantee to protect RQL's interests as you have 
highlighted a % of the contract value. Risks should also be monitored on an ongoing basis to ensure that 
any events or circumstances have been identified that necessitates a review of the level of risk assigned. 

The above table could incorporate a 2 tiered approach whereby low risk contractual arrangements 
perhaps only incorporate an assessment of risk criteria 1 to 3 above but more complex or higher risk 
procurement incorporates an assessment for all criteria i.e. from 1 to 6. 
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2. Delegations 

All invoices must be checked and signed by the Project Director even if outside of delegation 
limit. The Project Director is to obtain the approval of the CEO or Board if over his delegation 
limit. 

All delegations are to be in line with the RQL purchasing policy. 

Officer Delegation 
Limit 

Board Initial Budget or 
project 

variations 
outside of 

tolerance level 
CEO All invoices 

over $50K 
Project Director $50K 
CFO $50K 
Director of Product Development $50K 
Racecourse Development $20K 
ManaQer 

All items outside of the approved budget with a tolerance level of greater than either 1% 
or $200K of the project value will require Board approval. 

3. Accounts Payable (AP) 

The RQL AP Officer is the contact for the accounts payable function of the infrastructure plan. 
However, it is important to copy in the RQL Project Accountant into all correspondence. 

The procedure for processing invoices/payments is as follows: 

• Check with AP if the supplier has been set up in the system. 
• Sufficient time (2 days) must be given to AP for this to be done. 
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• If not, send the supplier the "New Supplier Application" form in which they forward 
through to the accounts payable officer once completed. 

• All invoices to be pre coded and signed and approved by an authorised RQL 
representative per the approved delegation and sent through to the accounts payable 
officer. 

RQL conducts payment runs every Friday. To ensure the payment is processed on time, the 
supplier's details and the authorised invoice need to be received at RQL by the prior 
Wednesday. If these details are not received by close of business Wednesday, they will not be 
processed and paid that week and will paid in the following week's payment run. 

It is the responsibility of the Project Director that these conditions are met to ensure prompt 
payment, particularly in the case of 7 day accounts. All other invoices will be paid according to 
the payment terms. It is the responsibility of the Project Director to liaise with the suppliers to 
ensure appropriate payment terms are in place based on the above process. Where at all 
possible, RQL will insist on 30 day invoices and will endeavour to avoid any invoices being 
prepared under the Building and Construction Industry Payments Act 2004. 

Coding:-

All invoices need to be authorised and checked against budget by the Project Director prior to 
be being received by AP and coded as follows:-

"";airns Jockey Club -
Canon Park 
Townsville Turf Club - 11339 
Cluden Park 
Mackay Turf Club - 11333 33 
Ooral Park 
Rock hampton 11334 57GH 
Greyhound Club 
Callaghan Park 
G ounds On 

12394 23 

IIPLN - Industry Infrastructure Plan 
AD -Asset Development 

IIPLN AD 08 

IIPLN AD 08 02- THB 

IIPLN AD 03 04 - Greyhounds 

IIPLN AD 02 

** The project codes are broken down further per area to easily identify the asset and are as per 
the following link and attachment "A" 
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IIPN New Codes.xlsx 

4. Cheque/Electronic Funds Transfer (EFD Signatories 

Payments will not be processed without the prior approval of the Project Director and CCE's 
representative. Once approval is received, two of the following five designations are required to 
authorise each payment on behalf of the infrastructure plan via EFT: 

- CFO 
- Management Accountant 
- Revenue Services Accountant 
- Business Analyst 
- Senior Corporate Counsel/Company Secretary 

Petty Cash:-

The procedure for processing petty cash is as follows: 

• Send through to AP Officer the petty cash reimbursement form along with necessary 
receipts. 

• RQL processes the cheque to be signed by CFO or equivalent. 

Sufficient time is required to return the petty cash cheque. Please reimburse the petty cash fund 
regularly to prevent any shortage. 

It is recommended that urgent correspondence be sent through an external mailing system or 
scanned and emailed with the originals sent in the post. 

The Accounts Receivable (AR) and AP function are vital to the successful management of the 
Infrastructure Plan. It is extremely important that the Project Director of the Infrastructure Plan 
continually liaises with the AR and AP departments as well as RQL staff liaise and provide 
feedback to the Project Director. 

5. Credit Card Process 

The credit card is designated for use by the authorised card holder when: 

• a creditor account has not been set up 
• or is a one off payment to a creditor not normally used 
• or based on necessity e.g. travel. 

Process:· 

• Credit Card Statement received by authorised card holder. 
• Attach invoices/receipts for corresponding debit amounts on the statement and send 

through to the accounts payable officer within 3 days of receipt of credit card statement. 
• Statement is coded and allocated to the relevant ledger accounts. 
• Payment is made by direct debit monthly. 

Updated Vs2- Monday, 19 September 2011 
Print Date 7 November 2011 Page 6 of 11 



RQL.136.004.0051

(fj 
RACING 
QV EE NSLAND 

6. Accounts Receivable 

Where required, the RQL AR Officer is the contact for the AR function if an invoice is required to 
be raised for the Infrastructure Plan. However, it is important to copy in the RQL Revenue 
Services Accountant into all correspondence. 

The procedure for raising an invoice is as follows: 
• An authorised Infrastructure Plan representative is to fill out an invoice request form and 

send through to the AR Officer. 
• The request form must include the following information to facilitate accounts receivable 

following up any issues 
o Name 
o Address 
o Phone Number 
o E-mail (optional but preferred) 
o Payment Terms 
o Supporting Documentation (e.g. sponsorship agreements) 
o Signed by an authorised Infrastructure Plan representative 

Once the invoice request form is completed in its entirety, the invoice will be created and within 
3 working days of receipt. 

A final authorisation is required from the RQL Revenue Services Accountant prior to processing. 

Once authorised the invoice will be processed and issued by the following working day. 

Statements will be issued the first working day of the month. 

For any adjustments that may be required (e.g. refund, credits), an adjustment form is required 
to be completed by an authorised Infrastructure Plan representative and sent through to the 
accounts receivable officer. 

A final authorisation is required from the RQL Revenue Services Accountant prior to processing. 

7. Payroll 

For all additional employees from 1 July 2010 payroll is paid monthly on the 141
h of each month, 

approximately 2 weeks in arrears and 2 weeks in advance with the exception of: 

• Casual employees 
• Facility maintenance staff dependant on their circumstances and in consultation with the 

executive manager. 
• Employees on fortnightly arrangements prior to 1 July 2010 

For these employees payroll is run on a fortnightly basis paid on a Wednesday in arrears. The 
payroll period is Monday to the following Sunday. 

Process:-
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• Timesheets are due by close of business Monday for the previous fortnight sent through 
to the payroll officer. 

• Project Director Authorisation is required to be sent through to the payroll officer by 
midday Tuesday of the pay run week. 

• All leave and payroll requests are due to payroll 3 days prior to processing. 
• All leave and payslips are available through the employee services portal on the intranet 

through ConnX. 
• Payroll is processed and then checked and payment authorised by two authorising RQL 

delegates (see no.1 ). 
• Salaries are due in the employees' bank account fortnightly on a Wednesday. 
• Monthly salaries are due on the 141

h of each month. 

From 1 July 2011 there will be the following RQL employees dedicated to the infrastructure plan 

POSITION NAME EMAIL DIRECT 
PHONE 

Project Director Mark Snowdon msnowdon@ racinaaueensland.com.au 07 3869 9402 
Executive Assistant Deanna Dart ddart@ racingqueensland.com.au 07 3869 9405 
Assets & 
Infrastructure 
Accounts Payable TBA TBA TBA 

All other RQL employees who are involved with providing advice and working on the 
infrastructure plan and/or processing of payments will need to complete an Infrastructure time 
sheet which will need to be authorised by the project director. A monthly Journal will need to be 
receded from the RQL salaries operating account to the infrastructure plan per a project seeking 
reimbursement of this expenditure from 1 July 2011 . 

It is anticipated that a total fee required from the IIPLN be formulated for the use of RQL 
employees. This total figure will then be allocated over the projects relevant to the work and 
time required. Time sheets will then be written up to reflect the fees charged. 

Infrastructure Plan Timesheet (click on link to timesheet) 

If the II PLN does not have a specific account amounts are allocated to and will then be 
reallocated to the specific project. 

8. Expense reimbursement 

All expenses are to be reimbursed in line with the expense reimbursements policy and in line 
with the appropriate delegation. 

Updated Vs2 • Monday, 19 September 2011 
Print Date 7 November 2011 Page 8 of 11 



RQL.136.004.0053

~ 
RACING 
Q!,JEENSLAND 

http://sharepoint/ Policies/FIN pol003 Expense%20Reimbursement%20Policy.doc 

9. Investments/Term Deposits 

Term Deposit and investment advice is provided by the CFO and/or Management Accountant 
through a number of institutions currently, NAB, QTC, Westpac, CBA or ANZ and is invested by 
the Senior Finance Officer- Treasury 

1 0. Cash flow and Budgets 

The Project Director is to liaise with CCE to ensure the budget is on track and to ensure an up 
to date cash flow is in place. The Project Director to liaise with CFO to ensure that the budgets 
and cash flows are up to date to ensure sufficient time is allowed to draw down from 
investments and/or Treasury to ensure payments can be made within the agreed credit terms. 
Once done, authorised payments are to be made. Finance Department to manage and produce 
budget to actual reports for RQL Board and Government. 

Senior Finance Officer and Accountant to review daily cash requirements for AP and other 
requirements 

11. Monthly Financial Statements - Project Reconciliations 

RQL will provide monthly financial statements - Project Reconciliations by working day 10 of the 
following month. These statements are prepared by the Project Accountant and will be reviewed 
by the CFO or Management Accountant prior to release. These reconciliations must be agreed 
by the Project Director prior to being released to the IIPCG or the Board. 

12. Urgent transactional delivery 

The Management Accountant is the first point of contact to assist in the delivery of any urgent 
transactions or financial enquiries. 

If the Management Accountant is unavailable, please contact the CFO or any contact on your 
contacts list below so that they can source the appropriate authority and escalate the delivery as 
required. 

13. Club Restructures and financial modelling 

RQL will pursue partnership arrangements with clubs and the Business Analyst will assist with 
all financial modelling and support. 

14. RQL employees with responsibilities on behalf of the Infrastructure Plan 

As mentioned above, RQL provides the following employee resources to assist with the 
Infrastructure Plan accounts: 

- Compliance/Project Accountant 
- Accountant 
- AP Officer 
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- AR Officer, and 
- Payroll. 

The CFO and Management Accountant provide direction to the above employees as well as 
assisting the Infrastructure Plan directly on any higher level financial analysis or needs. 

The senior accountants (Revenue Services Accountant and Project Accountant) are also 
utilised to ensure correct processing, coding and authorising of all transactions has been 
adhered to as per RQL credit and purchasing policies. 

All the above mentioned resources are full time permanent RQL employees who assist in the 
Infrastructure Plan accounts on the basis of hours needed to fulfil the deadlines, processing, 
reporting requirements and any other financial advice as deemed appropriate and relevant. 
RQL also provides back up assistance from within the Finance Department to alleviate any 
concerns relating to leave or turnover of staff. 

Following are the current RQL contacts assisting with financial functions as at today's date: 

POSITION NAME EMAIL 

CFO Adam Carter acarter@ racinaaueensland.com.au 
Management Sharon Drew sdrew@ racinggueensland.com.au 
Accountant 
Business Analyst Ron Mathofer rmathoter@ racinaaueensland.com.au 
Financial/Compliance/ Jeffrey Zeppa jzeQQa@ racinggueensland.com.au 
Project Accountant 
Revenue Services Murray Dyke mdyke@ racinggueensland.com.au 
Accountant 
Senior Finance Officer Kees Van der kvanderwaal@ racinggueensland.com. 

Waal au 
Accountant Craig Roberts croberts@ racinaaueensland.com.au 
Accounts Receivable Janet Roth jroth@ racinggueensland.com.au 

Accounts Payable Su Agate aQ@ racinggueensland.com .au 
Karin Schreiber sagate@ racinggueensland.com .au 

kschreiber@ racinggueensland .com .au 

Payroll Leanne Lorena llorena@ racinggueensland.com.au 
oavroll@ racinaaueensland.com.au 

RQL will endeavour to update your contact list as soon as any changes occur. 

If you have any further queries please do not hesitate to contact me by emai l 
acarter@racinggueensland.com.au or by mobile 0400 761 700. 

ADAM CARTER 

DIRECT 
PHONE 
07 3869 9702 
07 3869 9704 

07 3869 9716 
07 3869 9713 

07 3869 9727 

07 3869 9706 

07 3869 9718 
07 3869 9711 

07 3869 9714 

07 3869 9703 

07 3869 9708 
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Chief Financial Officer 

) 
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RE: Purchasing Policy review

From: Malcolm Tuttle <mtuttle@racingqueensland.com.au>

To: Ron Mathofer <rmatuofer@racingqueensland.com.au>, Kearra Christensen
<kchristensen@racingqueensland.com.au>, Adam Carter <acarter@racingqueensland.com.au>, Blair
Odgers <bodgers@racingqueensland.com.au>, Deanna Dart <ddart@racingqueensland.com.au>,
Mark Snowdon <msnowdon@racingqueensland.com.au>, Paul Brennan
<pbrennan@racingqueensland.com.au>, Shara Reid <sreid@racingqueensland.com.au>

Date: Tue, 06 Dec 2011 09:24:19 +1000

Attachments: image001.png (13.63 kB)

Tks Ron
I am not sure if you have had much feedback on these documents but I note a fundamental problem with the RQL
Infrastructure Plan IFP document where in the opening para it requires the project Director to liaise with Contour.
This clearly suggests that Contour has a predetermined roll with the Plan.
Could I suggest you include documents on the next agenda of the IIPCG and that you step us through the docs. We
have a meeting on Thursday.
Regards
 

Malcolm Tuttle
Chief Executive Officer

                  PO Box 63, Sandgate QLD 4017
                  P +61 7 3869 9730
                  F +61 7 3269 9043
                  +61 419 759 457M 

                                  E mtuttle@racingqueensland..com.au
                                  W www.racingqueensland.com.au
 

From: Ron Mathofer 
 Thursday, 1 December 2011 1:07 PMSent:

 Kearra Christensen; Adam Carter; Blair Odgers; Deanna Dart; Malcolm Tuttle; Mark Snowdon; Paul Brennan;To:
Shara Reid

 RE: Purchasing Policy reviewSubject:
 
Good Afternoon All,
 
As per last meeting, please find attached the draft addendum to the RQL purchasing policy for your review and
feedback prior to seeking comment from the Office of Racing. Also attached is the Infrastructure Plan – Finance
Process document for review and feedback.
 
Both should be reviewed in conjunction with the current RQL Purchasing Policy.
 
We would like to forward these to Carol Perrett as soon as possible so that we can get feedback by 9 December giving
us time to finalise for the Board at the upcoming Board Meeting.
 
Regards,
 
Ron Mathofer
Business Analyst

         PO Box 63, Sandgate QLD 4017

RQL.141.005.0337

http://www.racingqueensland..com.au/


         P +61 7 3869 9716
         F +61 7 3269 9304
         M 0409 287 932

         E rmathofer@racingqueensland..com.au
                    W www. racingqueensland.com.au
 

From: Kearra Christensen 
 Wednesday, November 30, 2011 12:45 PMSent:

 Adam Carter; Blair Odgers; Deanna Dart; Malcolm Tuttle; Mark Snowdon; Paul Brennan; Ron Mathofer; SharaTo:
Reid

 AgendaSubject:
 HighImportance:

 
Good afternoon all.
 
I apologise for the tardiness of this request, but in preparation for the IIPCG meeting tomorrow (1/12), please advise
me of any items that you would like to include as part of the agenda by 4:00pm today.
 
Thanks and I look forward to hearing from you soon.
 
Kind regards,
 

Kearra Christensen
Executive Assistant to CEO

                  PO Box 63, Sandgate QLD 4017
                  P +61 7 3869 9720
                  F +61 7 3269 9043
                  +61 4 39 020 111M 

                                  E kchristensen@racingqueensland.com.au
                                  W www.racingqueensland.com.au
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Racing Queensland Limited 
Infrastructure Plan 

Internal Financial Process 
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On 19 July 2011, the Queensland Government approved the amended infrastructure plan and 
extended the Wagering Tax relief from 4 to 5 years. 

Overview 

All transactions will be processed through the Racing Queensland Limited (RQL) data base in 
Sun and will be kept separate from the RQL operating account. 

All payments are to be paid from the following NAB bank Account:-

Budgets 

a) Project Director is to liaise with the Project Management representative to ensure the 
budget is on track and to ensure an up to date cash flow and reconciliation is in place. 

b) Project Director to liaise with Chief Financial Officer (CFO) to ensure that the budgets 
and cash flows are up to date to ensure sufficient time is allowed to draw down from 
investments and/or the Queensland Treasury Corporation (QTC). 

The first meeting with QTC indicated reasonable flexibility with the loan facility in that we could 
do monthly drawdowns if required. As QTC will be charging an interest cost on drawn down 
funds there is little advantage in drawing down from the facility early and investing the funds 
until required. 

Once the budget has been approved by the Board and a business case has been completed 
and approved for each project for each facility by both the Board of RQL and Treasury, tenders 
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will need to be completed and reviewed by the Project Management representative and the 
Project Director and the Industry Infrastructure Project Control Group (IIPCG). 

Treasury have indicated that they do not wish to receive business cases without statutory 
planning approval; otherwise they will be approving funds on a conditional business cae 

All items outside of the budget with an aggregate tolerance level of greater than eit er 1% r 
$200K of the project value will require Board approval. · . 

1. Purchase Orders 

In the interim, while IPOS (Electronic Procurement System) is not up and running, manual 
purchase orders will need to be prepared. See Accounts Payable (AP) for purchase order 
books. 

Purchase orders must be prepared prior to the goods and/or services being requested and 
signed by an authorised officer. All purchasing must be in accordance with the RQL Purchasing 
Policy:-

http://sharepoint/Policies/FIN poiOOl RQL%20PurchasingPolicy.doc 

Suppliers:-

Suppliers will only be added after they have gone through the tender process and been signed 
off by the Project Director, CFO, Senior Corporate Counsel and Chief Executive Officer (CEO). 

A full risk profile must be undertaken for each supplier reviewing the following:-

The selection of suppliers or preferred suppliers should be based on selection criteria that may include: 

Technical capability and experience 

Financial capacity and viability 

System and management responsibility incorporating product and service compliance with 
agreed industry standards 

• People 

• Business/organisation factors, and 

• Favourable referee reports (a successful track record to deliver). 

A risk profile may include the following in the checklist and be signed off by the Project Director 
and/or CFO and/or Senior Corporate Counsel as long as there are 2 delegated officers reviewing and 
would be done in the tender process prior to preparing the contract. 

An option for RQL is the use of organisations specialising in procurement processes such as preferred 
supplier lists, prequalifying suppliers and other supplier related contractual arrangements as an 
alternative or addition to in-house procurement processes. 

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/ 
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RQL is currently in discussions with Local Buy relating to supplier panel selection processes and 
procurement needs of the organisation. 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 

Managing Risk with Suppliers:-

When evaluating preferred suppliers, a risk analysis should be performed as part of that process. In line 
with RQL's risk management framework, the following 4 point scale can be adopted to assess risks 
associated with suppliers as identified below. 

Rating Description 

4 Extreme Risk 

3 High Risk 

2 Moderate Risk 

1 Low Risk 

:~ €riteriffi- - -· · -::~- ;"--~.--~~-:suo-€ritefia:r ·- · ~ · ' 
-

];~~ ~ -· -- ----~ ~- ~ 
,_, ~ _..'.,~-- ~ 

- -- t "'-~-~- - --- ~-~\-

'' 

1. History and Development of the Supplier's 
Business 

2. Critical Performance Elements of the Contract 

3. Insurance 

4. Quality Assurance 

5. Management and Employees 

6. Legal Background and Capital Structure 

7. Financial Viability 
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Longevity/stability of the business 
Principal activities and past successes 
Market experience 

Availability of critical elements 
Reliance on another party (sub-contracting) 
Dispute management processes 
Confidentiality management 

Workers Compensation 
Public Indemnity Insurance 
Professional Indemnity 

AS/NZS ISO 9001/2000 Quality Assurance 
accreditation 

Experience of management team 

Ownership 
Control of the business 
Loan arrangements 
Legal agreements 

Financial strength and viability 
Gearing level and credit rating 
Contingency funding and current level of 
operations 
Reasonableness of information 
Compliance with the Australian 
Corporations Law (if relevant) 
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An overall risk score should be derived for the supplier. This may be an average of the scores for each 
risk area or may be more complex by weighting certain areas of risk and then calculating a range of 
scores to ascertain the overall risk. 

Treatment strategies should be developed to mitigate the risks. A potential supplier assessed as either 
extreme or high risk, in terms of their ability to deliver the services proposed, may still be acceptable, 
provided that the risk is capable of being effectively managed by RQL or treated by the supplier. A risk, 
for example, may be treated by requiring a bank guarantee a % of the contract value to protect RQL's 
interests. Risk should also be monitored on an ongoing basis to ensure that any events or circumstances 
have been identified that necessitates a review of the level of risk assigned. 

The above table may incorporate a 2 tiered approach whereby low risk contractual arrangements perhaps 
only incorporate an assessment of risk criteria 1 to 3 above but more complex or higher risk procurement 
incorporates an assessment for all criteria i.e. from 1 to 7. 

Where deemed necessary an independent third party such as services of a Quantity Surveyor may be 
utilised to ensure exposure to risk is minimised. 

2. Delegations 

All invoices must be checked and signed by the Project Director even if outside of delegation 
limit. The Project Director is to obtain the approval of the CEO or Board if over his delegation 
limit. 

All delegations are to be in line with the RQL purchasing policy. 

ptticer , , ,,' , , ~EJelegatiqn, . I 
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Board 

CEO 

Project Director 
CFO 
Director of Product Development 

Development 

Initial Budget or 
project 

variations 
outside of 

tolerance level 
All invoices 
over $50K 

$50K 
$50K 
$50K 

Any line item where the % increase to that line item is above the % project contingency reqUI s 
approval in accord with the approved expenditure limits. Should a substantial line item b 
considerably over budget, whether in excess of the contingency % or not, it is the project 

gers responsibility to bring this to the attention of the IIPCG. Approval of all expenditure 
e in accord with agreed policies and procedures and it is the responsibility of the project 

-~~er to ensure this is the case and to report on and manage expenditure in accord wit 
approve ets. 
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3. Accounts Payable (AP) 

The RQL AP Officer is the contact for the accounts payable function of the infrastructure plan. 
However, it is important to copy the RQL Project Accountant into all correspondence. 

The procedure for processing invoices/payments is as follows: 

• Check with AP if the supplier has been set up in the system. 
• Sufficient time (2 days) must be given to AP for this to be done. 
• If new, send the supplier the "New Supplier Application" form which is to be forward to 

the accounts payable officer once completed. 
• All invoices to be pre coded, signed and approved by an authorised RQL representative 

per the approved delegation and sent through to the accounts payable officer. 

RQL conducts payment runs every Friday. To ensure the payment is processed on time, the 
supplier's details and the authorised invoice need to be received at RQL by the preceding 
Wednesday. If these details are not received by close of business Wednesday, they will not be 
processed and paid that week and will paid in the following week's payment run. 

It is the responsibility of the Project Director to ensure these conditions are met to ensure 
prompt payment, particularly in the case of 7 day accounts. All other invoices will be paid 
according to the payment terms. It is the responsibility of the Project Director to liaise with the 
suppliers to ensure appropriate payment terms are in place based on the above process. Where 
possible, RQL will insist on 30 day invoices and will endeavour to avoid any invoices being 
prepared under the Building and Construction Industry Payments Act 2004. 
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Coding:-

All invoices need to be authorised and checked against budget by the Project Director prior to 
be being received by AP and coded as follows:-

:airns Jockey Club -
Canon Park 
Townsville Turf Club­
Cluden Park 
Mackay Turf Club -
Ooralea Park 
Rockhampton 
Greyhound Club 
Callaghan Park 
G On 

11339 

11333 

11334 

33 

57GH 

23 

IIPLN- Industry Infrastructure Plan 
AD - Asset Development 

IIPLN 

IIPLN 

IIPLN 

IIPLN 

02 - Thoroughbreds 
04-

AD 08 02- THB 

AD 08 02- THB 

AD 03 04 - Greyhounds 

AD 02 

** The project codes are broken down further per area to easily identify the asset and are as per 
the following link and attachment "A" 

I lPN New Codes.xlsx 

4. Cheque/Electronic Funds Transfer (EFT) Signatories 

Payments will not be processed without the prior approval of the Project Director and The 
Project Management representative. Once approval is received, two of the following five 
designations are required to authorise each payment on behalf of the infrastructure plan via 
EFT: 

- CFO 
- Management Accountant 
- Revenue Services Accountant 
- Business Analyst 
- Senior Corporate Counsel/Company Secretary 
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Petty Cash:-

The procedure for processing petty cash is as follows: 

• Send through to AP Officer the petty cash reimbursement form along with necessary 
receipts. 

• RQL processes the cheque to be signed by CFO or equivalent. 

Sufficient time is required to return the petty cash cheque. Please reimburse the petty cash fund 
regularly to prevent any shortage. 

It is recommended that urgent correspondence be sent through an external mailing system or 
scanned and emailed with the originals sent in the post. 

The Accounts Receivable (AR) and AP function are vital to the successful management of the 
Infrastructure Plan. It is extremely important that the Project Director of the Infrastructure Plan 
continually liaises with the AR and AP departments as well as RQL staff liaise and provide 
feedback to the Project Director. 

5. Credit Card Process 

The credit card is designated for use by the authorised card holder when: 

• a creditor account has not been set up 
• or is a one off payment to a creditor not normally used 
• or based on necessity e.g. travel. 

Process:-

• Credit Card Statement received by authorised card holder. 
• Attach invoices/receipts for corresponding debit amounts on the statement and send 

through to the accounts payable officer within 3 days of receipt of credit card statement. 
• Statement is coded and allocated to the relevant ledger accounts. 
• Payment is made by direct debit monthly. 

6. Accounts Receivable 

Where required, the RQL AR Officer is the contact for the AR function if an invoice is required to 
be raised for the Infrastructure Plan. However, it is important to copy in the RQL Revenue 
Services Accountant into all correspondence. 

The procedure for raising an invoice is as follows: 
• An authorised Infrastructure Plan representative is to fill out an invoice request form and 

send through to the AR Officer. 
• The request form must include the following information to facilitate accounts receivable 

following up any issues 
o Name 
o Address 
o Phone Number 
o E-mail (optional but preferred) 
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o Payment Terms 
o Supporting Documentation (e.g. sponsorship agreements) 
o Signed by an authorised Infrastructure Plan representative 

Once the invoice request form is completed in its entirety, the invoice will be created and within 
3 working days of receipt. 

A final authorisation is required from the RQL Revenue Services Accountant prior to processing. 

Once authorised the invoice will be processed and issued by the following working day. 

Statements will be issued the first working day of the month. 

For any adjustments that may be required (e.g. refund, credits), an adjustment form is required 
to be completed by an authorised Infrastructure Plan representative and sent through to the 
accounts receivable officer. 

A final authorisation is required from the RQL Revenue Services Accountant prior to processing. 

7. Payroll 

For all additional employees from 1 July 2010 payroll is paid monthly on the 141
h of each month, 

approximately 2 weeks in arrears and 2 weeks in advance with the exception of: 

• Casual employees 
• Facility maintenance staff dependant on their circumstances and in consultation with the 

executive manager. 
• Employees on fortnightly arrangements prior to 1 July 2010 

For these employees payroll is run on a fortnightly basis paid on a Wednesday in arrears. The 
payroll period is Monday to the following Sunday. 

Process:-

• Timesheets are due by close of business Monday for the previous fortnight sent through 
to the payroll officer. 

• Project Director Authorisation is required to be sent through to the payroll officer by 
midday Tuesday of the pay run week. 

• All leave and payroll requests are due to payroll 3 days prior to processing. 
• All leave and payslips are available through the employee services portal on the intranet 

through ConnX. 
• Payroll is processed and then checked and payment authorised by two authorising RQL 

delegates (see no.1 ). 
• Salaries are due in the employees' bank account fortnightly on a Wednesday. 
• Monthly salaries are due on the 141

h of each month. 

From 1 July 2011 there will be the following RQL employees dedicated to the infrastructure plan 
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POSITION NAME EMAIL DIRECT 
PHONE 

Project Director Mark Snowdon msnowdon@ racim:mueensland.com.au 07 3869 9402 
Executive Assistant Deanna Dart ddart@ racinggueensland.com .au 07 3869 9405 
Assets & 
Infrastructure 
Accounts Payable TBA TBA TBA 

All other RQL employees who are involved with providing advice and working on the 
infrastructure plan and/or processing of payments will need to complete an Infrastructure time 
sheet which will need to be authorised by the project director. A monthly Journal will need to be 
receded from the RQL salaries operating account to the infrastructure plan per a project seeking 
reimbursement of this expenditure from 1 July 2011. 

It is anticipated that a total fee required from the IIPLN be formulated for the use of RQL 
employees. This total figure will then be allocated over the projects relevant to the work and 
time required. Time sheets will then be written up to reflect the fees charged. 

Infrastructure Plan Timesheet (click on link to timesheet) 

If the IIPLN does not have a specific account amounts are allocated to and will then be 
reallocated to the specific project. 

8. Expense reimbursement 

All expenses are to be reimbursed in line with the expense reimbursements policy and in line 
with the appropriate delegation. 

http://sharepoint/Policies/FIN pol003 Expense%20Reimbursement%20Policy.doc 

9. Investments/Term Deposits 

Term Deposit and investment advice is provided by the CFO and/or Management Accountant 
through a number of institutions currently, NAB, QTC, Westpac, CBA or ANZ and is invested by 
the Senior Finance Officer- Treasury 

1 0. Cash flow and Budgets 

The Project Director is to liaise with The Project Management representative to ensure the 
budget is on track and to ensure an up to date cash flow is in place. The Project Director to 
liaise with CFO to ensure that the budgets and cash flows are up to date to ensum sufficient 
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time is allowed to draw down from investments and/or Treasury to ensure payments can be 
made within the agreed credit terms. Once done, authorised payments are to be made. The 
Finance Department to assist the Project Director and produce budget to actual reports for RQL 
Board and Government. 

Senior Finance Officer and Accountant to review daily cash requirements for AP and other 
requirements 

11. Monthly Financial Statements - Project Reconciliations 

RQL will provide monthly financial statements - Project Reconciliations by working day 10 of the 
following month. These statements are prepared by the Project Accountant and will be reviewed 
by the CFO or Management Accountant prior to release. These reconciliations must be agreed 
by the Project Director prior to being released to the IIPCG or the Board. 

12. Urgent transactional delivery 

The Management Accountant is the first point of contact to assist in the delivery of any urgent 
transactions or financial enquiries. 

If the Management Accountant is unavailable, please contact the CFO or any contact on your 
contacts list below so that they can source the appropriate authority and escalate the delivery as 
required. 

13. Club Restructures and financial modelling 

RQL will pursue partnership arrangements with clubs and the Business Analyst will assist with 
all financial modelling and support. 

14. RQL employees with responsibilities on behalf of the Infrastructure Plan 

As mentioned above, RQL provides the following employee resources to assist with the 
Infrastructure Plan accounts: 

- Compliance/Project Accountant 
- Accountant 
- AP Officer 
- AR Officer, and 
- Payroll. 

The CFO and Management Accountant provide direction to the above employees as well as 
assisting the Infrastructure Plan directly on any higher level financial analysis or needs. 

The senior accountants (Revenue Services Accountant and Project Accountant) are also 
utilised to ensure correct processing, coding and authorising of all transactions has been 
adhered to as per RQL credit and purchasing policies. 

All the above mentioned resources are full time permanent RQL employees who assist in the 
Infrastructure Plan accounts on the basis of hours needed to fulfil the deadlines, processing, 
reporting requirements and any other financial advice as deemed appropriate and relevant. 
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RQL also provides back up assistance from within the Finance Department to alleviate any 
concerns relating to leave or turnover of staff. 

Following are the current RQL contacts assisting with financial functions as at today's date: 

!PoSITION NAME EMAIL 

CFO Adam Carter acarter@ racinqqueensland.com .au 
Management Sharon Drew sdrew@ racinggueensland.com.au 
Accountant 
Business Analyst Ron Mathofer rmathofer@ racinqqueensland.com.au 
Financial/Compliance/ Jeffrey Zeppa jzetma@ racinggueensland .com .au 
Project Accountant 
Revenue Services Murray Dyke md~ke@ racinggueensland .com .au 
Accountant 
Senior Finance Officer Kees Van der kvanderwaal@ racinggueensland.com. 

Waal au 
Accountant Craig Roberts croberts@ racinaaueensland.com.au 
Accounts Receivable Janet Roth jroth@ racinggueensland.com.au 

Accounts Payable Su Agate a12@ racinggueensland.com .au 
Karin Schreiber sagate@ racinggueensland .com .au 

kschreiber@ racinggueensland.com .au 

Payroll leanne Lorena llorena@ racinggueensland.com.au 
oavroll@ racinaaueensland.com .au 

RQL will endeavour to update your contact list as soon as any changes occur. 

If you have any further queries please do not hesitate to contact me by email 
acarter@racinggueensland.com.au or by mobile 0400 761 700. 

ADAM CARTER 
Chief Financial Officer 

DIRECT 
PHONE 
07 3869 9702 
07 3869 9704 

07 3869 9716 
07 3869 9713 

07 3869 9727 

07 3869 9706 

07 3869 9718 
07 3869 9711 

07 3869 9714 

07 3869 9703 

07 3869 9708 
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