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Good afterncon Carol,

1 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 9718
F +61 7 3269 9304
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E mathofer@racinggueensland..com.au
W www, racingqueensland.com.au
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RACING QUEENSLAND LIMITED Finance Department

Introduction

This addendum has been prepared {o expand o
guidelines and procedures to be followed by office
managing purchasing activities to meet the organ 5
objectives of the policy.

been developed to ensur
completed in an accountab

The purchasmg pollcy,

Committee is guided in th
Industry Infrastructure E{L:in. {

Key Principles

In conducting all of its purchas
Queensland Limited to adhere,

1.

RACING

QUEENSLAND

PURCHASING POLICY;
INFRASTRUCTURE P '

lent to International Financial Reporting Standards A-IFRS and

ASIC.

“all times, to the key principles of:

Value for money,

ing Policy which provides
ited when undertaking and
8

activities, including infrastructure plan projects, it is the policy of Racing

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 compelitive, and where quality standards are met; and
6. Suppliers are compliant with all taxation requirements,
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RACING QUEENSLAND LIMITED Finance Department

Policy

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

s Reduce operating costs;

+ Reduce risk;

s Increase control, and

s Improve cash flow visibllity

Industry Infrastructure Plan

ust adhere o the strictest guidelines

Racing Queensland Limited’s Infrastructure Plan procurement ol
ojects come directly from the QLD

of Probity, Accountability and Transparency as the funds ;
Government and as such are expenditure of these funds is, e)&pected

All invoices must be checked and signed by th

L]
¢ The Project Director is to obtain th approval of t
o Al de!egatlons are to be inline w;
L ]
Suppliers

- e
ould consolidate its suppliers and utilise preferred
r here are several sources of supply and the purchase
relatlonshlp%g;gtfp a proven record of success. The advantages of
d smpitﬂes purchasmg, reduces administrative costs and

As much as possible,

System and manage sponsibility 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:

Value for money;

Quuality of product, service, and support;

Open and fair competition;

Probity and Accountability of outcomes;

Use of Queensiand product where price competitive, and where quality standards are met; and
Suppliers are compliant with all taxation requirements.

SO wN
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RACING QUEENSLAND LIMITED Finance Department

1.2, Preferred Suppliers Listing

Preferred Supplier listings for Infrastructure Plan projects are o 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 paneis.
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 suppiiers being ;nv:ted to offer have the capability to supply
the goods and services. Prequalification does not eliminate the ris ¢E)ntrac:t failure, but, if well managed,
Is a method of reducing the risk and administrative burden create eated approaches to the market,

Suppliers that are successful in meeting the prequahfacaho ”l'e generaliy included on a database |

maintained by the purchaser. Prequalification of supplie
particular type of goodfservice on a regular basis an
and/or there is a high degree of risk involved in the pr

Sstablished by the purchaser and If successful are
Need by the purchaser arises, the prequahfled

he contract. Performance reporting about suppliers /
and shou!d be Incorporated into the system. ‘

er related contractual arrangements may be an altematwe or addition

o)

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

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

procurement suitability
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RACING QUEENSLAND LIMITED ‘Finance Department

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 multl-staged procurement processes
(¢} 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.i i

reason is able to be supported, the

Unless the above stated exemption criteria is met, or other comp I
rement of goods and services.

current RQL Purchasing Policy with addendum will apply to the;

Consulting Services

ff number of aspects ofits
nancial management,

marketing.

. 4
These consultancies vary from short-te
encompass a serles of different aclivities

+ For contracts undser glue, pre
‘ th a consuita
tise to/undertake the wg

inde 0 and is available in an appropriate timeframe, that
gd without axformaly
e quotes 1is

has the necessary exp':

o

%%fgglpetiﬁve process being undertaken. If such a
praspective consultants should be obtained and

i

(* Please: oreferred supplier arrangements are referred to fater in this document for other
categories o procedures fo those above will apply)

veen $10,000iand $100,000, tenders should be called from at least three “preferred”
contractors. The sélection of thebe three preferred suppliers, and subsequent evaluation of their

_ coy t the six key purchasing principles. The evaluation of the proposals
should be undertaken ™ ccountable 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:

s 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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RACING QUEENSLAND LIMITED Finance Department

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

« A competitive process, adhering to the six key purchasing principles of Racing Gueensland 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

ndustry Infrastructure Plan projects

Intellectual property rights relating to plans, designs and conceptsifar
val arrangements there would need to

are to reside with RQL. For this to be clearly articulated in any coni [
be included in the document a clause to this effect.

Below is an example of such a clause;

drawings, specifications,

‘The physical ownership of, and ownership of mte :
iformation relating to the

programs, computer data, samples, models, manu%
project remains vested at alf times in the Company.

The integrity of competitive procurement hinges onvmaintaini riate confidentiality that will protect
information and give offerors the confidence: § 8, Wi gvérnment. Confidentiality has many
issions [y imp riapyto the awarding of the contract

dlmensmns and confi denttail

proposal, specific inteliectua‘ , Tl g structures. Importantly, much of the information
relating to the.offer- <bexkep CONiK e%al up .owthe point where a contract is signed with the

undertaklng h 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,

PURCHASING POLICY ADDENDUM Version: 1.01 - 25011111 Date issued:
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RACING QUEENSLAND LIMITED Finance Depariment

Recommended practice

The issue of independence should be specifically considered and addressed prior to engaging contractors,
suppliers or consuitants. 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 hefshe 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 element

s  Contractor warrants that, to the best of its knowledge, .a: %mmencement date neither coniractor
or any of its officers, employees or sub-contractors |

the performance of its obligations under current orz:subsequent contr:

« |f a confiict of interest, or risk of such, arisesf@g; g the term of.

immediately give notice of the Conflict of lntée"’& r risk of such, to R

¢ The Contractor must:

(8) Take all reasonable measures to en

not engage in any activity or obtain a

ability to fulfil its obligati

(b} Immediately give notice

strexthat its offigers, employees
*nrerest h is in conflict with the Contractor's

any Conflict
ssub-contrac

Similarly alf employees and agents of Racing Qi imited i in any of the projects undertaken
as part of the Infrasiructure € ' ] 1 of Interest policy of the company,
and as such must immegia be.e potenti f interest arising, notify their immediate

g by a duly delegated officer and are to be in line

Up to $150,000

Up fo $50,000

Capitalisation of expenditure

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

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

expenditure was incurred.
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RACING QUEENSLAND LIMITED Finance Department

Compliance with Commonwealth Government GST & Australian Business Number legislation

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

o Organisations are required to withhold 46.5% of any payment {o 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
Inveoice® in the form specified by the GST legislation, to enable Racing Queensland Limited to claim input
credits. Under law, the supplier must supply Racing Queensiand Limited with a Tax Invoice within 28
days of request. Racing Queensland Limited staff should not enter into confractual arrangements with
suppliers unless safisfied that the supplier will be able to provide a suitable Tax Invoice; and

+ When obtaining quotes or prices from potential suppliers, purghasifg officers must satisfy themselves

that the prices quoted are GST inclusive,

order was approved appropriately and the j
the original purchase order.

document
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RACING QUEENSLAND LIMITED Finance Department

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

o 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 deiegation authorities applied

* Ensure probity and accountability in supplier selection process

« Confirm expenditure falls within approved budgets

s Ensure correct invoice coding to assist with budget review process

» Tax invoices to be obtained at all times,

s 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 i
G:\Finance\FORMS\Accounts Payable\Change of Details form.xls.

+ Invoices are only paid after the pricr approval of a purchase order (exciuding 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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