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This is the Tendering and Procurement Policy adopted on 23 August 2016 by the 
Branch Committee of the Victorian Allied Health Professionals Association 
  



 

The Union rules and the provisions of the Fair Work Act 2009 and Fair Work 
(Registered Organisations) Act 2009 will prevail over the terms of the policy to the 
extent of any inconsistency. 
All words in this policy have the same meaning as words as set out in VAHPA’s Finance 
Policy and Procedures manual and may differ in meaning from their definition in Union 
rules. 

1. Purpose 
VAHPA is committed to ensuring that the procurement of goods and services represents 
high quality and good value, is done in the best interest of VAHPA and its members, and 
reflects VAHPA’s commitment to environmental and social responsibility. 

2. Scope 
A sound framework for procurement of goods and services will be based on the fact that all 
procurements will be properly defined, documented, cost-planned and approved by the 
appropriate level of VAHPA management. All major procurements will be subject to 
appropriate written contracts with the chosen supplier and approved by the Branch 
Committee. 

3. Purchasing 
3.1 All purchases must be within the approved budget. Prior approval must be provided 

by the Secretary for any purchases outside the approved budget. 
3.2 All purchases must be within the authorised limit as set out in the Finance Policy. 
3.3 Purchases over $5,000 require two quotes unless a service agreement is in place.  

Where the cheapest supplier is overlooked justification of the decision is required, 
however note also that price is not the only factor to be considered. 

3.4 For all purchases the buyer should take into account value for money, where value 
represents not only the quality and suitability of the product for its intended purpose, 
but also the environmental and social impact of the product and supplier. In 
particular, where it is viable to do so preference should be given to sourcing products 
that are environmentally friendly, fairly traded, or are sourced from responsible 
suppliers such as social enterprises that have a demonstrated positive social impact. 
Reasonable judgement needs to be applied to evaluate the trade-off between price 
and non-price attributes. 

3.5 Purchases from a supplier that is not registered for GST must have prior approval 
from the Secretary. 

3.6 Approval for purchases must be provided in the following format: 

Type Required Format 

Regular purchases through weekly payments 
system or credit card 

Approval to Set Up Account form completed prior to 
establishing account with supplier 

Ad hoc or one-off purchases through weekly 
payments system or credit card 

Purchase Order form 

Purchases through expense reimbursement 
system 

Expense Reimbursement form 



 

Purchases > $40 through petty cash Expense Reimbursement form 

Purchase $40 or less through petty cash No form required (receipt must be provided and 
details recorded in petty cash book) 

3.7 Approval forms must be fully completed (that is, the details of the supplier, date, 
description and quantity of goods must be included) and a copy provided to the 
Governance and Finance Manager.  The invoice when received will be attached to the 
purchase order. 

3.8 Any variation between the value of the purchase order and the value of the invoice 
must be investigated and reported to the Secretary before approval for payment may 
be granted. 

3.9 Stock on hand (for example, merchandise) will be counted and reported to the 
Governance and Finance Manager on at least a quarterly basis.  Any variances 
greater than 5 per cent of the cost of goods must be investigated. 

Procurement procedure 
3.10 Step 1 → Determine if the approximate purchase value is within the approved 

budget. If this is unknown, ask the Secretary or the Governance and Finance Manager 
for assistance.  

3.11 Step 2 → Identify the approximate cost of goods or services being purchased and the 
level of authority required to authorise the purchase. Note that in the description 
below if the expense is recurring (such as a monthly charge) the values refer to the 
annual expense. 

• Normal operating expenses valued at $0–$300 – written quotes are not required, but 
approval of the line manager is required except in the case of petty cash 
reimbursements valued at $40 or less, which may be approved by the Petty Cash 
Officer (à go to Step 6). 

• Normal operating expenses valued at $301–$5,000 – written quotes are not required 
but approval of the Governance and Finance Manager or Secretary is required (à 
go to Step 6). 

• Normal operating expenses valued at $5,001–$30,000 – two written quotes are 
required and approval is required from the Secretary. 

• Normal operating expenses at $30,001-$50,000 – three written quotes are required 
and approval is required from the Branch Committee. 

• Normal operating expenses over $50,000 – formal tenders must be invited and 
approval is required from the Branch Committee. 

• Goods or services of a capital nature valued up to $5,000 – one written quote is 
required and approval is required from the Secretary. 

• Goods or services of a capital nature valued $5,000 - $15,000 – two written quotes 
are required and approval is required from the Secretary. 

• Goods or services of a capital nature valued $15,000-$30,000 – three written quotes 
are required and approval is required from the Branch Committee. 

• Goods or services of a capital nature over $30,000 – formal tenders must be invited 
and approval is required from the Branch Committee. 



 

3.12 Step 3 → Request quotes or formal tenders from suppliers. 

3.13 Step 4 → Evaluate the quotes or tenders received, taking the following factors into 
consideration:  

• price of the goods or services to be provided 

• social and environmental impact of the goods or services and their supplier, 
including in production, marketing, distribution, usage, consumption and disposal 

• quality and suitability for intended purpose of goods or services to be provided  

• warranties offered by supplier 

• reliability of supplier  

• delivery schedules  
• payment terms 

• capability of the supplier, including experience and track record.  

3.14 Step 5 → Gain approval to make the purchase from the appropriate level of 
authorisation as per Step 2. This requires providing the justified reason for the 
expenditure and the preferred supplier. 

3.15 Step 6 → Notify the successful supplier. 

3.16 Step 7 → If quotes or tenders were received, the documentation including the 
justified reasoning for the decision and minuted approval (if applicable) must be 
provided to the Governance and Finance Manager. 

3.17 Elected Officials and employees will set fair dealing and ethical conduct as standard 
behaviour in the course of procuring goods or services on behalf of VAHPA, such that 
an external observer would readily conclude VAHPA’s procurement behaviour 
complies with rules and standards for proper and ethical procurement practice. Fair 
dealing means treating all suppliers equally, providing them with equal opportunity 
and information, and assessing them without bias against evaluation criteria. No 
inducements of a financial or non-financial nature can be accepted.  

4. Tendering 
4.1 Formal tenders are required if: (i) goods or services of a capital nature exceed 

$15,000, or (ii) operating goods or services exceed $50,000. 

4.2 Tenders will be evaluated by the Governance and Finance Committee with 
recommendations provided by the Secretary. 

4.3 Evaluation criteria will be weighted to assist in identifying suppliers offering best value 
for money and the most advantageous outcomes for VAHPA. 

4.4 All potential contractors or suppliers will be given equal opportunity and consideration 
by being provided with the same or consistent advice and by allocating one person as 
a point of contact for all potential contractors, where possible. Open and effective 
competition is central to achieving value for money.  

4.5 For the tendering process to be efficient, inappropriate or unnecessary costs and 
delays are to be minimised. The least-cost choice should not be followed 



 

automatically if there is clear and reasoned justification for not doing so (refer to 
clauses 3.4 and 3.12 above). However, if the selected contractor or supplier is other 
than the one who has tendered the lowest price, reasons for not selecting the lowest-
priced tender must be stated. 

4.6 Tender documents must be treated with confidentiality at all times. If the need arises 
to make contact with any supplier, do not divulge any details of any other tender or 
quote received, and do not make any commitment to order from the supplier 
contacted. 

5. Contracts 
5.1 All contracts must be approved within the guidelines outlined in VAHPA’s policies and 

procedures.   

5.2 No service contract or contract for provision of goods will be approved for a period 
longer than three years. 

5.3 Contracts must be reviewed at their expiration. 

5.4 Original signed contracts will be provided to the Governance and Finance Manager to 
be kept in the master folder. 

6. Expenditure approval matrix (Finance Policy and Procedures clause 5.8) 

Level of 
management Approval limit 

 Normal operating 
expenses Capital purchases Extraordinary 

expenses 

Branch Committee 
> $30,000 

> $50k: Formal tenders 
$30-50k: 3 quotes 

> $15,000 
> $30k: Formal tenders 

$15-30k: 3 quotes 
> $NIL 

Secretary  
$30,000 

$15-30k: 3 quotes 
$5-15k:2 quotes 

$15,000 
$5-15k: 2 quotes 

<$5k: 1 quote 

Urgent legal 
expenses: 
$15,000 

Other expenses: NIL  

Governance and 
Finance Manager $5,000 $1,000 NIL 

Finance and 
Administration 
Officer 

$1,000 $1,000 NIL 

Line Managers $500 $500 NIL 

Organising Support 
Officer $300 NIL NIL 

 



 

7. Policy version control 

Date Author/Department Version 
number 

Change summary 

22 Nov 2012 The Administrator: Michael Moore 1.0 Original 

16 June 2015  Branch Committee 2.0 Major Revision 

08 Dec 2015  Branch Committee 2.1 4.2 Deleted, branding and 
references updated 

23 Aug 2016 Branch Committee 2.2 Updated Approval Matrix 

 

End of Policy 


