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1. VPA PROCUREMENT POLICY 

1.1. PURPOSE 
Under the Financial Management Act 1994, the Victorian Government Purchasing Board (VGPB) is responsible for setting the policies and 
standards for the supply, management and disposal of goods and services by Victorian government departments and agencies.  By applying 
the VGPB policies to our own circumstances, the VPA aims to ensure value for money, probity and transparency in our procurement practices. 

The VPA is committed to the adoption and implementation of the Social Procurement Framework (SPF), released by the Victorian 
Government in April 2018 [Appendix 2].  Procurement undertaken by the VPA will take into consideration, and be consistent with, as far as is 
practicable, the social and environmental principles and desired outcomes as detailed in the SPF. 

The VPA Procurement Policy will be made available on the VPA website, so that potential suppliers have access to information about how the 
VPA undertakes procurement. 

1.2. PURCHASING PRINCIPLES 
The purchasing of goods and services must be based upon the following principles: 

• value for money 
• objectivity and impartiality  
• open and fair competition 
• accountability 
• risk management 
• probity and transparency 
• scalability 
• minimising negative environmental impacts from purchases 
• maximising social and community benefits 
• maximising sustainability outcomes 
• ethical purchasing 

Purchases must only relate to the business of the VPA and must not be of a personal nature.  VPA staff are responsible for ensuring that they 
declare and manage any conflicts of interest that may arise during procurement, such as personal associations with suppliers.  Conflicts of 
interest are usually managed by removing the conflicted party from the procurement process.  Purchases must be at ‘arm’s length’ from the 
VPA Board, officers and their families. 

All staff involved in the procurement process must maintain an up-to-date knowledge of this Policy and ensure that all purchases comply with 
the Policy. 

1.3. ROLES AND RESPONSIBILITIES 
 

Board 

• Approving Policy and variations to Policy  
• Make determinations about material breaches of the Policy  
• Considering and granting approval for exemptions over $300,000  
• Considering and making determinations on any material conflict of interest or declarations 

under AASB Standard 24 
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• Reporting relevant matters to the Minister as required  

Chief Executive Officer 

• Overall responsibility for procurement within VPA 
• Authorises expenditure based on financial delegations 
• Considering and granting approval for exemptions between $50,000 and $300,000 
• Quarterly reporting to the Board  

Chief Financial Officer 

• Ensures that appropriate procurement processes and systems exist at VPA 
• Authorises expenditure based on financial delegations 
• Considering and granting approval for exemptions up to $49,999 
• Validates that individual procurement decisions are consistent with policy and government 

guidelines, frameworks and procurement principles 
• Ensures any procurement complaints are appropriately managed 
• Approves acceptance of late quotations or tender submissions 
• Fulfils the role of Chief Procurement Officer under the VGPB Governance Policy 

Executive Directors and 
Directors 

• Authorises expenditure based on financial delegations 
• Ensures that individual procurement decisions within their area of VPA are achieving 

value for money 

Project Managers / Planning 
Managers 

• Ensures that an appropriate procurement process is followed for any procurement they 
are involved in 

• Ensures that their individual procurement decisions are achieving value for money 
including social, environmental and sustainability outcomes as defined in the SPF. 

Corporate Services 

• Oversees all procurement activity to check that policies and processes are being followed 
and value for money is being achieved 

• Provides training, assistance and advice to staff undertaking procurement 
• Identifies major procurement categories and ensures appropriate panel arrangements are 

in place to address these 
• Reports annually to the CEO on procurement activities 

1.4. TYPES OF PROCUREMENT 
Goods and services may be procured by a variety of means. The type of process to be undertaken will depend on the value of a purchase as 
follows: 

I. EXISTING PURCHASING ARRANGEMENTS 
Existing VPA or whole of government arrangements currently in place should be utilised wherever possible (e.g. Legal Services Panel).  
Utilisation of DELWP procurement contracts is also encouraged where the contract allows this. 

II. SELECTIVE PROCESS  
This process is open to a select number of suppliers and is not publicly advertised. It may include the following forms: 

• Request for quotation - an invitation to selected suppliers to make an offer to supply goods or services generally used for low 
value purchases 

• Request for proposal - an invitation to selected suppliers to put forward a proposal generally used when the goods or services 
are defined but the methodology is not 

• Request for information - used to gather further information to determine the availability of goods or services 
• Direct offer - an offer made directly to one supplier based on a response to a request for quotation or proposal. 
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As standard practice quotes should preferably not be sought from related agencies of the VPA, board members or officers (i.e. 
agencies that are owned or controlled by board members or officers), unless there are compelling reasons for doing so.  If applicable, 
the reasons should be appropriately documented. The CEO may determine, from time to time, that there are circumstances when 
quotes may be sourced from related agencies of VPA, Authority Members or Officers, in which case arms-length process is to be 
followed 

III. OPEN PROCESS  
The tender is publicly advertised and may include the following forms: 

• Expression of interest - an invitation to express interest in providing goods or services. Responses are evaluated and short-
listed and providers may be asked to respond to a request for tender. Used to get an indication of the strength of a potential 
market and to identify potential suppliers.  

• Request for tender - a publicly advertised method of seeking offers from suppliers based on a written specification of the 
required goods or services. 

 

It is essential that any open tendering process: 

• is not biased towards particular suppliers 
• allows sufficient time for interested parties to develop and submit tenders 
• is open to public scrutiny 
• adheres to stated timelines 
• includes reasonable submission dates and times. 

IV. PANELS 
A panel is made up of a number of suppliers, usually selected through a single procurement process, who each have a contract or deed of 
standing offer with an agency to supply property or services. Once the panel is established, purchases of property and services can be made 
directly from panel members without the need for further procurement processes.  

The VPA has a preference for generally procuring from appointed panel members. 

The panel arrangement between each supplier and the agency must outline: 

• the type of property or service the supplier will provide to the agency 
• the set/indicative price to be charged by the supplier for the property or service 
• the mechanisms in place to ensure social, environmental and sustainability outcomes 
• the manner in which the agency will procure the property or service from the supplier 

 
Panels provide a streamlined approach to purchasing in the following ways: 

• Panel suppliers can be engaged with relative ease 
• Contract terms have been agreed to in advance and contract can be established via a purchase order pro forma 
• Purchasing processes are simplified 
• Reduced purchasing costs 
• Panel suppliers have agreed in advance to maximum rates and fixed maximum rates will be on offer for a set period. 
• Increased level of quality assurance 
• Companies selected for the panel have demonstrated their commitment to social, environmental and sustainability outcomes 

and high levels of achievement and expertise in their key service category areas 
• Greater efficiency 



 

 

Procurement Policy and Procedures | 
September 2021 

E02 

• Panels contain companies experienced in working with government so that it is easier to brief them and finalise terms of 
engagement.  

 

At present the VPA uses the services of the following panels: 

• VPA Panel 
• Legal Services Panel  
• Construction Supplier Register (CSR)-Construction and Construction related consultancy http://www.transport.vic.gov.au/csr 
• eServices Register –ICT professional services 
• Desktop and Notebook Equipment Panel 
• Valuation services panel (Valuer-General Victoria) 
• Professional Advisory Services Panel – financial and economic advice 
• Marketing Services Register 
• Staffing Services Panel 

 

Each panel has one or more Category Advisers, who are the designated internal experts on the services covered by their panel category.  
Category Advisers should be consulted when procuring services from the panel to ensure the RFQ is appropriately worded and targeted to the 
right suppliers.  Further information on the external panels can be found in Appendix 5. 

VPA PANEL 
The VPA maintains a Procurement Panel which covers the following areas of expertise: 

1. Strategic and statutory land use planning; 
2. Transport 
3. Design; 
4. Urban economics; 
5. Environmental planning; 
6. Heritage planning; 
7. Community infrastructure; and 
8. Engineering and infrastructure costing;  

The Panel Members are appointed for an initial period of three years through a publicly advertised nomination process.  The Panel Members 
are appointed after an assessment process. 

The use of the VPA Panel should be reviewed annually to ensure it is meeting the VPA’s procurement needs.  The Panel may be periodically 
refreshed if it is found that the Panel seems to have gaps in the areas of expertise required by the VPA.  Any additional Members will be 
appointed subject to a selection and assessment process. 

CONSTRUCTION SUPPLIER REGISTER 
All construction contracts must be conducted under Ministerial Directions 1 and 2 of the Project Development and Construction Act 1994.  
Refer to DTF’s public construction website (www.dtf.vic.gov.au/Infrastructure-Delivery/Public-construction-policy-and-resources) and Appendix 
5 for further information. 

1.5. INQUIRY AND COMPLAINTS PROCESS 
In the event that a party has queries or concerns in relation to the operation of the VPA’s Procurement Policy and processes, it is 
recommended in the first instance that these matters be raised with the officer of the VPA responsible for that specific procurement matter. 

http://www.transport.vic.gov.au/csr
http://www.dtf.vic.gov.au/Infrastructure-Delivery/Public-construction-policy-and-resources
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The VPA ensures that an independent internal person will review any matter in relation to which a concern is raised.  Therefore, if matters 
raised have not been satisfactorily responded to, then this matter may be raised with the VPA’s Chief Financial Officer, Ed Small who is able to 
be contacted by e-mail ed.small@vpa.vic.gov.au or by telephone 9651-9600.  If the Chief Financial Officer is the VPA officer who is dealing 
with the matter in relation to which the query has arisen, then the VPA’s Chief Executive Officer is able to be contacted to review the query. 

1.6. DISCLOSURE OF CONTRACTS 
Victorian Government commercial confidentiality and privacy principles will be applied by the VPA to any information or documentation it 
receives from persons making an application for a contractual arrangement. 

However, the VPA has Government reporting obligations which include: 

•  full details of all contracts and standing offers for goods and services with an estimated value of $10,000,000 (including GST) 
or more, must be published in the Victorian Government’s contract publishing system (tenders.vic.gov.au).  

• key details of non-panel contracts with a total or estimated value of $100,000 (including GST) or more, must be published 
within 60 days in the Victorian Government’s contract publishing system (tenders.vic.gov.au).  Key details for panels must be 
published when the panel is established or refreshed.  Key details are: 

o contract details: 
 contract number 
 contract title 
 type of contract 
 total estimated value of contract or SPC/SEPC 
 start date and current term of contract 
 category 

o organisation details: 
 organisation 
 contact person 
 contact number 
 email address 

o supplier details: 
 name of supplier 
 Australian Business Number or Australian Company Number 

• summary details of all consultancy engagements valued in excess of $10,000 (excluding GST) must be published on the 
VPA’s website annually or in the Annual Report in line with Financial Reporting Disclosures. 

 

For the purposes of this reporting: 

A consultant is a particular type of contractor that is engaged primarily to perform a discrete task for an entity that facilitates decision making 
through: 

• Provision of expert analysis and advice; and/or 
• Development of a written report or other intellectual output. 

 

A contractor is an individual or organisation that is formally engaged to provide works or services for or on behalf of an entity. This definition 
does not include casual, fixed-term or temporary employees employed by the entity. 

The main factor that distinguishes a consultant from other types of contractors is the predominantly advisory nature of the work. 

  

mailto:ed.small@mpa.vic.gov.au
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2. VPA PROCUREMENT PROCEDURES 

2.1. APPROVAL IN PRINCIPLE TO PROCEED 
Initial written approval from the appropriate financial delegate is required prior to undertaking a procurement process valued at $10,000 (inc 
GST) or more.  Approval may be granted via the RFQ cover sheet (TEM/15/4), or by email. 

A formal or informal business case might be requested for larger transactions, and business cases themselves may take many forms and for 
further information the reader is referred to the Victorian Public Record Office publication entitled Guideline 4 Writing a Business Case. 
(Sample Business Case D/07/1735) 

The definition of a business case is given as: 

“A document that forms the basis of advice for executive decision making.” 

The purpose of the document is to persuade the decision maker that they should endorse a particular proposal.  A business case may range 
from an e-mail exchange with a Director to a comprehensive analysis of the potential options and opportunities. The requirement of any 
individual situation will be determined on a case by case basis. 

2.2. APPROACH TO PROCUREMENT 
The following table outlines the procurement process to be followed for different types of purchases.  The purchasing thresholds are based on 
the estimated total cost of acquisition (GST inclusive) and must include all associated costs.  A procurement process must not be split into 
parts or separate transactions simply to achieve a lower threshold. 

PURCHASES MADE THROUGH PANEL – VPA OR EXTERNAL (must be used where applies - unless exemption granted) 
T Y P E  &  V A L U E  O F  
P R O C U R E M E N T  

GST Inclusive 

 

M I N I M U M  R E Q U I R E M E N T *   D O C U M E N T S  

P R O C U R E M E N T  
V A L U E D  < $ 9 , 9 9 9  

Minimum 1 written quote1 (must use RFQ for 
consultancies) 

Seeking more than 1 quote is recommended and 
preferred 

Approval to proceed with procurement (as 
determined) 

 

Written Quote 

P R O C U R E M E N T  
V A L U E D  B E T W E E N  
$ 1 0 , 0 0 0  -  $ 2 4 , 9 9 9  

Minimum 2 written quotes (must use RFQ for 
consultancies) 

Seeking more than 2 quotes is recommended 
and preferred 

Approval to proceed with procurement (as 
determined) 

 

Written Quote 

P R O C U R E M E N T  
V A L U E D  B E T W E E N  
$ 2 5 , 0 0 0  -  $ 1 4 9 , 9 9 9  

3 RFQs  Approval to proceed with procurement (as 
determined) 

 

Request for Quote Parts A and B  

 
1 For purchases under $2,000 (inc GST) a verbal quote is acceptable if it is not practical to obtain a written quote.  A written quote is always preferred. 
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Evaluation of Quotations Report 

P R O C U R E M E N T  
V A L U E D  B E T W E E N  
$ 1 5 0 , 0 0 0  -  $ 4 9 9 , 9 9 9  

Limited Tender or RFQ from at least 5 Panel 
Members (preferably RFQ should be sent to all 
relevant panel members) 

Approval to proceed with procurement (as 
determined) 

 

Basis for selection of suppliers (unless sent 
to all panel members) 

Request for Quote Parts A and B  

Evaluation of Quotations Report 

 

For CSR 

Tender Conduct Plan (Basis for the 
selection of 5 suppliers is included in the 
template) 

 

Request for Tender 

Part A Invitation 

Part B Conditions of Participation 

 Part C Proposed Contract 

 Part D Offer 

  

P R O C U R E M E N T  
V A L U E D  > $ 5 0 0 , 0 0 0  

Open Tender 

 

Tender Conduct Plan 

 

Request for Tender 

Part A Invitation 

Part B Conditions of Participation 

Part C Proposed Contract 

Part D Offer 

Evaluation of Quotations Report 

 

* V P A  M A N A G E M E N T  M A Y  I N T R O D U C E  M O R E  S T R I N G E N T  R E Q U I R E M E N T S  
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PURCHASES MADE OUTSIDE PANEL PROCESS 
(Purchases not covered by panel or where exemption has been granted) 

T Y P E  &  V A L U E  O F  
P R O C U R E M E N T  

GST Inclusive 

 

M I N I M U M  R E Q U I R E M E N T *  D O C U M E N T S  

P R O C U R E M E N T  
V A L U E D  < $ 9 , 9 9 9  

Minimum 1 written quote2 (must use RFQ for 
consultancies) 

Seeking more than 1 quote is recommended and 
preferred 

Approval to proceed with procurement (as 
determined) 

 

Written Quote 

P R O C U R E M E N T  
V A L U E D  B E T W E E N  
$ 1 0 , 0 0 0  -  $ 1 4 9 , 9 9 9  

3 RFQs 

 

Approval to proceed with procurement (as 
determined) 

 

Request for Quote Parts A and B 

Evaluation of Quotations Report 

P R O C U R E M E N T  
V A L U E D  > $ 1 5 0 , 0 0 0  

Open Tender Tender Conduct Plan 

 

Request for Tender 

Part A Invitation 

Part B Conditions of Participation 

 Part C Proposed Contract 

 Part D Offer 

 Evaluation of Quotations Report 

 

* V P A  M A N A G E M E N T  M A Y  I N T R O D U C E  M O R E  S T R I N G E N T  R E Q U I R E M E N T S  

  

 
2 For purchases under $2,000 (inc GST) a verbal quote is acceptable if it is not practical to obtain a written quote.  A written quote is always preferred. 
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PURCHASES MADE THROUGH LEGAL SERVICES PANEL* 
(Based on the Legal Panel procurement requirements) 

T Y P E  &  V A L U E  O F  
P R O C U R E M E N T  

GST Inclusive 

 

M I N I M U M  R E Q U I R E M E N T  D O C U M E N T S  

P R O C U R E M E N T  
V A L U E D  < $ 4 9 , 9 9 9  

Minimum 1 written quote3 

Seeking more than 1 quote is recommended and 
preferred 

Approval to proceed with procurement (as 
determined) 

 

Written Quote 

P R O C U R E M E N T  
V A L U E D  B E T W E E N  
$ 5 0 , 0 0 0  -  $ 1 9 9 , 9 9 9  

3 written quotes 

 

Approval to proceed with procurement (as 
determined) 

 

Request for Quote Parts A and B 

Evaluation of Quotations Report 

P R O C U R E M E N T  
V A L U E D  > $ 2 0 0 , 0 0 0  

Selective Tender from all Panel members for the 
relevant Area of Law 

Tender Conduct Plan 

 

Request for Tender 

Part A Conditions of Tendering 

Part B Specification 

 Part C Proposed Contract 

 Part D Tenderer’s Response 

 Part E Ethical Employment  

Evaluation of Quotations Report 

 

* A L L  P U R C H A S E S  O F  L E G A L  S E R V I C E S  M U S T  B E  A P P R O V E D  B Y  C H I E F  F I N A N C I A L  
O F F I C E R  

2.3. EXEMPTIONS 
Exemptions may be sought from: 

• Seeking the required number of quotes;  
• Tendering; or 

 
3 For purchases under $2,000 (inc GST) a verbal quote is acceptable if it is not practical to obtain a written quote.  A written quote is always preferred. 
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• Using a panel (note that if the services required are outside the scope of the panels used by the VPA, then no exemption is 
needed). 

 

Exemptions from tendering or seeking the required number of quotes may be granted in situations where: 

• no tenders are submitted that conform to the essential requirements of the tender documentation, or no suppliers satisfy a 
tender condition; 

• goods or services can only be supplied by a particular supplier and no reasonable alternative exists due to the absence of 
competition for technical reasons;  

• additional goods and services are to be purchased and a change in supplier would necessitate the procurement of goods or 
services that do not meet the requirements for interoperability or interchange ability. This may include replacement parts or 
continuing services for existing equipment, software, services or installations; 

• there is an intention to purchase a prototype of a good or service required for a limited trial, research, experiment, study or 
original development; 

• intellectual property or exclusivity rights need to be protected; or 
• an emergency or critical incident has occurred, and there is no time to obtain additional quotes. 

 

Exemptions from using a panel may be granted in situations where: 

• there are not sufficient suppliers on the relevant panel with the specialist expertise that is required; or 
• relevant panel suppliers have a conflict of interest or are unavailable; or 
• the supplier needs to be based in a regional centre, and suppliers on the panel do not have sufficient regional presence. 

 

An exemption is not required to seek a quote from one or more non-panel suppliers in addition to the minimum number of panel suppliers (e.g. 
for a contract valued between $25,000 and $149,999, if quotes are sought from at least three panel suppliers, then quotes may also be sought 
from one or more non-panel suppliers without seeking an exemption). 

Requests for exemption must clearly explain why the exemption is required, and how one of the situations above applies. 

Exemptions for purchases >$49,999 must be approved by the Chief Executive Officer (CEO) of the VPA. Exemptions for purchases up to 
$49,999 must be approved by the Chief Financial Officer. It is unlikely that the exemption will be granted for a purchase in excess of $100,000. 

There will be no exemptions granted for setting aside the procurement requirement for over $300,000 without prior approval by the VPA Board. 

Six monthly reports on exemptions from the purchasing procedure will be made to the Board, including reporting specific exemptions where 
the amount is in excess of $50,000. 

2.4. VARIATIONS 
There will be times when an existing contract needs to be varied due to a change in scope (generally when additional work is required).  A 
variation is only appropriate when the additional work is logically an integral part of the original contract.  The project manager should consider 
whether a variation will provide the best value for money outcome for VPA, and if the additional work is substantial it may be advisable to treat 
the additional work as a separate contract and seek multiple quotes. 

When a variation is required, a written quote should be sought from the contractor, outlining the additional scope of work, and the total cost to 
the VPA.  The project manager then completes a variation form, explaining why the variation is necessary.  The variation form must be 
approved in line with financial delegations.  The variation form must be completed and approved before the contractor commences any 
additional work. 

2.5. APPROVAL OF PURCHASES 
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All purchases must be approved by the appropriate financial delegate as per the Financial Delegations Policy.  The financial delegate is 
responsible for ensuring that: 

• procurement has been undertaken in accordance with this Policy; 
• all expenditure is in accordance with their financial delegations; and 
• sufficient funds exist for the purchase in accordance with the approved budget. 

2.6. CONFLICTS OF INTEREST 
A conflict of interest declaration must be completed by the prospective supplier as part of the procurement process for all consultancies (i.e. 
where the supplier is providing advice to the VPA).  The RFQ template includes a conflict of interest declaration.  A separate conflict of interest 
declaration must be completed if the RFQ template is not used. 

Related party disclosures must be made where a related party relationship of control exists between personnel of the VPA and another entity 
in accordance with AASB Standard 124.  This generally applies to companies owned or controlled by VPA board members, the CEO, or their 
immediate family members. 

2.7. SUPPLIER CODE OF CONDUCT AND THE SOCIAL PROCUREMENT FRAMEWORK 
The Victorian Government has implemented a Supplier Code of Conduct, which is available on the VGPB website: 

http://www.procurement.vic.gov.au/Suppliers/Supplier-Code-of-Conduct 

In 2018 the Victorian Government introduced the Social Procurement Framework (SPF), which details the social, environmental and 
sustainability outcomes that are desirable when goods and services are purchased by government departments and agencies. The SPF can 
be viewed at: 

https://buyingfor.vic.gov.au/social-procurement-framework 

All new non-panel suppliers are required to complete a commitment letter to demonstrate their commitment to the Code and the SPF, prior to 
engagement.  The commitment letter should be included in the RFQ or tender documents. 

Panel suppliers will be required to complete a commitment letter as their panels are refreshed. 

Social procurement commitment receives a 5% weighting as part of the evaluation of each procurement, as part of an overall value for money 
assessment. 

2.8. LOCAL JOBS FIRST POLICY 
The Local Jobs First Policy is an initiative intended to ensure that government supports Victorian businesses and workers by giving local 
businesses a full and fair opportunity to compete for government contracts.  The Local Jobs First Policy includes the Victorian Industry 
Participation Policy (VIPP).  Local Jobs First applies to all projects where the total value of procurement activity over the life of the project 
meets or exceeds either: 

• $1 million in regional Victoria; or 
• $3 million in metropolitan Melbourne or for state-wide activities. 

 

These thresholds apply to the total value of procurement activity for the project, rather than the value of an individual contract.  If Local Jobs 
First applies to a project, then it applies to all procurement within that project. 

  

http://www.procurement.vic.gov.au/Suppliers/Supplier-Code-of-Conduct
https://buyingfor.vic.gov.au/social-procurement-framework
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2.9. ENGAGEMENT OF BARRISTERS 
Barristers must be engaged under the same rules as used for the Legal Services Panel; i.e.: 

• One written quote is required for engagements up to $49,999 (including GST); 
• Three written quotes are required for engagements over $50,000 (including GST). 

 
The following factors need to be taken into account when selecting a barrister: 

• Value for money; 
• Appropriate experience in the relevant area of the law; 
• Equity of opportunity; and 
• Consistency of advice. 

 

All engagements of barristers must be approved by the Chief Financial Officer. 

2.10       CRITICAL INCIDENTS 
Where an emergency or critical incident has occurred, then there may be a need to purchase goods or services at short notice.  In such cases, 
the usual procurement process may need to be modified to ensure a timely response to the incident.   

Critical incidents are defined as: 

• An emergency within the meaning of the Emergency Management Act 1986; 
• An incident where the Business Continuity Plan has been activated; 
• An incident that represents a serious and urgent threat to the health, safety or security of a person or property; or 
• A situation that represents a serious or urgent disruption to services provided by the VPA. 

 

All purchases must be approved by an officer with the appropriate financial delegation.  The Business Continuity Plan allows other identified 
officers to act as the CEO during an emergency if the CEO is unavailable.  As well as approving expenditure, this officer is also able to approve 
an exemption as Acting CEO. 

As IT systems may be unavailable during a critical incident, some aspects of the procurement process may need to be modified.  At a 
minimum, all purchases must be recorded in writing by the officer with the appropriate authority, and any exemptions from the process must 
also be approved in writing.  

Either the CEO or the Chief Financial Officer is able to determine when the critical incident has finished, and all procurement must follow the 
usual processes from this time. 

If procurement activities have been modified during a critical incident, then the VPA’s annual report should include the following information: 

• Total value of goods purchased during the incident; 
• Total value of services purchase during the incident; and 
• The nature of the critical incident to which the procurement values relate. 

2.11.          BREACHES 
Material breaches of this Policy must be reported to the VPA Board. 

If a contract is to continue despite a breach, the CEO (or delegate) must prepare a compliance report to declare the breach and request the 
Board’s approval to continue. 

If the contract has expired, the CEO (or delegate) must prepare a report for the Board outlining: 
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• factors leading to the breach; 
• actions taken to rectify the breach; and  
• processes implemented to prevent recurrence of the breach. 

 

Where a breach has occurred, the CEO may consider a change in financial delegations or other action to prevent recurrence. 

2.12.            PROCUREMENT REPORTING 
A report will be produced each quarter summarising various aspects of procurement, including use of the VPA Panel.  Procurement reports will 
be provided to SET, and to the Board as required. 

3. RFQ PROCEDURES 

3.1. RFQ DOCUMENTATION 
Requests for Quotation are legal documents and should be drafted carefully. 

They need to: 

• clearly outline project requirements and conditions 
• enable the proposals to be evaluated against relevant criteria 
• provide sufficient background to enable suppliers to submit an informed proposal 
• provide for some flexibility 

 

The RfQ should be drafted in consultation with relevant technical specialists or subject matter experts.  The project manager and their Director 
are responsible for ensuring that the RfQ adequately captures the requirements for the project. 

3.2. SENDING RFQS TO SUPPLIERS 
When purchasing from a panel, the relevant Category Advisor should be consulted to determine which panel suppliers to send the RfQ to.  
This should be based on the following principles: 

• send the RfQ to those suppliers who are best qualified (by experience or expertise) to respond; 
• avoid known conflicts of interest; 
• give all panel members a chance to provide a quotation at some point; 
• avoid suppliers who are consistently overpriced; and 
• consider past performance in selecting suppliers to provide a quote. 

 

When undertaking projects in regional centres, it is recommended to consult with the local council in selecting suppliers.  Councils will 
generally have a good understanding of the capabilities of local suppliers. 

Suppliers must be given sufficient time (usually two weeks) to prepare a submission taking into account the complexity of the RfQ.  If a short 
turnaround time is preferred, suppliers should be contacted to confirm that they are able to respond within the specified time.  All suppliers 
should be given the same amount of time to respond to an RfQ.   

When seeking multiple quotes, there will be occasions when a supplier fails to provide a quote, or declines to quote due to conflicts of interest 
or insufficient resources.  Whenever possible, another quote should be sought from an alternative supplier.  If this cannot be done due to time 
constraints or the lack of alternative suppliers, then it is permissible to proceed with the evaluation of the quotes received (e.g. if three quotes 
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are sought but only two are received, it is permissible to just evaluate the two quotes.  However, if it is possible to seek a third quote, then this 
should be done). 

3.3. REQUESTS FOR CLARIFICATION 
All suppliers should be provided with the same information about the RfQ.  If suppliers have questions about the RfQ, project managers should 
consider whether the answers they provide should be shared with other suppliers.  

It is not usually necessary to meet with suppliers to discuss an RfQ.  If this is to be considered, then the same opportunity to meet should be 
provided to all suppliers involved in the RfQ. 

3.4. RECEIPT AND CONFIDENTIALITY AND SECURITY OF QUOTATIONS 
Receipt of quotations should be acknowledged, preferably within five working days. 

All quotations received from suppliers must be treated as confidential.  Only authorised staff with a ‘need to know’ should have access to 
commercially sensitive information.  Hard copies should be disposed of securely when no longer required. 

Late quotations can only be accepted where: 

• an event of exceptional circumstances prevented the supplier from submitting their quotation on time; and 

• accepting a late submission would not compromise the integrity of the RFQ process 

The Chief Financial Officer must approve the acceptance of late quotations. 

3.5. EVALUATION PROCESS 
The evaluation of quotations must be conducted in a sound and ethical way with the following considerations:  

• neither the lowest priced quote nor any quote need to be accepted 
• if the intent of the tenderer or the content of the quote is unclear, or the quote contains obvious errors, then written clarification 

should be sought from the tenderer 
• any questions about the principles of fairness and impartiality should be referred to the appropriate Director.  

 

The use of matrix analysis is the preferred method of summarising and comparing quotes and to support evaluation reports. Evaluation criteria 
may be weighted and scored so that the quote receiving the highest score is to be the most attractive offer. A template for the evaluation matrix 
is located in TRIM, reference: D/14/4886. 

3.6. EVALUATION CRITERIA 
Value for money is the essential test against which any procurement output is to be justified. It is also essential that the assessment of offers is 
robust, systematic and unbiased to ensure the application of proper processes and the achievement of the procurement objectives.  

VALUE FOR MONEY 
Achieving user and system requirements, quality standards and service benchmarks is considered more important than obtaining the lowest 
purchase/tender price. Value for money is the basis for comparing alternatives so that the optimal offer can be selected.  
 
ADOPTING A SYSTEMATIC EVALUATION REGIME 
All offers must be evaluated in a consistent manner against the evaluation criteria adopted for the RfQ. The use of a weighted matrix analysis 
is a recommended method for analysing and comparing quotes in a detailed and consistent manner.  It is expected that price will be weighted 
at a minimum 40%, and social procurement will be weighted at 5%.  Clear justification will be needed to depart from these weightings. 
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COST COMPARISON 
Total project costs not just tender price should be assessed in a detailed systematic manner. This assessment must be undertaken separately 
from other evaluation criteria.  

3.7. EVALUATION PANEL 
The evaluation panel should consist of the project manager and at least one other person with a good understanding of the services being 
purchased.  Panel members must not have a conflict of interest in relation to the procurement. 

The role of the panel is to evaluate submissions against the evaluation criteria contained in the RfQ with the objective of seeking the best 
solution and the optimum commercial arrangements, not just the lowest price.  

The panel may score the quotes by one of these methods: 

• one person scores all quotes, and a second person reviews the scores, discusses any discrepancies and comes to an agreed 
final score.  This approach is most suitable to low value or low risk purchases. 

• each panel member scores all quotes individually, and the panel then meet to compare scores and agree on final scores.  This 
approach is recommended for purchases over $50,000 or high risk purchases. 

 

In either case, the final scores should be agreed on by all members of the panel. 

Panel members should be aware that a quote does not have to be accepted, the lowest quote does not have to be accepted, and if the content 
of the quote is unclear written clarification should be sought 

3.8. NEGOTIATIONS WITH PREFERRED SUPPLIER 
In some cases it may be appropriate to undertake negotiations with the preferred supplier (or suppliers) before seeking approval.  This should 
be considered where: 

• the quote from the preferred supplier is higher than expected; 
• the scope of work in the preferred supplier’s quotation is unclear; 
• the preferred supplier has included some tasks that the VPA sees as un-necessary; or 
• the VPA wishes to change the scope of the project. 

 

Negotiations may be undertaken with just the preferred supplier, or with more than one potential supplier.  Suppliers who have submitted 
quotations can only be excluded from negotiations where they have scored lower than the other suppliers on the evaluation criteria.  If the 
negotiations involve significant changes to the scope, then it is preferable for all suppliers to be given the opportunity to review and re-submit 
their quotations. 

The negotiation process must be transparent, recorded and conducted in a manner that is fair and equitable for all suppliers. 

3.9. APPROVAL 
The evaluation matrix is completed by the project manager, and should include reasons for recommending the preferred supplier.  The matrix 
must be endorsed by the Chief Financial Officer, and approved in line with financial delegations. 

Once approved, a Purchase Order is raised and a letter is sent to the supplier notifying them that they are successful.  This letter should 
include key contract details such as start and end dates, amount of contract, and any specific requirements. 

Unsuccessful suppliers should also be notified in writing.  Feedback can be provided to unsuccessful suppliers, but this must not include any 
inappropriate or confidential information. 

Any complaints about the RfQ process should be made in writing, and dealt with as per the tender complaints process below (Tendering 
Procedures section 18). 
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4. TENDERING PROCEDURES 
For tenders that are particularly complex or high value, it may be appropriate to engage an external probity adviser to help identify probity 
issues and risks and recommend appropriate action.  The probity adviser can also provide a probity audit, although in highly complex 
procurements it is preferable for these roles to be separate. 

4.1. TENDER DOCUMENTATION 
Tender documents are legal documents and should be drafted carefully. 

They need to: 

• clearly outline requirements and conditions 
• support the evaluation and recording of the outcome of major contracts in relation to project objectives 
• clearly state if any minor errors or changes from the bidding rules will be tolerated 
• provide for some flexibility 
•  

There are three primary documents when tendering is to occur: 

1. Approved formal or informal business case 
2. Approved Tender Conduct Plan  
3. Completed Request for Tender. 

 
Request for Tender Part A: The Invitation 

This includes summary information about the tender, and the specification of the services required. Part A1 should include the following 
information 

• lodgement details and closing time 
• briefing session details (if applicable) 
• indicative timetable 
• evaluation criteria and weightings 
• intention to shortlist and the basis for the short-listing 

 

Part A2 is the specification.  This is the information specific to the project including purpose, background, key principles, timing, outcomes, 
participant roles, governance, work program, milestones and fees. A tender specification should be unbiased, clearly define requirements and 
outputs and encourage innovative and cost-effective solutions.  

Request for Tender Part B: Conditions of participation 

Conditions should include the following information: 

• that the tender process in no way constitutes a contract or intention to enter a contract 
• that absolute confidentiality cannot be assured due to Freedom of Information Act and possible actions by the Auditor-General 

 

Request for Tender Part C: Proposed Contract 

This is a copy of the proposed contract. It should include a formal process of reporting and reviewing the contractor’s performance. 

Request for Tender Part D: The Offer 

This details what should be included in the tenderer’s response and how it should be arranged. The Supplier Code of Conduct commitment 
letter must be included as a schedule to the Offer. 
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If the Local Jobs First Policy applies to the procurement, then the process outlined in the Local Jobs First Policy Agency Guidelines4 must be 
followed.  In particular, the project must be registered as a Local Jobs First project with the Industry Capability Network – Victoria (ICN), and 
Local Jobs First requirements must be included in the tender documents 

4.2. ISSUING OF DOCUMENTS 
A specific staff member must be nominated as the contact officer responsible for issuing tender documents after the date of the advertisement. 
Tender documents should not be released to external parties prior to the date of advertising. 

4.3. TENDER BRIEFING 
A briefing for prospective tenderers may be held to provide clarification or further detail about the tender requirements, particularly if they are 
complex. A record of all attendees and the proceedings must be maintained.  

4.4. RESPONSE SCHEDULES 
Response Schedules should specify the information to be provided.  

4.5. CONFIDENTIALITY AND SECURITY OF TENDER DOCUMENTS 
When dealing with commercially sensitive information: 

• all stages of the tender process should be thoroughly documented 
• only authorised staff with a direct ‘need to know’ should have access to documents and such staff should sign confidentiality 

and conflict of interest agreement 
• Documents should be stored securely with limited numbers produced and numbered. 

4.6. ADVERTISING TENDERS 
All public tender opportunities must be advertised on the Buying for VIctoria website(http://www.tenders.vic.gov.au). 

 

Tenders may also be advertised: 

• in the composite tender advertisement displayed in the ‘State Government Tenders’ section of The Herald Sun each 
Wednesday. 

• in other newspapers such as the Australian Financial Review, The Australian or Saturday’s edition of The Age 
• on the VPA website with a link to the Victorian Government Tenders website. 

 

Advertisements must include: 

• a reference to the Buying for Victoria website 
• a summary of the tender 
• their closing date (at least 9 working days from date of advertisement) 
• the name of a specific VPA contact officer. 

 

 
4 https://localjobsfirst.vic.gov.au/__data/assets/pdf_file/0018/25272/Local-Jobs-First-Agency-Guidelines-OCTOBER-
2018.pdf 

http://www.tenders.vic.gov.au/
http://www.tenders.vic.gov.au/
https://localjobsfirst.vic.gov.au/__data/assets/pdf_file/0018/25272/Local-Jobs-First-Agency-Guidelines-OCTOBER-2018.pdf
https://localjobsfirst.vic.gov.au/__data/assets/pdf_file/0018/25272/Local-Jobs-First-Agency-Guidelines-OCTOBER-2018.pdf
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Tender advertisements must be placed through Zenith Optimedia two working days before publication as per the whole-of-government media 
buying contract. 

A tender may need to be re-advertised when:  

• insufficient tenders have been received  
• the tendered prices are too high 
• the specification is changed 
• the purchase has been deferred 
• the recommended tenderer elects not to proceed and other bids are not acceptable 
• the tender period has expired. 

 

The second advertisement must state that it is a re-advertisement of the original tender. 

All original tenderers should be requested to submit a new tender or a letter validating the original tender. 

4.7. REQUESTS FOR CLARIFICATION 
Requests for clarification of tender documentation must be made in writing, preferably by email, to the nominated VPA officer within the tender 
response period. 

If the request includes information that is confidential or specific to a company, the response should be sent only to the tenderer requesting 
clarification, otherwise it should be sent to all tenderers. 

Close attention should be paid to providing the same information to all potential bidders. Records of communication must be kept.  

4.8. SUBMISSION OF TENDERS  
The request for tender must state whether tenders are to be received electronically or via a physical Tender Box. Electronic submission of 
tenders via the Buying for Victoria website is the preferred method of receiving tenders.  Alternatively, tenders may be received by email or via 
a physical Tender Box.   

If a physical Tender Box is to be used, then hand-delivered tenders must be placed in the VPA Tender Box or handed to VPA reception if too 
large. The date and time of receipt must be recorded on any tenders accepted by a VPA staff member. 

Tenders received by post must be placed unopened in the Tender Box by VPA staff and those received by email should not be opened until 
the closing date for the tender. Where tenders are accidentally opened, the circumstances, time and date should be recorded on the tender 
which should then be placed in the Tender Box. 

At the tender closing time, the nominated officer and at least one other VPA officer should open the tender box, date stamp, number and initial 
each tender and record the name of tendering company and the tendered value on the Record of Tenders form. 

Late tenders can only be accepted where: 

• an event of exceptional circumstances prevented the supplier from submitting their tender on time; and 

• accepting a late submission would not compromise the integrity of the tender process. 

The Chief Financial Officer must approve the acceptance of late tenders. 

Any change to a tender or a letter of withdrawal must be recorded on the Record of Tenders.  

Tenderers must be notified of the receipt of their tenders within 10 working days of the closing date by email or postal mail. 
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4.9. EVALUATION PROCESS 
The evaluation of tenders must be conducted in a sound and ethical way with the following considerations:  

• neither the lowest priced tender nor any tender need to be accepted 
• if the intent of the tenderer or the content of the tender is unclear, or the tender contains obvious errors, then written 

clarification should be sought from the tenderer 
• any questions about the principles of fairness and impartiality should be referred to the appropriate Director and the Probity 

Auditor (if appointed).  
 

The use of matrix analysis is the preferred method of summarising and comparing tenders and to support tender evaluation reports. Evaluation 
criteria may be weighted and scored so that the tender receiving the highest score is to be the most attractive offer. A template for the tender 
evaluation matrix is located in TRIM, reference: D/14/4886. 

4.10.   EVALUATION CRITERIA 
Value for money is the essential test against which any procurement output is to be justified. It is also essential that the assessment of offers is 
robust, systematic and unbiased to ensure the application of proper processes and the achievement of the procurement objectives.  

VALUE FOR MONEY 

Achieving user and system requirements, quality standards and service benchmarks is considered more important than obtaining the lowest 
purchase/tender price. Value for money is the basis for comparing alternatives so that the optimal offer can be selected.  
 
ADOPTING A SYSTEMATIC EVALUATION REGIME 

All offers must be evaluated in a consistent manner against the evaluation criteria adopted for the tender. The use of a weighted matrix 
analysis is a recommended method for analysing and comparing tenders in a detailed and consistent manner.  It is expected that price will be 
weighted at a minimum 40%, and social procurement will be weighted at 5%.  Clear justification will be needed to depart from these 
weightings.  If Local Jobs First applies, then a minimum 10% weighting must be applied for local industry development, and 10% for job 
outcomes. 
 
COST COMPARISON 

Total project costs not just tender price should be assessed in a detailed systematic manner. This assessment must be undertaken separately 
from other evaluation criteria.  

DUE DILIGENCE OF THE SHORT LISTED TENDERERS 

A due diligence investigation must be undertaken of the preferred or short listed tenderers for all high value and/or highly complex projects to 
ensure that the tenderers have the capacity and stability to comply with the requirements of the contract.  

4.11.    TENDER EVALUATION PANEL 
The CEO or relevant director should nominate members of the tender evaluation panel which should consist of the project manager, a staff 
member of the VPA not involved in the project and another VPA representative. The tender evaluation panel should include members 
experienced in complex public sector procurement and members with sufficient technical knowledge of the goods and services being 
purchased. 

Each panel member is required to sign a conflict of interest statement specific to that tender process prior to their involvement in the evaluation 
process. 

The role of the panel is to evaluate submissions against the evaluation criteria contained in the tender documentation with the objective of 
seeking the best solution and the optimum commercial arrangements, not just the lowest price.  

The tender evaluation panel is encouraged to consider local SME’s even where the procurement activity is below the Local Jobs First 
thresholds ($1 million in regional Victoria and $3 million in metropolitan Melbourne or for state-wide activities). Any evaluation must take place 
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within the assessment framework outlined above.  For instance if a local SME presents a viable option in terms of value for money and the 
procurement objectives are otherwise satisfied, the panel is encouraged to consider this local SME candidate. Panel members should be 
aware that a tender does not have to be accepted, the lowest priced tender does not have to be accepted, and if the content of the tenderer is 
unclear   written clarification should be sought 

4.12.    SHORT-LISTING  
The panel may form a short-list of tenderers to be interviewed, if provided for in the tender documentation. The reasons for selecting the short-
listed tenderers and those not short-listed must be recorded.  

Those short-listed may be interviewed, required to make a presentation or to provide further clarification of their tenders. 

All short-listed tenderers should be treated equally. 

4.13.    NEGOTIATIONS WITH SHORT-LISTED TENDERERS  
Negotiations with short-listed tenderers should be considered for high value or complex purchases in order to maintain competition and 
improve the overall value for money outcome of the procurement. 

If conducting such negotiations it is essential that probity is maintained and all tenderers are able to submit their best-and-final offer. 

The same general questions should be asked of all short-listed tenderers but specific questions of clarification may be asked. 

All negotiations must be documented and the record should be retained. Communications should be carefully controlled so that there is no 
unmanaged transfer of information between bidders. 

4.14.     RECOMMENDATION AND APPROVAL OF PREFERRED SUPPLIER  
A report to the CEO or the appropriate director on the evaluation process should be completed and include the reasons for the 
recommendation of the preferred tenderer. Reasons for eliminating other tenders should also be included in the evaluation report. 

A probity audit by an external person or a review by an internal staff member should be completed and included in the report.  An external 
probity audit is required where the procurement has a strategic impact on the VPA, or is of high risk to the Government. 

Once approval has been obtained, the preferred tenderer should be notified in writing of their selection. 

4.15.    NEGOTIATIONS WITH PREFERRED TENDERER 
Where negotiations have not been undertaken prior to selection of a preferred tenderer, the panel may negotiate any final aspects of the 
tender, and ask the tenderer to submit a best and final offer. Such negotiations can be considered as ‘fine tuning’ prior to entering into a 
contract. Matters that could be discussed include: 

• additional value adding options 
• specific contract management arrangements 
• accountable personnel for various contract stages or commitments 
• further intellectual property transfer opportunities, warranties or service/supply arrangements. 

 

Once the tenderer’s final offer has been approved by senior management, the contract should be updated to reflect the final agreements 
between the parties.  

Contracts should provide for appropriate protection of intellectual property rights of both parties, specification of licensing arrangements, trigger 
points for renegotiation, dispute resolution processes, termination clauses, provision for audit by independent auditors (including the Victorian 
Auditor General) and arrangements that encourage a commercial result and value-for-money outcomes. Legal advice should be sought 
throughout the contract negotiation process to ensure that the public interest is protected. 
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4.16.    CONTRACT EXECUTION  
Legal advice should be sought to ensure that the contract reflects the outcomes of contract negotiations. 

Once the contract has been finalised, two originals should be executed by the successful tenderer and then signed and dated by the VPA.  

One original should be returned to the contractor, the other saved in Content Manager and recorded on the VPA’s Contracts Register. 

4.17.    UNSUCCESSFUL TENDERERS  
All unsuccessful tenderers must be notified in writing. 

An unsuccessful tenderer may request a debriefing session at which only qualitative data, such as how the unsuccessful tender compared to 
other tenders, should be provided. 

There may be serious legal consequences if inappropriate or confidential information is disclosed. 

4.18.    TENDER COMPLAINTS PROCEDURE 
Complaints should be made in writing and contain the basis for the complaint, any relevant background information and the outcome desired 
by the complainant. 

Complaints should be referred to the Chief Financial Officer for investigation and resolution.  If the Chief Financial Officer was involved in the 
tender, then the complaint should be referred to the CEO, or another Director not involved in the tender, for investigation.  This ensures that 
complaints are treated fairly and that the investigation is undertaken by a party independent of the original tender process. 

5. PROCEDURES IN RELATION TO CONTRACTS 

5.1. WRITTEN CONTRACTS 
The type of purchase will determine if a written contract or quote is required.  

A contract should be used for: 

• the purchase of goods and services over $10,000 
• all consultancies regardless of cost  
• purchases under $10,000 where there is considerable complexity; a need for formal definition of purchase requirements; the 

risks are significant for VPA operations. 
 

Standard Victorian Government contracts should be used wherever possible.  Contract templates can be found on the Buying for Victoria 
website. 

Legal advice may be needed if variations from the standard contract are required. The need for legal advice depends on the risks to the VPA 
associated with the purchase. 

5.2. RISK MANAGEMENT 
A Risk Management Plan must be developed for higher value or complex purchases and should include 

• identification of risks associated with the project 
• assessment of the likelihood and magnitude of the risks 
• risk mitigation strategies 
• allocation of responsibility for managing risks 

 

The risk management plan should be updated regularly to include the effectiveness of risk mitigation activities. 
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5.3. CONTRACT MANAGEMENT  
Effective contract management is a key component in achieving project outcomes.  A contract manager should be identified for each 
procurement project.  A contract management plan must be developed for any critical or high risk projects (refer to the VGPB Contract 
Management Guide5 for further information) 
 
The processes, structure and resources that will be applied to the contract management phase should be identified during the procurement 
planning stage. They can be grouped into three areas: service management, relationship management and contract administration. The key 
responsibility is to ensure that goods and services are provided according to the contract by monitoring progress and quality, verifying and 
validating supplier charges and evaluating contractor performance  
 
Contract conditions for contracts over $50,000 should specify the following contract management elements:  

• monitoring compliance with contract conditions;  
• identification of milestones and key deliverables/outcomes; 
• roles and responsibilities of participants; 
• systems to ensure continuity and retention of project knowledge over the life of the project; 
• effective financial management and monitoring; 
• monitoring of risks; 
• project performance reporting requirements; and 
• evaluation and recording of the outcome of major contracts in relation to project objectives. 

 

Invoices should not be paid until the project manager is satisfied that the work has been completed.  If a supplier is not performing 
satisfactorily, advice should be sought from Corporate Services on what action to take. 

DOCUMENT CONTROL 
Date Version Author Nature of Change 

June 2013 1.0 Ed Small New format 

June 2014 2.0 Allie Oishi Annual Review of the document: 
- VIPP 
- Procurement Requirements 

Appendices  

March 2015 3.0 Matthew Thornley Changes to policy based on recommendations from 
procurement audit; re-structured document to separate 
policy from procedures. 

March 2016 4.0 Matthew Thornley Updated information on Legal Services Panel and 
engagement of barristers; various minor changes based 
on DELWP model procurement policy; added RfQ 
Procedures. 

September 2016 5.0 Matthew Thornley Update to reflect change from MPA to VPA 

July 2017 6.0 Matthew Thornley Re-approved by VPA with minor changes 

March 2018 7.0 Matthew Thornley Minor changes to align with DELWP model policy and 
VGPB policies 

November 2019 8.0 Matthew Thornley Incorporation of Social Procurement Framework and 
annual review 

August 2021 9.0 Matthew Thornley Updated to comply with Victorian Government Purchasing 
Board policies, and reflect organisational changes 

 
5 https://www.buyingfor.vic.gov.au/contract-management-goods-and-services-procurement-guide 
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APPENDIX 1: ENVIRONMENTAL PROCUREMENT POLICY 
Procurement will often have some level of impact on the environment that needs to be minimised to ensure sustainable procurement practices. 
The Social Procurement Framework (see Appendix 2) provides a means of evaluating supplier commitment to environmental outcomes as 
part of each procurement process.  Where a particular procurement activity has a higher level of environmental impact, then an environmental 
assessment should be integrated into the full procurement process.  Please refer to the VGPB Environmental Impact Procurement Guide6 for 
more detailed guidance. 

As part of preparing a Request for Quotation or Tender, you should consider these three questions: 

1. Is there an environmental impact associated with the good or service you are procuring? 

The main impact areas are: 

Impact area Details 
Greenhouse emissions  • Does the product/activity consume electricity (from non-renewable sources), natural gas, 

diesel, LPG, oil or any other fossil fuels?  
• Is the delivery of the service likely to result in the use of electricity (from non-renewable 

sources), natural gas, diesel, LPG, oil or any other fossil fuels?  

Water  • Will normal use of the product result in the use of potable water?  
• Is the delivery of the services likely to result in the use of potable water?  

Waste  • Does the product include non recyclable components (including packaging) that are 
expected to be committed to landfill at the end of its useful life?  

• Will purchase/use of the product/service result in waste to landfill?  
Air  • Will normal use of the product result in the release of air pollutants?  

• Is the delivery of the services likely to result in the release of air pollutants?  
Biodiversity  • Will purchase of the product/service result in an impact on native flora or fauna?  

 

2. What is the estimated level or extent of risk associated with the environmental impact? 

Where the level of risk is high, there should be a correspondingly high level of consideration of environmental sustainability as an integral part 
of the procurement process. 

3. What are the minimum performance requirements? 

Consider what minimum standards of environmental performance are required from the supplier for this procurement.  Is there a government 
policy that provides a minimum standard for the procurement?  Is there an industry standard or level of best practice applicable to the 
procurement? 

  

 
6 https://www.buyingfor.vic.gov.au/environmental-impact-procurement-goods-and-services-procurement-guide 
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APPENDIX 2: SOCIAL PROCUREMENT FRAMEWORK  
In 2018 the Victoria Government released, for implementation by Government departments and agencies, the Social Procurement Framework 
(SPF). The SPF seeks to ensure that procurement takes into consideration social, environmental and sustainability outcomes when 
purchasing goods, services or construction from suppliers.  The SPF objectives are in support of and consistent with the VGPB Environmental 
Procurement Policy [see Appendix 1].  In general terms, the objectives of the SPF include :- 

1. Opportunities for Victorian Aboriginal people 
2. Opportunities for Victorians with a disability 
3. Women’s equality and safety 
4. Opportunities for disadvantaged Victorians (including long-term unemployed, disengaged youth, single parents, migrants and 

refugees and workers in transition)  
5. Support for safe and fair workplaces 
6. Sustainable Victorian social enterprise and Aboriginal business sectors 
7. Sustainable Victoria regions 
8. Environmentally sustainable outputs 
9. Environmentally sustainable business practices and 
10. Implementation of the Climate Change Policy Objectives 

 

In addition, the VPA also seeks to promote: 

11. Opportunities for Victorians from culturally and linguistically diverse (CALD) communities 
 

For full details, see the Social Procurement Framework at:   

https://buyingfor.vic.gov.au/social-procurement-framework 

  

https://buyingfor.vic.gov.au/social-procurement-framework
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APPENDIX 3: RECORDKEEPING REQUIREMENTS FOR TENDER DOCUMENTATION 
Under PROS 07/01 tender records are required to be kept for the following periods. 

3.4.0 TENDERING 

The activities involved in receiving and assessing tenders for the supply, sale or purchase of goods and services. Tendering refers to the 
process of inviting parties to submit an offer by advertisement, followed by evaluation of offers and selecting a successful bidder. 

3.4.1 Records documenting the development and issue of tender documentation. Includes statement of requirements, request for proposals, 
requests for expressions of interest request for tender (RFT), draft contracts, specifications and quotations records documenting the 
development of the evaluation and selection criteria for the tender. 

Destroy 7 years after tender process is completed. 

3.4.2 Routine enquiries and arrangements for the advertising of tenders.  

Destroy 2 years after action completed. 

3.4.3 Copies of tender specifications produced by the agency for distribution.   

Destroy when administrative use has concluded. 

3.4.4 Evaluation of tenders received against selection criteria. Includes evaluation reports, recommendations, final reports, and public notices. 

Destroy 7 years after tender process completed. 

3.4.5 Records documenting post-offer negotiations and due diligence checks. Includes successful tender submission records. 

Destroy 7 years after tender process completed. 

3.4.6 Records of unsuccessful tenders or a tender process where there is no suitable bidder, or where the tender process has been 
discontinued. Includes submissions; notifications of outcomes. 

Destroy 2 years after tender process completed or decision made not to continue with the tender. 
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APPENDIX 4: RECORDKEEPING REQUIREMENTS FOR CONTRACT DOCUMENTATION 
Under PROS (Public Record Office Standard) 07/01 contract records are required to be kept for the following periods. 

3.0.0 CONTRACTING-OUT 

The activities involved in arranging, procuring and managing the performance of work or the provision of services by an external contractor or 
consultant. Also referred to as outsourcing. Includes the administrative arrangements regarding the engagement of consultants and 
contractors. 

NOTE: For the records that result from the actual work or services provided by an external contractor or consultant, refer to the function and 
activity to which they specifically relate. 

3.1.0 Consultants 

The activities associated with managing the use of consultants for services by an agency. A consultancy refers to an arrangement where an 
individual or organisation is engaged: 

• to provide expert analysis and advice that facilitates decision-making 
• to perform a specific, one-off task or set of tasks 
• to perform a task involving skills or perform a task involving skills or perspectives that would not normally be expected to 

reside with the agency. 
 

3.1.1 Records relating to the engagement and use of consultants. Includes copies of the specification, quotations, copies of contract and 
summaries of consultant evaluations. 

Destroy 7 years after contract expires. 

3.2.0 Contractors 

A contractor is an individual or organisation that is formally engaged to provide works or services for or on behalf of an entity. This definition 
does not include casual, fixed-term or temporary employees employed by the entity. 

The main factor that distinguishes a consultant from other types of contractors is the predominantly advisory nature of the work. 

3.2.1 Records relating to the engagement and use of contractors, suppliers and service providers. Includes registers of contractors and 
suppliers. 

Destroy 7 years after terms of the contract expires. 

3.3.0 Contracts 

The processes associated with the establishment, maintenance, review and negotiation of agreements and contracts. 

3.3.1 Summary records for all contracts managed by an agency. Includes contract registers and systems. 

Permanent Retain as State Archives. 

3.3.2 Records that document the formulation and execution of contracts for significant government commitments, such as large-scale 
government infrastructure projects and public private partnerships (PPPs). 

Permanent Retain as State Archives. 

3.3.3 Records of contracts for smaller-scale activities which are under seal (specialty contracts). Includes records associated with the 
negotiation process, excluding tender records. 

Destroy 15 years after contract has expired. 

3.3.4 Records of contracts for smaller-scale activities which are not under seal (simple contracts). Includes records associated with the 
negotiation process, excluding tender records. 

Destroy 7 years after contract has expired. 
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3.3.5 Records documenting the preliminary drafting process for contracts. Used for internal purposes only and not subject to formal 
negotiations. 

Destroy when administrative use has concluded. 
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APPENDIX 5: ENGAGEMENT UNDER EXTERNAL PANELS 

LEGAL SERVICES PANEL 
The activities involved in arranging, procuring and managing the performance of work or the provision of services by an external legal services 
firm will take place under the specialised Legal Services Panel (LSP). 

This panel has been established by the Department of Justice & Community Safety and current Panel arrangements are in place to June 
2022.  The purpose of the LSP is to secure high quality, cost-effective legal services for the Victorian Government. One dimension of the LSP’s 
cost-effectiveness is the reduction in procurement administration, because the LSP removes the necessity of tendering to the open market. 
The negotiation of a whole of government contract has also enabled the government to secure below-market rates for legal services from the 
successful suppliers. 

A list of current Panel firms is available on TRIM or at the Buying for Victoria website7.  The VPA is obliged to use either a Panel firm, or the 
VGSO, for all legal services covered by the Panel, unless the matter is covered by the LSP Exemption Policy (see D/16/1259).  

The LSP is divided into 13 Areas of Law, with each provider accredited to one or more Area of Law.  To engage a provider from the Panel, first 
identify the relevant Area of Law, and then select one or more firms from this Area to provide a quote.  The firms must be provided with a Legal 
Services Order (LSO) outlining the VPA’s requirements. 

All VPA legal service procurement is centralised through the Chief Financial Officer who is responsible for approving all legal engagements, 
prior to the procurement being recommended to the CEO in line with the standard officer delegated expenditure limits. 

NB The LSP will only be used where applicable authorisation of engagements has already taken place in line with current delegated authority. 
This means that legal firms will only be engaged where effective prior approval has been given by the Chief Financial Officer or the CEO. 
Therefore VPA staff are only authorised to seek quotes but have no authority to engage or contract such firms. The Chief Financial Officer in 
consultation with the CEO is authorised to engage and contract with external legal providers. 

VPA may be asked to provide feedback on the performance of an LSP provider to the Department of Justice & Regulation. 

MARKETING SERVICES REGISTER 
The Marketing Services Register is an open whole of Victorian Government contract for marketing services, including advertising, 
communications, and community and stakeholder engagement.  It is administered by the Department of Treasury and Finance. 

Suppliers that are on the Marketing Services Register are listed on a secure portal, Marketing Online.  This portal also contains the agreed 
hourly rates for panel members.  At present Matthew Thornley and Naomi Oosting are registered users of this portal for the VPA.  As this is an 
open register, suppliers that are not on the register can apply to join at any time through the Buying for Victoria website8. 

The Marketing Services Register contract is available in TRIM as D/17/2471.  When engaging a contractor through the Marketing Services 
Register, use the Marketing Services Purchase Order Contract letter, available in TRIM as TEM/19/2. 

VALUATION SERVICES PANEL 
The Valuation Services Panel is a panel of property valuers maintained by the Valuer-General of Victoria (VGV) for the valuation of land.  All 
valuations for government property transactions (including GAIC Works-in-Kind agreements) are undertaken by the VGV using a valuer from 
the panel.  For these valuations, the VGV engages the valuer directly. 

VGV has given the VPA permission to use the Valuation Services Panel for land valuations for ICP and DCP purposes.  The VPA can directly 
engage a valuer from the panel for these purposes only. 

A list of suppliers on the Valuation Services Panel as at September 2014 is on TRIM as D/14/7990.    When engaging a contractor through the 
Valuation Services Panel, use the Non-Panel Purchase Order Contract letter, available in TRIM as TEM/15/3. 

 
7 https://buyingfor.vic.gov.au/legal-services-panel-contract 
8 https://buyingfor.vic.gov.au/marketing-services-register 

https://buyingfor.vic.gov.au/legal-services-panel-contract
https://buyingfor.vic.gov.au/marketing-services-register
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PROFESSIONAL ADVISORY SERVICES PANEL 
The Professional Advisory Services panel is a whole of Victorian Government panel for commercial, finance, tax and probity advice.  The 
panel is administered by the Department of Treasury and Finance. 

Suppliers that are on the Professional Advisory Services panel are listed on a secure portal, VendorPanel.  This portal also contains the 
agreed hourly rates for panel members.  Matthew Thornley is a registered user of this portal for the VPA.  

The Professional Advisory Services panel contract is available in TRIM as D/17/2965.  When engaging a contractor through the Professional 
Advisory Services panel, use the Professional Advisory Services Purchase Order Contract letter, available in TRIM as TEM/17/2. 

STAFFING SERVICES CONTRACT 
The Staffing Services Contract covers hiring short term temporary staff through an agency.  It is a whole of Victorian Government panel 
administered by the Department of Treasury and Finance. 

Suppliers that are on the Staffing Services panel are listed on the Buying for Victoria website here: 

https://buyingfor.vic.gov.au/staffing-services-contract 

The panel includes the following companies that offer planners on temporary contracts: 

• Adecco 
• Dixon 
• Hays 
• Hoban 
• Randstad 

 

Refer to the Guide to Engaging Temporary Staff for further explanation of the process to follow when engaging a temp through this panel. 

CONSTRUCTION SUPPLIER REGISTER  
POLICY 

The Construction Supplier Register is a pre-qualification scheme for building and construction industry consultants and contractors 
administered by DTF. The register and its associated pre-qualification scheme support the implementation of Ministerial Direction No.1: 
Tendering Provisions for Public Construction and benefits government and suppliers alike through the consistent application of suitable pre-
qualification criteria and reduced tendering costs.  

http://www.dtf.vic.gov.au/Infrastructure-Delivery/Construction-Supplier-Register 

PROCEDURE 

Refer to VPA Procurement Procedures 2. Approach to Procurement -  Purchase through external panel for threshold and required documents. 
A document outlining which prospective tenderers have been selected and an explanation of that selection is to form part of the records 
maintained. 

When procurement is to be in excess of $150,000 if the CSR option is to be used, prepare the usual tender documents but instead of 
advertising the tender and putting it up on the tenders website the documentation is sent to the chosen suppliers directly.  

OTHER STATE PURCHASE CONTRACTS 
The VPA is also able to make use of other Victorian Government panels and state purchase contracts.  These arrangements are listed on the 
Buying for Victoria website: 

https://buyingfor.vic.gov.au/browse-government-contracts   

https://buyingfor.vic.gov.au/staffing-services-contract
http://www.dtf.vic.gov.au/Infrastructure-Delivery/Construction-Supplier-Register
https://buyingfor.vic.gov.au/browse-government-contracts
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APPENDIX 6: RELATED DOCUMENTS 
INTERNAL CORPORATE PROCUREMENT PROCESS (D/11/1968) 

As you are aware we have in place Procurement processes and also approved levels of delegated financial expenditure.  We are all 
expected to be familiar with these requirements. 

However, from a corporate perspective some aspects of expenditure require additional sign off approval, to ensure consistent corporate 
applications and good governance. 

All these require prior written approval (as a minimum, in e-mail form) which can be attached to the Purchase order: 

Consultancies 

• Consultancies to be approved by the appropriate financial delegate (generally your Director if valued up to $75,000, your 
Executive Director up to $150,000, and CEO over $150,000) 

• RFQ release to be approved by Corporate Services, and as per delegations above 
 

Travel and accommodation 

• All air travel and accommodation costs over $2,500 to be approved by Chief Financial Officer 
• All air travel and accommodation up to $2,500 to be approved by Manager, Executive Services following ‘in principle’ approval 

from your Director or Executive Director. 
• All taxis and vehicle hire to be approved in advance by your Director or Executive Director and organised through Corporate 

Services 
• All personal vehicle use to be reimbursed to be approved in advance by Manager, Executive Services following ‘in principle’ 

approval from your Director or Executive Director 
• Overnight use of VPA pool car to be approved in advance by Manager, Executive Services 

 

Staff training and professional memberships 

• All staff training and professional memberships to be approved by the Director, People and Finance following ‘in principle’ 
approval from your Director or Executive Director 

 

Recruitment 

• All recruitment, CEO to approve (Recruitment Request form to be signed) 
• All temporary or agency staff use organised through HR and approved by Director, People and Finance following ‘in principle’ 

approval from your Director or Executive Director 
• All recruitment related advertising to be approved by Director, People and Finance 

 

Catering 

• All catering over $2,500 to be approved by Chief Financial Officer 
• All catering up to $2,500 to be approved by Manager, Executive Services following ‘in principle’ approval from your Director or 

Executive Director 
 

IT software and hardware 

• All IT software and hardware and communications related equipment (e.g. mobile phones) to be approved by Executive 
Director, People & Performance 

 

Legal services 

• All legal advice, representation or other legal services to be approved by Chief Financial Officer 
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Advertising 

• All advertising (except recruitment) to be approved by Executive Director, Infrastructure, Strategy and Planning 
• All VPA sponsorships to be approved by Executive Director, Infrastructure, Strategy and Planning 

 

Facility costs, office furniture, stationery and couriers 

• All facility costs and office furniture over $2,500 to be approved by Chief Financial Officer 
• All facility costs, office furniture, and specialised equipment up to $2,500 to be approved by Manager Executive Services 

following ‘in principle’ approval from your Director or Executive Director 
• All stationery and couriers to be approved by Manager Executive Services 

 

Ed Small 
Chief Financial Officer  
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APPENDIX 7: TENDER CONDUCT PLAN (D/13/5272) 
 

 

 

 

 

[Procurement Project Name] 
 

[Date] 

 
 

 

 

 

 

 

 

 

 

This document is to be used by a project manager for seeking an approval for undertaking a tender process 

Please check the required documents (Template numbers shown in blue letter).
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Project Description 

Project Timelines 
STEP TARGET DATE 

Release of RFT  

Closing date of RFT responses  

Evaluation of bids  

Interview short-listed tenders  

Contract execution  

 
Advertising arrangements 
Tender advertising will include:  

 Victorian Government Tenders  Website (mandatory) 

 The Herald Sun – in the composite government tender advertisement 

 Other newspapers – Australian Financial Review 

 Other (describe): Victorian Planning Authority website 
 

Release of RFT 
Documents 

 Part A & A-1 TEM/07/20 Condition of Tendering/Selection Criteria 

 Part B      TEM/07/21 Specification 

 Part C      TEM/08/12 Proposed Contract 

 Part D      TEM/08/4 Tenderer’s Response 

 Part E      TEM/08/3 Ethical Employment Statement 

 
Receipts of Tenders  

Tender opening team  D/13/4943 

 Role  Name  Title and organisational role/company 

   

   
 

 

Notification of Tender Receipts 
Within 10 Working days of the closing date by 
email or postal mail D/07/4201 

Name  

Role  
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Evaluation Panel 
Tender evaluation team  If including non VPA employees please obtain confidentiality deed & 
conflict of interest form D/13/4932                                       

 Role  Name  Title 

Project Manager (and 
Chair)   

Team member   

Team member   

 

Letter to short listed tenderers 
 Either by email or postal mail D/13/5270  Name  

Role  

 

Records 
Tender process documents & contract will be held on 
TRIM number: 

CF/ 

 

Evaluation Report 
A probity audit by an external person or a review by an internal staff member  
Evaluation Matrix D/14/4886  Evaluation Report Sample D/13/6255 or D/13/5110 

Name Title 

  
 
 

 

Notification of successful tenderer & Contract Execution 
Name  
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The successful tenderer will be notified in 
writing  D/13/6251 
Two original contract should be finalised and 
sent to the tenderer. VPA then signs and dates 
two copies. 
One original should be returned to the 
contractor. 

Role  

 

Notification of unsuccessful tenderers 
After final approval, remaining unsuccessful 
tenderers will be notified in writing by: 
D/13/5267 

Name  

Role  

 

Procurement conduct plan approvals 
This plan is approved by: Signature  

 Name Stuart Moseley 

 Role Chief Executive Officer 

 Date  
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