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FOREWORD

Provision of quality procurement and contract management is of major importance to the Library. We strive to reflect best practice, innovation and improved procedures.

The Library is strongly committed to ensuring that its internal procurement and contract processes are proper and effective. We encourage high standards of professionalism, transparency, probity and accountability while maximising efficiency, effectiveness and flexibility.

It is important that Library employees fully understand and follow approved purchasing policy and procedures. Contract management is the means by which we effectively manage the risks of a commercial relationship and to ensure that the rights and interests of the Library are protected.
I issue these Guidelines to help staff involved with purchasing and contract management interpret and implement the core principles and policy governing these activities, including making best use of the limited resources available. 
I commend them to your attention.
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Jan Fullerton

Director-General
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Section 1: Policy and responsibilities
1.1 Introduction

These Guidelines have been prepared to assist staff undertaking procurement activities in the Library, including the effective use of contracts.

The Library’s Director-General is authorized to instruct staff on among other things, the handling, spending and accounting for public money and is responsible for managing the Library’s purchasing functions. The Guidelines therefore provide operational instructions to staff on procurement related matters.

The principles that form the basis of the Library's procurement policies have regard to the Commonwealth Procurement Guidelines issued by the Minister for Finance and Administration. These latter Guidelines also cover Australia’s obligations under the Free Trade Agreements.
1.2 Policy Aims
The policy framework and practices outlined in the Guidelines are designed to ensure that the Library obtains goods and services that provide value for money consistent with core Commonwealth principles. The Library’s overarching policy is to follow relevant Commonwealth Procurement Guidelines consequently many of its tenets have been adopted. These Guidelines should be used therefore in conjunction with the Commonwealth Procurement Guidelines. 
Internal procurement policy and advice is coordinated by the Assistant Director-General Corporate Services supported by the Director Contracts and Legal Support.
1.3 Power of Delegation
Section 17(5) of the National Library Act 1960 provides that

“The Director-General may, by instrument in writing, and either generally or to the extent provided in the instrument, delegate to a person engaged under the Public Service Act 1999 all or any of his or her powers and functions under this Act (not including this power of delegation).”
It follows from these powers that in approving delegations to staff of the Library:

· the delegations and any changes to them, must be approved personally by the Director-General, in writing; and

· any powers or functions delegated to staff, for example the authority to approve expenditure and hence purchase goods and services, cannot be further delegated by that officer.
Finance Branch is responsible for seeking the Director-General's approval for new delegations. All requests for Financial Delegations must be sought through Finance Branch.
Financial Delegation Number 2 is for approving expenditure for supplies and services.  Delegations for such procurement are approved to those employees occupying or for the time being exercising and performing, the duties of the positions listed in the Financial Delegations Manual. It is each Delegate’s responsibility to ensure that the policies, principals and processes outlined within these Guidelines are upheld when undertaking a procurement decision.
Orders raised by the Library are inclusive of GST. Delegations therefore are for the GST inclusive amount.
1.4 Movement of Officers with Delegations
Financial delegations in the Library are approved for employees within particular position numbers and are exercised therefore by staff who occupy the positions. This means that if there are temporary changes to staff within positions, the Director-General or Delegate has approved by means of a Temporary Transfer notice, a formal transfer to the position before the delegation can be used. If a staff member is no longer performing the duties of a position, that person is no longer authorised to exercise financial delegations approved for the position.

1.5 Limitation on Delegations
The dollar limitations on expenditure indicated in the Delegations Manual prescribe the maximum amount of expenditure that a delegate can approve at any one time. It is important therefore, that where the amount of proposed purchase is not known precisely, estimates of expenditure be as reliable as possible in order to determine who will be the delegate. It is also important to note that this maximum dollar amount must be inclusive of the GST component of the purchase.

Purchases must not be split in order to avoid the limitations on expenditure authorised for delegates.

Section 7A of the National Library Act I960 requires the approval of the Minister when the Library acquires any property, right or privilege for a consideration exceeding $1,000,000.

A decision has been taken by the Library Audit Committee to undertake probity advice on procurement activities above $250,000 (expenditure on a single contract or total expenditure per annum on specific goods and services) where such procurement is considered sensitive, complex, or critical to the Library’s core business. They also decided that all purchases over $1,000,000 will require the engagement of a probity advisor as a matter of course. Such an engagement is undertaken through the Director, Contracts and Legal Support.
1.6 The Commonwealth Authorities and Companies Act 
The Commonwealth Authorities and Companies Act 1997 (“CAC Act”) clarifies and consolidates the obligations of Commonwealth Authorities, such as the National Library of Australia, and imposes a range of personal obligations on officers. The Minister for Finance and Administration has produced a procurement Direction to most CAC Act agencies stating that it is mandatory they adhere to the Commonwealth Procurement Guidelines. The Library was not an agency listed as having to follow this mandatory requirement.
1.7 Ethics and Procurement

Staff involved in procurement activities are expected to approach their responsibilities in an ethical manner. Staff are required to act in accordance with the APS Values and Code of Conduct http://www.apsc.gov.au/values/index.html and should be familiar with appropriate purchasing behaviour as prescribed within the Commonwealth Procurement Guidelines. The latest version of these is available on the Department of Finance and Administration website.
1.8 Gifts
Occasionally, when dealing with suppliers, staff may be offered gifts. Before accepting gifts, other than trivial items, such as promotional calendars, pens and diaries, direction from line management should be sought. Staff should ensure that, when accepting a gift, it does not influence them, or could be seen to influence them in their duties. This is particularly important during the course of a procurement process such as a tender request.
Direction regarding the acceptance of gifts is covered in the Library’s Fraud Management Policy. 
Section 2: Procurement principles and practices
2.1 Introduction
Value for money is the core principle governing Commonwealth procurement. This core principle is underpinned by supporting activities which require:

· an efficient, effective and ethical approach to purchasing;

· making decisions that are accountable and transparent; and
· encouraging competition by ensuring non-discrimination and using competitive processes. 

The Library supports this principle and accompanying activities. 
Staff undertaking procurement-related activities are expected to:

· act in accordance with the Library’s Guidelines, ensuring that procurement activities reflect policies and principles contained in the Guidelines;
· only purchase goods and services for official purposes that are necessary for or connected with, the performance of Library functions under the Act and Strategic Directions; and 
· recognise that you are accountable, within the framework of Ministerial responsibility, to the Government, Parliament and the public.

This Section of the Guidelines will detail Value for Money considerations, describe purchasing practices within the Library and discuss methods of acquiring and disposing of goods. Following Sections will discuss such issues as purchasing benchmarks, Delegates’ responsibilities, purchasing methods and preparing contracts.

2.2 Value for Money

The one core principle governing Library procurement is value for money. Government policy requires agencies to seek value for money in procuring goods and services for the Commonwealth and hence the Library. Value for money is achieved when the most appropriate solution is obtained for a specific procurement activity. 
Staff will not necessarily obtain value for money by accepting the lowest-priced offer. Price alone is not a reliable indicator of value. 

Value for Money Consideration

The following list is intended as a guide only. The list is not in order of importance, nor is it exhaustive and not every element is relevant in all circumstances. Staff therefore need to consider the nature of their requirement when assessing factors relevant to Value for Money. To assist in identifying best value for money, you may need to: 

· assess the procurement process itself in terms of time and effort in achieving your outcome;

· assess the functionality of the required product/services; 

· evaluate the offer by taking into account the costs and benefits involved on a whole of life basis;
· assess and allow for risks and how to manage those risks; 

· establish or verify the competence, viability and capability of the prospective suppliers; 

· enter into further discussions where appropriate, to clarify offers or to seek improvements (subject to conditions in the Request For Tender or Request For Quotation), so that the best possible outcome is obtained; 

· avoid any unnecessary costs or delays for staff or suppliers; 

· consider disposal costs; 

· consider proposed succession arrangements and associated costs;

· be aware that agencies are required to pay the equivalent of customs duty on their imports, so tenders/quotations should be evaluated on a landed, duty-paid basis; and
· ensure that GST is addressed, as GST is applicable to all agencies on taxable supplies. 
Whole of Life Costs

Staff should identify and compare as far as possible, all costs and benefits over the expected life time. The composition of the costs and benefits will vary according to the nature and complexity of the goods and services to be procured and the time frames involved. For example, the initial acquisition price of capital equipment is often significantly less than 50 per cent of the total acquisition cost (after taking into account maintenance, spares and servicing) on a whole of life basis. Staff should approach the Management Accountant, Finance Branch on ext. 1559, to seek assistance with whole of life costing models.

There is no simple formula that covers every circumstance. Judgement is required in all cases. Items that make up whole of life costs can include:

· Initial purchase price 

· Ongoing contract management costs

· Discounts including settlement timeframe discounts 

· Firmness of price over a period of time 

· Pricing for associated or follow-on orders 

· Provision for cost containment (including any formulas to contain or reduce costs) 

· Foreign-exchange variations and costs 

· Payment terms including timing of progress payments 

· Price escalation factors (eg. wage increases and/or consumer price indices)

· Financial guarantees offered by suppliers 

· Applicable duties and taxes 

· Intellectual property rights or charges 

· Freight and transport delivery costs 

· Installation and commissioning costs 

· Storage or inventory-holding and management costs 

· Conversion or changeover costs from existing equipment or systems 

· Costs for accelerating or delaying the procurement process
· Costs of risk treatment strategies 

· Running costs including energy usage 

· Servicing and maintenance costs including the cost of spares in the future
· Decommissioning and disposal costs 

· Revenue from disposal 

· Market place considerations

· market structure and implications;
· length of the supply chain and its vulnerability to disruption.
2.3 Procurement Principles
The core principle of value for money is enhanced in Library procurement by

· the use of resources in an efficient, effective and ethical manner;

· making decisions in an accountable and transparent manner; and

· encouraging competition by ensuring non-discrimination in procurement and using competitive purchasing processes.

These elements are covered in detail in the Department of Finance and Administration’s Commonwealth Procurement Guidelines, which can be found on their website at www.finance.gov.au.
Selecting a Procurement Method

There is a cost associated with undertaking procurement. Staff should select the procurement method that itself represents best value for money. Staff should ensure that the resources expended by themselves and potential suppliers are most appropriate to the desired outcome. The cost of the procurement activity will vary depending on the procurement method involved. 
One of the first issues to be addressed in any purchase is the likely price of the goods or services to be obtained. It is expected that Library staff undertaking procurement activities will adhere to the benchmarks outlined at Section 3. 
Any variation from these benchmarks must be fully documented, justified and approved by the Delegate before the procurement method is commenced.

2.4 Procurement Planning
Each Government agency is required to publish a Procurement Plan on the public Aus Tender web page. Apart from forewarning industry, the listing allows the Library to reduce the turn around time that tenders must remain open. It may have an additional benefit for Divisional Support Units by providing a handy checklist for the Division of important purchases throughout the financial year. The purchases that are required to be listed are those that are key or strategic to the Library be they large or small in nature. The Plan records the nature of the purchase and the expected time that the purchase will take place. The listing covers only those instances where we plan to go to the open market place ie with a Request For Tender; a Request For Proposal; or an Expression Of Interest. The listing can be revised, added to or deleted throughout the year.
The Library has established an Asset Management Committee. An ‘asset’ is defined as something that has enduring value. Assets are resources that hold future economic benefits controlled by the Library. For furniture and equipment they are items that have a net value of $1,500 or greater. The net value is the value of the item purchased exclusive of GST. For software, it is items which have a net value of $2,000 or greater. Assets are subject to an annual stock take. This involves the physical location of each asset on the Library’s Asset Register. 
On an annual rolling basis the Committee reviews a procurement plan which covers asset replacement and acquisition plans for major items of furniture and equipment. The Committee, by over sighting the planning and management of assets in the Library, aims to integrate asset strategies into the Library’s business and financial processes therefore ensuring a sharper focus on cost effective results.

Corporate Services Division also maintains a Long Term Strategic Management Plan for the Main Building (a 15 Year plan) and through the Library’s Building Works Committee, a 5 Year Refurbishment Plan. These plans cover major procurement for building capital works, assets including IT equipment, maintenance and refurbishment activities. 

2.5 Procurement Categories
Responsibility for procurement has in most instances, been devolved to Divisions. For practical purposes, the Library's purchasing requirements can be divided into five categories. Responsibility for these categories is as follows:

Common Use & Specialty Items

It is the responsibility of Divisions to purchase most goods and services using the policy and practices outlined within these Guidelines. However, before processing any requirements for equipment such as information technology (IT), major office machines and commercial office furniture, Divisional Support Unit (DSU) Staff should check as required with either IT Services or Building and Security Services Branches.  All reasonably practical steps should be taken to ensure that hazardous equipment or substances are not introduced into the Library.  For guidance in purchasing suitable office furniture and equipment in accordance with OHS legislative requirements, information is available at www.comcare.gov.au/safety.
General Stores Items

Building and Security Services Branch is responsible for managing the purchase of all standard stationery items under one Contract. The Library utilises a Just-In-Time (JIT) system for its Stationery Stores Service. This means that bulk stationery stocks are not held within the building. Funds for the ordering of standard stationery items are devolved to Divisions.
Standard Stationery items are those that meet staff needs across the Library, i.e. for more than one Division. They are items for which special rates have been negotiated under the JIT contract. A list of items that are available from the JIT service is available to over twenty designated purchasers throughout Divisions. Library staff wishing to order stationery items need to advise their representative who will place the order and arrange delivery. Invoices for the stationery should be acquitted upon receipt of the goods and passed to the appropriate DSU to arrange payment.
Building and Security Services reviews items on the Contract Price List periodically but at least once per annum, in consultation with Divisional Support Units, to ensure that the list continues to meet Divisions’ requirements.
Responsibility for the purchase of standard consumable items for office machines that are used across Divisions, has also been devolved to Divisions.
Special stationery items ie those not listed on the Contract Price List, must be referred to the Divisional Support Unit of the appropriate Division and purchased by that Division.
Further information and assistance regarding the Stationery Contract, special items and machine consumables can be obtained from the Building and Security Services on ext. 1490.

Lease Items
Divisions can determine whether they wish to buy or lease items. On occasions it may be appropriate to seek information for both options from the market place. However, prior to a lease option being considered (either a financial lease or an operating lease), staff are required to approach the Management Accountant, Finance on ext. 1559, to undertake a financial analysis to determine the most cost effective option. Results of the analysis should be forwarded to the Delegate, who is responsible for determining which method of purchase represents the best value for money to the Library. 
IT Purchases

For Information Technology (IT) purchases, IT Division staff will assist Divisions in identifying the appropriate hardware/software to ensure that the requirements abide by appropriate Library standards (i.e. to ensure all equipment, software etc is consistent, compatible and strategically managed), and to ensure that appropriate steps are taken to achieve value for money in the procurement. 
For more information contact the IT Divisional Support Unit on extension 1637. 
2.6 Legal Services
While funding for legal services is devolved to Divisions, the provision of the service is centralized. The Library obtains legal services from external law firms. These are accessed via the Director, Contracts and Legal Support who has overall responsibility for the management and coordination of legal services. By providing a single point of reference and offering increased accessibility, there is consistency and continuity in the provision of legal services. The Director’s telephone extension is 1600.
Legal services should be sought early when using contract templates, seeking advice on procurement strategies and probity or assessing a requirement for outside legal assistance: for the latter, Division Head approval is required. The Director Contracts and Legal Support will assist in determining what background material – policy, previous advice and operational elements – needs to be provided to the lawyers. Allowance should be made for a reasonable timeframe to provide an effective legal response.
2.7 Procedures for Procurement

The following chart provides an overview of the steps involved in the procurement of goods or services. 
Figure 1.



To look now in more detail at some of these steps.
2.8 Specifying Requirements
Specifications for Goods

Most goods purchased by the Library are for every day use and only require minimal input when defining requirements. Specifications for goods will generally be based on the desired purpose or the function that is to be performed by the goods being procured. For example the size of a desk, the number of copies per minute for photocopiers etc.
For services and particularly for a Request For Tender (RFT), formal specifications are required. One of the most important aspects of procurement is having accurate and complete specifications and performance standards. There is little achieved in sending out invitations to quote if the requirements are not clearly defined. It is important for these specifications that emphasis be placed on what is to be achieved rather than how it is to be done, i.e. the specifications should more often be performance/functionality based rather than technical or material based. Specifications should promote rather than hinder, competition ie the specifications should not limit the possibility of innovative solutions or restrict the solution so that the product can only be supplied by one company.

Key issues to consider in describing services 

The following needs to be taken into account:

Clear description of all services required along with the all tasks to be performed as part of the services. This may also be the case in the procurement of some goods. You need to consider:
· what services do you actually require? What are the tasks you want performed as part of the services? Avoid assumptions and make sure the intended outcome is described in detail;
· the goods and services required. If you find it hard to describe the goods or services, think about what you need the goods or services for and use that information to help;
· what information about those tasks does an external provider need?

· will the service requirement vary? What flexibility should be built into the description of the services?

· will there be a need for on-going support or maintenance?
Performance standards or service levels that must be met in performing the services.   
These may be described by reference to:

· the outputs you need from the services;
· how you need to be able to use the services;
· technical standards – for example, a requirement to fully comply with the design included in the contract; 
· quality standards – such as the standard of cleanliness required for cleaning services, or the quality of paper and picture definition in photocopy services; and
· industry, international or Australian standards – these are useful if applicable and reduce the need for you to define yourself the standards. 
An important issue in describing performance standards is the need to use objectively measurable standards to the extent possible. Avoid provisions for both parties to agree on whether a service output is acceptable. You, the customer should have the right to determine whether the services have been properly performed. There is far less likely to be debate about this if the standards of performance are objectively described.

Outputs/deliverables. Do the services include a requirement for the provision of any materials eg reports? If deliverables are part of the requirement, you need to specify in detail what the deliverables are, what they need to include, and the standard you require for them to be acceptable. For example if you want training manuals as well as training services, you need to describe the standard the manuals have to meet and the number of copies.
Procedural requirements. You need to focus on the outputs you require, the required services levels and ignore the issue of how those service levels are provided. But often you need to include a description of key relevant procedures you need the contractor to comply with eg. as documented in the Library’s own Contractor Protocols. 
Timetable. The timing requirements for all obligations should be specified. Timing may be crucial for some aspects of the services and less crucial for others. For more complex arrangements, a separate project plan may be appropriate. For example you may need to consider including an implementation plan to cover the commencement of the services. An allowance for an implementation plan is included within the Library’s tender and standard long form services contract templates.
Required skills. A key aspect of the services you need, may be the skills and/or experience of the people who will perform the services. The description of the services you require therefore may need to include a description of the skills/experience that must be held by the people who perform the job.
Contract management requirements. When you contract out a function the terms of the contract are the main form of control you have over the function. You need to consider what interaction and information you need from the contractor to properly manage the contract, both on a short-term day-to-day basis and also from a strategic long-term perspective. You will need to consider required communication arrangements, reports, invoice details etc and therefore include these within the specification requirements.
Effects of non-performance. In describing your services requirements you need to consider what should be the effect of failure to meet your requirements. This will help you determine what is important. This is particularly relevant to the specification of charges payable under the contract, as the charges formula could be based on performance against certain service levels.
Flexibility. It is very important that you think at the outset of services procurement about how your requirements may change over the term of the contract. You need to build into your services description whatever flexibility you need – for example, flexibility may relate to usage levels or to performance levels. You may need a higher level of service at particular times. You might need the right to change some aspects of the services and if you can define that requirement at the outset and include some inbuilt flexibility, you will not have to negotiate a contract variation.

Selecting the Best Source of Supply

The Library’s procurement thresholds will determine the manner in which you select the best source of supply. These are discussed in Section 3. The best source of supply will be that which offers the best value for money to the Library.
2.9 Competitive Neutrality
Competitive neutrality refers to the necessity for Government business activities to not enjoy competitive advantages over their private sector competitors simply by virtue of public sector ownership. It is important that they do not compete unfairly within the market place. The Library’s tender documentation makes this clear to prospective tenderers.
Tenders received by you from the public sector must demonstrate in the pricing of their tender that the requirements of competitive neutrality have been met, including payment of relevant taxes and charges, rates of return and cost of funds.

Additional information on competitive neutrality is available on the National Competition Council website or from Commonwealth Competitive Neutrality Guidelines for Managers, which is on the Treasury website.

2.10 Risk Management
At a time when Commonwealth procurement is subject to an increased level of public scrutiny and challenge, it is important that Library staff fully understand and follow the Library’s Procurement and Contract Guidelines. Risk management involves the systematic identification, analysis, treatment and where appropriate, acceptance of risks. Risk management will allow staff to more effectively manage risks associated with procurement. 
Efficient and effective procurement processes incorporate risk management in the following manner: 

· Establish Context – what are the objectives of the procurement; who are the stakeholders; what are the key elements; what measures will determine success?
· Identify the Risks – what can happen; how could it happen?
· Analyse the Risks – what procedures are in place at present; what is the consequence of something going wrong; how likely will this occur; what is the severity of the risk given the consequence and likelihood?
· Evaluate the Risks – are the risks tolerable; which risks should be handled first ie prioritise risks; can some risks be set aside as insignificant?
· Treat the Risks – what actions can be taken to reduce or eliminate risks; what is the best option to take; prepare treatments plans; and implement?
Examples of some risk treatments or control strategies are:
	RISK
	CONTROL STRATEGY

	Statement Of Requirement (SOR) is inadequate
	1. Obtain external assistance if the appropriate skills are not available internally
2. Do an Expression Of Interest stage to obtain more market information

	Tender complaint of unfairness
	3. Include carefully drafted tender conditions

4. Ensure compliance and equal treatment eg by single point of contact, evaluation protocols, tender evaluation plan, do not accept gifts etc

5. Use appropriate personnel for the process

	No tenders received
	6. Obtain market information to determine whether the requirement is available in the market eg use Expression of Interest
7. Allow tenderers to offer alternative solutions to your preferred solution

	Tenders are difficult to compare
	8. Clear and detailed SOR so tenderers can clearly respond 
9. Use Library template RFT documentation
10. Identify at start what pricing information is needed

	A tender proposes a limit on liability
	11. Do a risk assessment to see what risks there are and who is best able to control them

12. Look at other contract protections eg insurance, bank guarantee 

13. Be careful about the contract drafting of any limitation of liability clause

	Negotiations with preferred tenderer reveal significant new issues 
	14. Draft the RFT so that all the information you need will be covered in tenders eg compliance with your preferred contract

	Contractor cannot deliver the personnel proposed in the tender because of delay in finalising the contract
	15. Establish a realistic time frame to the outset and stick to it

16. Specify in the RFT the period for which tender details must remain valid

	Asset management requirements are complex
	17. Include asset management as part of the service

18. Make sure reporting requirements include asset management

19. Check regularly that asset management is up to date 

	Work performed under the contract does not meet the service levels
	20. Use contract performance monitoring tools to ensure any such problems are immediately detected

21. Use contract protections to deal with the issue eg and notify the contractor of the need to improve performance or use remedies for non-performance

22. Use change control if any changes are negotiated to ensure the Library gets the price benefit of any agreed reductions in service levels i.e. all implications of the change are dealt with

23. Follow dispute resolution procedures and always document poor performance levels for future evidence

	The contract seems to be lagging behind industry best practice
	24. Include provision for efficiency improvements and an obligation to report on relevant industry developments

25. Include benchmarking a process, and/or provision for reviews and audits

26. Retender rather than renewing if retesting the market is appropriate 

	The contractor commits fraud
	27. 1 Make sure opportunities for the  contractor to access Library monies are avoided or strictly controlled

	The contractor discloses confidential information to the press
	28. Strict confidentiality obligations in the contract (and in the RFT if necessary)
29. Security checks of personnel
30. Personnel required to sign deeds of confidentiality
31. Contract remedies for breach 


2.11 Payment Methods

Once a supplier has been selected and the staff member responsible for making the purchase is satisfied that value for money is being obtained, then a decision has to be made on the most appropriate method for the actual purchase mechanism and the allocation of funds. Raising a Purchase Order, using AGPC or Petty Cash are the three options available for making purchases and allocating funds. Staff should consider which option is the most cost-effective method. Details of each method follow. 

Petty Cash

· Petty Cash is used for small value purchases up to $200 inclusive of any GST amount, where it is not possible to use an AGPC or not practical to raise a Purchase Order.
· Petty Cash usage should be kept to a minimum and used only when the requirement is urgent and the supplier does not accept credit card payments.
· Petty Cash should not be used for recurrent or ongoing purchases where a Purchase Order is more appropriate. It is usually more cost effective to raise a Purchase Order if the requirement is ongoing, rather than obtaining Petty Cash on a continual basis.
· Valid uses of Petty Cash can include for example purchase of stationery items required urgently and not available through the JIT system or payment for attendance at seminars.
· All Division Heads and Divisional Support Unit Staff hold the financial delegation for authorisation of payment of Petty Cash expenditure. Financial Delegation Number 8 covers this expenditure.
· Petty Cash forms are available from Divisional Support Unit Staff; or from http://ourweb.nla.gov.au/finance/documents.html
· The form is submitted to the Collector of Public Moneys (CPM) who is located in the Finance Branch on the 4th Floor. The CPM’s hours of operation are weekdays, 9.00am - 12.30pm.
· Petty Cash can be obtained before the goods are purchased, which is a cash advance and the receipt must go to the CPM immediately after the purchase is complete. Alternatively purchases can be made first and reimbursement obtained later.
Petty Cash Claims Under $75
Petty cash claims where the value of the claim less the GST component is less than $75, do not require a compliant Tax Invoice to be submitted for reimbursement, however proof of payment is required. To seek reimbursement from the Collector of Public Moneys (CPM) it is necessary to:

· complete a pink Petty Cash Claim form;

· identify the appropriate General Ledger cost code;

· have the appropriate Delegate approve the expenditure;

· attached the receipt to the Petty Cash Claim form;

· present the Petty Cash Claim form to the CPM between the hours of 9-12.30 for reimbursement.
Petty Cash Claims over $75
Petty cash claims where the value of the claim less the GST component is over $75 require a Tax Invoice to be submitted for reimbursement. To seek reimbursement from the Collector of Public Moneys it is necessary to:

· complete a pink Petty Cash Claim form;

· identify the appropriate General Ledger cost code;

· have the appropriate Delegate approve the expenditure;

· attached the appropriate tax invoice to the Petty Cash Claim form;

· present the Petty Cash Claim form to the CPM between the hours of 9-12.30 for reimbursement.

AGPC (Australian Government Purchasing Card)

Use of the purchase credit card is encouraged for purchases under $2000, inclusive of GST, where delegations allow. Most purchases under this amount are considered small value and as such it may be more cost effective to use a credit card rather than raise a Purchase Order. The Library policies and guidelines for procurement using the AGPC are detailed in Section 6.
All staff issued with a purchase card must be familiar with the AGPC Procurement Guidelines at Section 6. Prior to an AGPC being issued, the staff member must have attended appropriate procurement training within the Library.

Raising Purchase Orders

Purchase Orders are to be raised for all purchases not covered by the use of AGPC or Petty Cash.

Purchase orders are to be raised PRIOR to the delivery of the goods or a service as the purchase order forms the basis of offer and acceptance and contains the terms of the contract (the contract is always attached to the purchase order).

There are two types of purchase orders; 

· standard one-off Purchase Orders; and 

· Period Orders.
One-off Purchase Orders are used mainly for products eg for such items as furniture and office machines. The order will specify the exact number of such items along with prices etc and is then dispatched to the supplier.
Period Orders are raised to cover ongoing needs for a specific period of time. They can cover such items as advertising requirements, provision of consumables and subscriptions. Period orders specify a financial limit, but do not specify an exact quantity eg the provision of legal services for a particular financial year, rather than the provision of six written reports on particular topics.  
For purchases of non-collection material it is suggested that purchases are made from businesses that have registered and obtained an Australian Business Number (ABN). All else being equal it is administratively cheaper for the Library to make purchases from businesses registered for the GST and who have obtained an ABN. Additional administration is required if a business is not registered as the Library is required to withhold tax payments at a rate of 48.5% and make payment to the Australian Tax Office (ATO) and provide an annual payment summary to the ATO. Staff should ensure they check on the GST status of the supplier prior to agreeing to any purchase.

The Commonwealth, and therefore the Library, is committed to paying all suppliers to Government electronically. Unless there are strong, exceptional circumstances such as firms having limited access to banking facilities in remote areas, staff of the Library should not transact business with suppliers who do not provide bank account information for payment. For further information please contact the Director Finance on extension 1612.

Procedures for Purchase Orders

Completing a Purchase Order Request (POR):
Each Divisional Support Unit has been supplied with stocks of PORs;

· to initiate a purchase the POR should be completed in non-removable ink, either black or blue. The use of 'white out' or erasures of any kind renders this form null and void. Once completed in full it is signed by the initiating officer;

· all documentation relevant to the purchase should be attached to the POR, such as detailed specifications (these should be included on the Purchase Order itself or as an attachment referred to on the Purchase Order), results of quotations, comparative price lists etc. Alternatively a file reference can be quoted, indicating the location of such documents;

· before passing to the Delegate for approval, review the POR for
compliance with the Library’s Procurement and Contract Guidelines; and

· the Divisional Delegate approves expenditure by signing the POR. In approving the request the Delegate is certifying that the form has been correctly completed and all reasonable steps have been taken to achieve value for money through open competition. The Delegate should also ensure that the correct General Ledger Account Code is being used.
Raising a Purchase Order

Input all relevant details from the POR into Finance One. (Refer to the Finance One Manual or contact the Finance One Systems Administrator on extension 1658, within Finance Branch).
Finance One automatically assigns a Purchase Order Number once authorised by the Authorising Officer.

Note: When requesting new vendor numbers there will be a need to indicate, along with the name, address etc., whether the vendor is registered for the GST and supply the ABN to enable Finance Branch staff to enter the details.

Finalising a Purchase Order

Approval of the data entry within the Purchase Order in the Finance One system, is called 'releasing’. The officer responsible for releasing the Purchase Order should check the following:

· appropriate Delegate's signature;

· valid justification of vendor selection, along with appropriate quotes and/or supporting documentation/references;

· correct use of General Ledger Account Codes;

· correctly identified the GST component of the acquisition;

· where bulk orders, that there is no misuse of Library benchmarks, e.g. orders have not been split to keep within delegation or under benchmarks; and
· where a contract is required, the follow up action is taken to sight and register the contract.

Distribution of Purchase Orders

Divisions are responsible for the printing and dispatching of Purchase Orders:

· the green copy of the POR must be sent to the Authorising Officer (box 13) Accounts Payable, Finance immediately, for centralised record keeping; 

· the pink copy of the POR is retained by the Division for its records; 
· the yellow copy of the POR may be returned to the initiating staff member for his/her records;
· the original Purchase Order may be dispatched once signed by a Delegate holding Financial Delegation No. 26. 
Note that Purchase Orders raised to cover contracts that are based on separate terms are not to be dispatched to the supplier as the signed Contract forms the binding agreement. In these cases the Purchase Order is raised only to commit funds and facilitate payments.
Receiving goods and approving payment

All incoming assets must be directed through the Receipting Officer, Records Management Unit (RMU), for receipting and asset numbering/labeling. Delivery instructions are included on the Purchase Order. The Receipting Officer compares the physical goods delivered with what has been ordered on the original Purchase Order data (copy from Finance One) to ensure a match. The Receipting Officer acknowledges the planned delivery through Finance One.
Incoming non-assets are registered by Mail Room staff except for stationery items, which are delivered direct by the contractor to locations throughout the Library building. 

The goods (assets and non-assets) are then redirected to the originating officer (contact officer) along with any documentation. It is the responsibility of the originating officer to ensure the correct item has been received in an undamaged condition. 

It is the responsibility of the officer acquitting a purchase to ensure that a Tax Invoice has been supplied and contains the correct details for the goods or services ordered;

For information regarding what constitutes a Tax Invoice please refer to the http://ourweb.nla.gov.au/finance/documents.html
If details on the invoice are correct, and the amount is due for payment under the terms of the contract, it is signed correct for payment and sent to the Finance Branch (Box 13) for payment.

Note: it is important to ensure the supplies are received as ordered before payment of the invoice or, in the case of services, that the services have been performed to meet the Contract performance standards.

If the item is considered to be a Portable and Attractive Item they will be entered in the relevant Division’s Portable and Attractive Items Register. Full instructions on handling Portable and Attractive Items are available on a Library Administrative Circular.
Approval of Additional Funds

Additional funds must be approved by either the Delegate for the original requisition or by officers in Finance Branch who hold the delegation to approve additional funds. In most instances staff from Finance will return invoices requiring additional funds to the originating officer to arrange the additional funds and undertake a Purchase Order Amendment on Finance One. The following procedures also apply:

Variations to the original quoted price
If the additional funds required exceed $50.00 (incl GST), authorisation for additional funds must be obtained from the original Delegate. However, if the additional expenditure takes the total cost of the purchase beyond the limit of the officer's delegation, approval will be required from an officer with the appropriate, higher delegation, within the Division.

If the additional funds required do not exceed $50.00, authorisation for additional funds can be obtained from officers in Finance Branch with the delegation to approve additional funds.

Variations due to agreed sundry costs
If the additional funds required are related to sundry costs, for example, freight costs, handling charges etc., approval for additional funds can be obtained from officers in Finance with the delegation to approve additional funds. (If the amount of additional funds required is large, however, the originating Division Delegate’s signature will be sought).

Additional funds must only be approved if value for money can still be established
2.12 Disposals
As part of good asset management it is of utmost importance that not only is the asset identified when it is received but also when it is disposed. The decision to dispose of an asset should include: consideration of potential use to any other Division; trading-in; recycling; advice from technical reports; and/or the costs of repairs. Trade-ins and swaps are discussed further below. Major asset disposals are identified by the Asset Management Committee. Once identified as unserviceable, condemned, obsolete or under-performing ie now surplus to the Library’s requirements, assets need to be disposed of according to the following guidelines.
· The initial identification of an asset or other item requiring disposal should be made by the Division Head. Division Heads may also have delegated responsibility for recommending disposal of non-asset to staff within their Divisional Support Unit.

· Notify the Records Management Unit on extension 1486 who will arrange for the items to be removed to the LG2 storage cage and determine the most effective manner of disposal. Items moved to the cage will be listed for auction or destroyed as the case may be.

· The Records Management Unit will arrange for the item to be removed from the Asset Register, with the approval of the appropriate Division Head. This is done via a Board of Survey Form signed by the Delegate within Corporate Services authorised to dispose of Library equipment and related goods.

· The Board of Survey Form will indicate the best solution for the disposing of the items listed: destruction, trade-in, or auction. Records Management Unit will then arrange for the items to be destroyed or sent to auction as may be appropriate.

Attention is drawn to Section 7A (1) of the National Library of Australia Act 1960 which provides as follows:

‘7A. (1) The Library shall not, without approval of the Minister:

dispose of any property, right or privilege where the amount or value of the consideration for the disposal, or the value of the property, right or privilege, exceeds $250,000 or, if a higher amount is prescribed, that higher amount’.
Such disposals are unusual.

2.13 Trade-ins and Swaps

Equipment that is being traded-in or swapped, is considered surplus to the Library’s needs and as such, details relating to the deal should be submitted to the Director Accountability & Reform. When approved, a Board of Survey Form will have been completed by the Records Management Unit. For information on these procedures consult the Records Management Unit on extension 1486.

After approval, the purchasing Division completes a POR, setting out the cost of the new item and the value allowed as trade-in on the existing asset. Details of trade-ins must be entered in the Purchase Order, together with the asset number. The full amount of the purchase must be keyed in as the purchase price. It will be necessary to seek advice from the Finance One Systems Operator on extension 1658 as the accounting for GST requires special treatment. An officer who has delegation to incur expenditure representing the gross value of the purchase transaction must sign the POR. In signing the POR the Delegate is certifying that, in their opinion, the proposed arrangement is an ethical application of Library resources and results in the most efficient and effective outcome for the Library's interests. On receipt of the new asset it is processed in the normal manner.
2.14 Purchase Reporting: AusTender
Under Commonwealth Purchasing Guidelines, there is a requirement to report on the Australian Government website AusTender, all expenditure for purchases and contracts of $400,000 or more, within six weeks of making the purchase or entering into the contract. The Library follows this disclosure requirement for reasons of accountability and transparency. Building and Security Services will undertake this process for the entire Library.

2.15 Stamp Duty

Under Stamp Duties and Taxes Act 1987, Section 6, “General exemptions from stamp duty or tax” it is stated:

Stamp duty or tax is not payable in relation to-

· an instrument included in a prescribed class of instruments executed by a prescribed authority of the Commonwealth or the Territory; or

· an instrument that is a counterpart or copy of another instrument that has been duly stamped.

This means that the Library does not pay Stamp Duty. The Library’s own Act also states that we are not subject to State or Territory taxation.
2.16 Hiring Arrangements Duty

In situations of hiring, you should ascertain whether there may be a hiring duty in the ACT (where the goods hired are for use in the ACT) and on which the fee is paid to the hirer. The Library cannot usually obtain exemption on this duty. If this is an issue, or more information concerning stamp duty and/or hiring arrangements duty is required, please contact the ACT Revenue Customer Service Centre.

2.17 Electronic Procurement

Under Government legislation the Library is required to undertake all simple procurement activity, with suppliers who wish to do so, electronically. The Library currently performs all stationery ordering electronically; pays suppliers by Electronic Fund Transfer; and publishes Requests for Tender, Proposals or Expressions of Interest electronically. Corporate Services and IT Divisions will continue to access the functionality of e-procurement facilities that assist Library users in the further implementation of e-procurement, where such activities offer efficiency based savings.

When undertaking any electronic procurement staff should be careful of the terms and conditions of the purchase. Generally when ordering over the Internet suppliers will utilize terms and conditions that best suit their needs. Staff should try to ensure that the Library’s standard purchase order terms and conditions (or other appropriate Library contract terms) apply where practicable. 

2.18 Environmental Purchasing
Environmental purchasing is the inclusion of environmental factors in decisions for the purchasing of products and services. It is sometimes called green office, sustainable or environmentally preferable purchasing. The aim of considering environmental factors in purchasing is to buy products or services that have less impact on the environment and human health compared with competing products or services that serve the same purpose. For example all new appliance purchases should include a provision for a 4-star or better energy rating under the Appliance Energy Efficiency Rating Label Scheme, where applicable. In determining value for money, environmental impact will most often be considered as part of the life cycle costs of purchasing a particular product or service. Building and Security Services have developed an Environmental Purchasing Guide, which is available on loan from the Business Support Section of that Branch.

2.19 Other Procurement Practices

The above covers the most important and common operational features of Library purchasing. There are however a range of other considerations such as collective purchasing where there is use of a cluster arrangements of different agencies; direct sourcing under special conditions; accessing panel arrangements; and so on. Such issues are dealt with by the Department of Finance and Deregulation, not only on their web site but within publications such as the Commonwealth Procurement Guidelines and also Guidance on Mandatory Procurement Procedures. Alternatively advice can be obtained by staff from the Director Contracts and Legal Support on extension 1600.

Section 3: Procurement thresholds and Delegate’s responsibilities
3.1 Introduction
As previously mentioned, value for money is the core principle governing Library procurement and is the fundamental measure against which the quality of a procurement outcome is assessed. In making the value for money decision, staff are to determine what factors are important for each purchase. Delegates should assess the value of alternative procurement methods and select the option that best represents value for the Library, taking into account all relevant benefits and costs over the whole procurement cycle.

It is expected that in most instances procurement by Library staff will be in line with action described in the following benchmarks: 

	Threshold
	Action

	More than $100,000
	Open tender

	$10, 000 to $100,000
	Select tender with a minimum of three written quotations

	$0 to less than $10,000
	Competitive tenders/quotations not required


These three benchmarks which are GST inclusive, are not fixed. However the justification for not following this framework will be that your chosen procurement method offers better value for money. The Delegate must be satisfied that value for money is being achieved. This may require additional and/or written quotations within the stated benchmarks. For example you may still decide to go to open tender for an expected purchase of $80,000 because that is the only way that you can be sure that you are achieving value for money. Delegates and staff undertaking the procurement process should bear in mind that there needs to be a balance between the cost of the goods/services required and the cost of the process to the Library. 
Variations from the benchmark process must be fully documented, justified and approved by the Delegate before the procurement decision is made.

Purchase documentation for goods and services valued at $100,000 or over, must be cleared by the Director, Contracts and Legal Support prior to any approval to potential suppliers.

As requirements and market conditions vary, the Delegate must consider each procurement case on its merits. Purchasing personnel need to strike a balance between the costs reasonably incurred in promoting competition and the benefits that are obtained. Where necessary a risk assessment of the proposed procurement process should be undertaken to identify and analyse the issues associated with different procurement strategies.

As delegations are administered inclusive of GST, quotations and prices should be obtained inclusive of any GST amount to enable approval by the appropriate delegate. 

3.2 Benchmarks

Further details on the operation of the Library's procurement benchmarks, for goods and services is on the following pages. 
First Benchmark - $100,000 to $250,000+
	Parameters
	Requirements
	Discussion

	More than $100,000
	A formal tender process is the initial point of reference and a publicly invited tender is required on AusTender. The Library’s standard Request For Tender documentation should be used. 
	A full understanding of the concepts underlying the Library’s procurement objectives and policies is required for judgment within this range. The core principle of ensuring the achievement of value for money must be followed. All purchases in this benchmark should have full documentation to support the decision. Possible procurement strategies on how to approach the market place are identified at Section 4. For enquiries contact the Director, Contracts and Legal Support on extension 1600.

Tender Evaluation Plans are compulsory for the selection process of purchases $100,000 or greater in value. This applies to expressions of interest, requests for proposals, quotations as well as tenders. Pro forma documents are available on Ourweb.

	Greater than $250,000
	Within this first benchmark apart from the above procedures applying, purchases may be subject to a formal probity check. All procurement activity above $1,000,000 must be subject to probity advice. Procurement activity above $1,000,000 will also require formal Ministerial approval. Advice on activities requiring this level of approval can be sought from Contracts and Legal Support.
	The Library’s Council Audit Committee requires that the Library should engage a Probity Advisor for any approved purchase over $250,000 (expenditure on a single contract or total expenditure per annum on specific goods and services) which is also considered as sensitive, complex or critical to the Library’s core business. The Audit Committee has also determined that purchases over $1,000,000 require the engagement of a Probity Advisor whatever the circumstances. The Probity Advisor ensures that the procurement process is defensible and has been conducted in a fair and unbiased manner in accordance with these Guidelines and the Tender Evaluation Plan. 


Second Benchmark - $10,000 to $100,000
	Parameters
	Requirements
	Discussion

	$10, 000-100, 000
	A minimum of three representative quotations are required which must be in writing and against formal specifications and selection criteria. The Library’s standard Request For Quotation documentation must be used. If an approved supplier exists this can be utilised, drawing on quotations provided at the time of assessment for inclusion onto the panel. For the delivery of services, a Library contract template should be used (refer Section 5).
	Judgment will need to be made by the Delegate, about the number and detail of written quotations to be sought, on a case-by-case basis. In the majority of instances the minimum of three written quotes will be sufficient. All suppliers responding to quotations should be notified, in writing of the selection result. For low dollar value and low risk items in this benchmark, purchases may be made from an approved supplier. An approved supplier is one from whom competitive prices were obtained on recent previous occasions or one which is known to the Library from past experience to be reputable within the market and provide value for money. For high dollar value and higher risk purchases, there is nothing precluding an open tender if this will result in more clearly determining value for money. While evaluation committees are not formally required for this benchmark, a minimum of two staff need to be involved in the procurement decision making process.


Third Benchmark - $0 to $10,000
	Parameters
	Requirements
	Discussion

	$0 – 10,000
	No quotations are required if the delegate is satisfied that the principle of value for money is maintained. Otherwise, oral or written quotes for the goods or services should be obtained and recorded on the Purchase Order Request.


	For low-level procurement staff will make routine decisions about everyday, low volume, simple procurement needs. It may be necessary to negotiate quantity discounts and develop new supply arrangements for frequently purchased supplies. In this range of purchases it is not cost effective to require suppliers to bid for each and every requirement. Oral quotes (or on occasion, written) from one or more supplier will suffice. A Purchase Order raised on Finance One, will generally be used to procure goods and services over $2,000 within this benchmark. An Australian Government Purchasing Card (AGPC) should be used wherever possible for purchases under $2,000, rather than Purchase Orders. Petty cash can be used for purchases under $200


:.

3.3 Role of the Delegate

Whether approving a procurement method, Purchase Order Request, Tender Evaluation Plan, an evaluation report or a procurement contract, the Delegate has a range of responsibilities. These are:

· ensure the procurement process has been properly conducted in line with these Guidelines and especially this Section;

· certify that the right documents and form/s have been correctly completed;

· ensure all reasonable steps have been taken to achieve value for money;

· ensure that all key decisions are documented and then formally filed;

· be satisfied that the decision is accountable, ethical and will withstand external scrutiny;

· ensure any Tender Evaluation Plan once approved, is exactly followed;
· make certain the evaluation report justifying the decision is clear and follows the Tender Evaluation Plan or original formal quotation request documentation;
· ensure that the correct General Ledger Account Code is being used for Purchase Order Request; and

· approve expenditure by signing the Purchase Order Requests or Contract.

Delegates have a responsibility to ensure that they are fully aware of the Library’s procurement guidelines and remain aware of matters relating to corporate procurement and contract management. Advice is available as needed from the Director, Contracts and Legal Support.
3.4 Information and Communication Technology Multi Use List 

The Department of Finance and Administration (Finance) administers the Information and Communication Technology Multi Use List (ICT MUL) to assist Australian Government agencies to procure products and services from suppliers in the ICT industry. The ICT MUL is a list of information and communication technology suppliers that wish to sell to the Australian Government. The list is available via the Finance website. The Library can use the list to source suppliers of ICT goods and services and to select tender. There is no requirement for an open tender when utilizing a multi-use list. Suppliers of ICT products and services register with Finance to be included on the ICT MUL. Questions can be directed to ictmul@finance.gov.au.
Inclusion of an ICT supplier on the ICT MUL does not imply that the Australian Government endorses the use of that supplier’s products or services. It is necessary therefore when using ICT MUL suppliers to still ensure that value for money is achieved. It may be necessary to seek quotations/select tenders from more than one supplier or to undertake an open tender. The process should be documented on the purchase order and supporting documentation maintained. Similarly it is important that purchases are considered strategically rather than undertaken on an ad-hoc basis. This minimizes the internal costs of multiple purchasing processes, but also ensures the appropriate Delegate has examined the value for money of the entire purchasing decision.
The Library is not required to use the ICT MUL for its procurements. If the ICT MUL is not used, the benchmark process outlined within this Section, must be used for procurement decision making.
Section 4: Tendering and complex purchasing
4.1 Introduction
There are a number of possible approaches to the market place. The Library does not prescribe a particular procurement method to be used, nor does it set minimum limits on the number of offers to be sought: each case must be considered on its merits. A balance must be struck between the costs reasonably incurred in promoting competition and the benefits obtained. In this context the costs of bid evaluation, the time taken in the procurement process including briefing and debriefing suppliers, the circumstances of the market and the benefits gained from any increases in the field of bidders, are all matters needing consideration.

This Section deals especially with purchases within the first benchmark discussed in Section 3.

4.2 Open Market Procurement
The common method to approach the open market place is by using a Request For Tender (RFT). This approach is taken where the Library has clearly defined its requirements; has determined in broad terms the process required to delivery the service/product; and is confident that the market place can deliver that which is sought.
Another one-stop procurement approach could be via a Request For Proposal (RFP). Such an approach is more often two staged, but could be taken where the outcome is known but either the approach is undecided; the abilities of the market place are less familiar; or the Library is looking particularly for innovative methodologies. It can be used to select a final supplier or used for short-listing purposes. The latter is the more common occurrence.
There are templates on Ourweb for the RFT or RFP. Once a number has been assigned to the RFT or RFP – this is assigned by the Records Management Unit (extension 1144) - a series of checklists are automatically provided to staff, offering them processing prompts and to help them through these approaches to the market place.
4.3 Staged Procurement
Staged procurement refers to a structured purchasing strategy: one of breaking down a complex procurement process into simple steps. It aims to increase contact between purchasers and potential suppliers and provides opportunities to progressively eliminate uncertainties. 
It may be appropriate to use staged procurement where:

· the requirement is complex, difficult to define and/or capable of several technical solutions or pricing scenarios;

· there is a need to identify the market and the availability of potential suppliers;

· the Library seeks more general information from the market to assess capacity, background, expertise and experience within the market place;

· the Library wishes to ensure itself that those formally requested to tender have the technical, managerial and financial support necessary to sustain and complete the work on schedule; and

· tendering costs are high and the Library wishes to avoid incapable companies incurring unnecessary expense of a full RFT.

The process is commenced by seeking an Expression of Interest (EOI). This process is sometimes called an Invitation to Register Interest (ITRI) or Request for Information (RFI). An RFI is generally used where information only is sought. An EOI includes shortlisting criteria. As discussed above, a RFP may also be used as the initial procurement stage to encourage the offer of innovative solutions to meet desired outcomes. The consequent evaluation should act to eliminate impractical or inappropriate bids before arriving at a suitable short list.
For contractual and/or legal advice on strategies, the Director, Contracts and Legal Support can be contacted on extension 1600

Following the EOI evaluation, short list suppliers will be asked to provide a select tender response to the Library. The amount of detail sought in the tender will be dependent on the level of additional information that will be required in order to finalise the assessment. For example if the Library decides that as well as information on pricing, it needs detail on implementation plans, risk management strategies, specific information regarding financial viability etc, it may well be more effective to follow a select Request For Tender approach.

When establishing selection criteria for the EOI staff should keep in mind that the main objective of the EOI is to create a short list of suppliers. A more detailed submission will be sought from the short listed suppliers as part of the RFT process.

4.4 Tender Documentation
Every EOI, RFT or RFP must have a Contract Register process number allocated. An RFQ (Request For Quotation) can also have a number assigned especially if a short form services contract is to be used after the selection process. This number allows for ready identification of the particular procurement process and where required, becomes the contract number. The number can be obtained from the Records Management Unit (RMU) on extension 1144. By registering the number, staff will receive a series of electronic checklists, which will assist in the on-going purchasing and contract management processes.

4.5 Request for Tender Procurement
RFTs are primarily used to obtain bids from the open market place, for clearly defined and specific requirements. They can derive from earlier evaluations of responses to an EOI. The following are steps required for preparation of an RFT:

· use the latest standard Library template on Ourweb;

· inclusion of any conditions that may be relevant to the project, providing they are not inconsistent with the pro forma RFT;

· consideration and description of the Statement of Requirement section, particularly the outcomes needed and performance expectations from a future contractor; and

· an RFT number to be obtained from the Records Management Unit.
Note: for special or unusual conditions, or to tailor a document for a complex requirement, such as the establishment of a panel of suppliers, comment from the Director Contracts and Legal Support may be necessary on extension 1600.
4.6 Tender Evaluation Plan 
For all tenders or where a purchase is large, complex, or over $100,000, a Tender Evaluation Plan must be submitted to the Delegate. A pro forma Tender Evaluation Plan is available on Ourweb. It is important to ensure that the members of the tender evaluation committee have the necessary mix of skills to effectively evaluate the tenders. Members should also commit themselves to be available throughout the tender process.
If a probity advisor has been assigned, the role is to monitor tender evaluation and selection processes to ensure that they are defensible and are conducted in a fair and unbiased manner. The probity advisor usually commences activities by approving both the Tender Evaluation Plan along with its supporting Request For Tender documentation before release to the public.
4.7 Issue of Request for Tenders
Notify Companies/ Individuals of Tender Opportunities

All open approaches to the market place must be published on AusTender website. Building and Security Services will arrange for your RFT, EOI etc. to be placed on this site. Please contact extension 1537 for further information.
Generally once advertised, the onus is on industry to obtain a copy of the RFT (or EOI, RFI or RFP), although if considered appropriate letters can be sent to interested firms after the AusTender advertisement. This means that if you have had dealings with appropriately qualified suppliers you may decide to send a copy of the RFT to them. You must not however provide these suppliers with any documentation prior to the advertising of the business opportunity or provide any additional information.
Availability of Library tender documentation
The Library operates its own webpage for current tenders: www.nla.gov.au/tenders. This allows prospective tenderers to obtain the RFT without needing to directly approach Library staff and hence it reduces some of the costs associated with the procurement process. For documents to be placed on the Library webpage, staff need to supply Web Publishing, IT Division with the RFT documentation electronically, its name and number along with the closing date and the name of the Library contact, four days before the tender publication date. Both a PDF version is and Word should be presented on the Webpage to assist potential tenderers with their responses to the Library.
Tender Closing Periods

In determining the appropriate tender closing period, the key aim is to maximize reliable and competitive tender responses. Staff should balance the wider project requirements and timeframes against the complexity of the tender. Where the Library has issued the RFT electronically, 25 days from the date of publishing notice on AusTender is the least period a tender may be open. Where the procurement has been advertised in the Library’s Annual Procurement Plan on AusTender (refer 2.3), less than 25 but not less than 10 days, can be specified. 
Tender Enquiries

During the period that the tenders are open, it is imperative that the nominated Library contact officer be available throughout in order to answer any queries from prospective tenderers. It is important to ensure that all tenderers be given the same information along with fair and equal access to all relevant information.
4.8 Receipt & Evaluation of Tenders
Receipt

All Tenders are delivered to a locked Tender Box, located on LG2, which is opened immediately after the tender closing time.  The Tender Box is to be opened by two officers as indicated in the Tender Evaluation Plan. The officers are to ensure that the Tender Box is completely empty after all the tender documentation is retrieved.  
All Tenders are registered in a book held by the Director, Contracts and Legal Support along with keys necessary to open the Tender Box. 
Normally Library tenders are not received by electronic means. Staff receiving an electronic tender response must be cautious to ensure the detail within the tender is locked and therefore not able to be read by any member of staff including themselves, until the tender receipt has officially closed.
When opening the tender documentation it is important that both officers ensure the following steps are taken:
· Each Tender is opened and the envelope checked to ensure no pages or documents remain in the envelope.

· Ensure that if Tenders have been submitted electronically or via facsimile, they have been retrieved and converted to a paper format.

· Both officers initial each page of the Tender response. It is not required that generic attachments or brochures are initialed and only the original copy needs to be marked). If responses are printed on both sides of the page then both sides need to be initialed.

· All Tenders are registered. The book is ruled off, signed and dated by both officers after the last entry.

· Any Tenders received from this point are to be entered below the line eg “received at 2.30 pm, 31 July 20XX in Security Centre LG2”. This addition will need to be signed by both staff members involved in the opening and the tender documentation initialed as above. The Chair of the Tender Evaluation Committee may seek assistance from Contracts and Legal Support before deciding to accept or reject late tenders.

Note: All discussions held by the Tender Evaluation Committee and material accessed or created by Committee members in the evaluation process, are to be treated as ‘Commercial-in-Confidence’. No discussion about the RFT process or specific Tenders should take place with, and no information about the RFT process should be disclosed to, any person except Members of the Tender Evaluation Committee and any specialist advisers appointed by the Chair. To supplement the resources of the Tender Evaluation Committee, particularly for specialist advice in areas that are outside the expertise of the Tender Evaluation Committee, the Chair of the Tender Evaluation Committee may seek advice as is permitted under the Library’s disclosure rights in of the RFT. Members must not seek advice outside of the Evaluation Committee, but may make a recommendation to the Chair that the Chair do so. The Chair has sole responsibility for deciding on whether or not to seek external advice.

Evaluation
Procedures for undertaking a tender evaluation are described within the Tender Evaluation Plan. It is important for the probity of the process that there be adherence to the stated steps. The following additional comments are made:
· if seeking clarification from a tenderer, ensure that an opportunity is not also provided for the tenderer to give more information than is acceptable ie avoid a ‘bid repair’ rather than a ‘bid clarification’.
· if a shortlist is made, it is usual not tell the tenderers immediately that have failed to make the shortlist that they have been unsuccessful. Unsuccessful tenderers are to be notified only when the successful tenderer has been contracted to provide the service/good. During a long, staged tender process such as one that commenced with an Expression of Interest, it may be appropriate however to advise unsuccessful respondents to an EOI that they have not been short-listed to the Tender stage.
· justification for rejection of other tenders should be valid and reasons must always be related to the selection criteria. 
· consideration may be given to a reduction in price, provided the tender originally submitted had already qualified as having met all selection criteria and been approved as such by the Delegate. 
4.9 Tender Negotiation
Negotiations may occur after the tender evaluation with one or more preferred tenderers. Post-offer negotiation may involve independent discussions with one or more potential suppliers to clarify, reach agreement on or settle a term after bids (quotes, offers, proposals or tenders) are received and before a contract is formed. Negotiations can only occur where the RFT, EOI etc. allows such action, and must be consistent with the conditions outlined within the RFT, EOI etc. The Library’s standard documentation covers such action.

4.10 Submission to Delegate
A submission must be made, to the appropriate Delegate, for approval to offer a contract. The submission should include all relevant information concerning the whole RFT process, including a recommendation and be consistent with the Tender Evaluation Plan. 
4.11 Debriefing Bidders

All suppliers – tenderers - who made an offer are entitled to a debriefing after the contract is signed.

The debriefing should cover why the unsuccessful tenderers were not selected. In the debriefing, Library staff should follow the evaluation criteria set out in the RFT and indicate where and why each bid was deficient or not preferred. Tenderers will have devoted a considerable amount of time and money preparing their bids. If they are not successful they will want to be sure that the process was fair and that the winner rightfully won.
Staff should not provide information on another bid without the permission of the bidder concerned or unless disclosure is required by law, for example, under the Freedom of Information Act 1982. Where staff receive a request for information under the Act, they should consider whether a claim for exemption may be made, bearing in mind that the business, commercial or financial affairs of an organization or undertaking are generally exempt from disclosure under the Act. 

Tenderers that have won Library contracts may also want to know how they performed against the evaluation criteria. Debriefing will help these suppliers continue to enhance their performance rather than rest content with their current goods and services.

Library staff should document all debriefings and ensure that there are at least two NLA staff present.

If a tenderer formally complains about the conduct of any tender process, staff are required to provide timely and impartial consideration to the complaint. Normally an independent, senior officer should hear the complaint and consequently explain to the aggrieved tenderer how the process was conducted.
4.12 Procurement Advice and Support
The Director, Contracts and Legal Support is available at any stage during the tender/contract process to assist Library staff with any of the above matters. Procurement training and/or legal workshops are also run on an annual basis.
Section 5: Contracts
5.1 Introduction

Broadly there are three contract formats available to Library staff undertaking procurement and requiring the preparation of a contract. They are:

· contract accompanying the Purchase Order

· short form standard services contract; and

· long form standard services contract.

While there are other forms of contracts used by the Library in the course of its business – license agreements; standard Commonwealth Government IT contracts; Memorandum of Understanding; and AS 4000 for construction work, the above are the three main forms for the purchase of goods and services.
5.2 Purchase Orders
The most common form of establishing a contract within the Library is by use of our Purchase Order form. The Library’s standard Purchase Order Form includes contractual terms. These terms and conditions are always used for purchases of simple services or off-the-shelf items that do not require complex manufacturing or testing. 

When seeking oral quotes care should be taken to ensure where appropriate, suppliers are made aware that the Library will want to base its purchase on the Library’s standard purchase order form.

The Purchase Order contract is not to be used for:

· complex supplies (computer and advanced mechanical equipment and software);

· engaging consultants where a short form standard Library contract is appropriate; and
· hiring staff; 
In the above, where the standard Purchase Order contract is not used and there is uncertainty on the appropriate form of contract, the Director Contracts and Legal Support on telephone extension 1600 is available to assist.

5.3 Short Form Standard Services Contract

Both the Short and Long Form Services agreements are available as templates on our web. The Short Form is used for lower dollar value and/or less complex tasks or deliverables. It is most often used for consultants.

5.4 Long Form Standard Services Contract

This contract offers more protection to the Library’s interests and greater responsibilities on the parties involved. It therefore should be used usually for purchases that are complex; or have high risks; or for purchases in the $100, 000 and over threshold.
5.5 Preparation of Contract

The contract must be prepared on the basis of the contract which was offered in the original RFT documentation. This forms the framework for any pre-contract negotiation. Pre-contract negotiation involves discussions with the preferred tenderer to clarify and reach agreement on the terms and conditions that will form the contract. 
A contract is a mechanism for spending public money: only a delegate can therefore sign a contract.

Once the contract is in an acceptable format it is then submitted to the Division Delegate for signature. It is very important to ensure that the contract is properly prepared and dated, particularly as once the contract is signed, any pre-contract documents or discussions are irrelevant to the operation of the contract. The Director Contracts and Legal Support on extension 1600 is available to assist in this process: all contracts $100,000 or above, need to be submitted to the Director prior to signature.
The number of the RFT (or REOI etc) becomes for reference purposes, the number of the contract. The contract should also include the specifications, performance standards and other conditions that have been negotiated and agreed with the preferred tenderer. 
Specific steps in the preparation include:
· Use the Library’s template contracts for inclusion in the procurement documentation.

· Any proposed variation to standard Contract terms and conditions should be undertaken through consultation with the Director, Contracts and Legal Support.
· Obtain a contract number from the Records Management Unit on extension 1144. A contract number will be assigned along with the first of a number of checklists which set out actions to assist the completion of the contract.

· Completion of the schedules on Services and Charges based on the original RFT description along with the preferred tenderer’s response and negotiated outcomes.
· Once signed and dated, ensure the master copy of the contract is lodged in the Records Management Unit for filing in the Contracts Register.

· Approximately one – two weeks later the Records Management Unit send a further checklist to assist with contract management tasks. The checklist provides reminders of any actions that may have to be undertaken in that particular stage of the contract. 

· Any variations agreed to by both parties are required to be documented formally using for example the Library’s standard Variations pro forma which is on Ourweb. Note a contract variation should be properly effected for any change in the contract to ensure the terms of the contract are clear at all times. Such variations require appropriate Delegate approval (delegation based on original contract price plus the value of the variation) and must be sent to Records Management Unit to be filed with the original contract. As with the original contract, two copies of any variation must be signed and dated by both parties.

· Three weeks prior to the expiration date of the contract and up to three months for major contracts, an Expiration Checklist is sent out. This checklist indicates the actions that project officers may have to take at the closure of a contract. The Expiration Checklist must be returned to the Records Management Unit where it will be kept with the original copy of the contract.

5.6 Superannuation Guarantee Act

Under the Superannuation Guarantee (Administration) Act 1992 legislation contracts with individuals (not partnerships, trusts or companies) contracted principally for labour (where more than fifty percent of the contract value is for labour), are classified as 'employees'. Consequently some of the individual contractors, including consultants are eligible for superannuation support payments from the Library.

To reduce the administrative costs associated with complying with the superannuation guarantee legislation, staff arranging contracts with individuals are required to have the contractor complete a Contractor / Consultant Information Sheet. This information sheet must be completed prior to the contract commencing or any payments being made (refer to the Administrative Circular on Compulsory Superannuation for consultants and contractors for further information and a blank copy of the information sheet).

5.7 Contract Management
As mentioned, immediately after placement of the contract in the Records Management Unit, a checklist will be provided to the staff member assigned contract manager with specific tips on managing the contract throughout its term. 
A contract manager’s role is vital to the effective outcome of the contract. While it is important not to be controlled or captured by the contractor, it is just as important to manage and not control the contractor for a successful working relationship. 
It is vital to get to know the contract especially the Statement of Requirement and performance standards, to establish an effective management rapport with the contractor and to always monitor performance under the contract. For further guidance the Australian National Audit Office has published a Contract Management Better Practice Guide, which is available via their web site www.anao.gov.au.
5.8 End of Contract

On completion of the contract ensure that all outstanding matters have been attended to:

· obtain any Library Material and Contract Material or other outstanding deliverables;

· evaluate performance before payment of final invoice;

· cancel access rights to the Library site and reclaim any office facilities, equipment, software, etc.

· make sure the contractor understands Intellectual Property conditions;

· make sure the contractor is aware of ongoing confidentiality obligations;

· release financial securities (if any); and ensure the contractor helps out with any succession requirements as may be required by the contract.

Section 6: Guidelines for procurement using the Australian Government Purchase Card
6.1 Introduction

The purpose of the Australian Government Purchase Card (AGPC) is to improve efficiency in payment of accounts. Use of the card is expected to:

· reduce the amount of paperwork to be processed - requisitions, purchase orders;

· reduce the number of small claims received by the Library as card purchases will be consolidated on a single monthly account and therefore reduce cheque issues;

· ensure the Library's debt to suppliers is discharged promptly; and 

· improve the Library's cash management.

6.2 Scope

Purchase Cards are not issued to the Library as a corporate body but to individuals and they are therefore personally responsible for their safekeeping. ANZ Banking Group is the current supplier of the facility to the Library. Purchase Cards can be used with any supplier who has ANZ VISA Card facilities. Finance Branch is responsible for liaising with ANZ for issuing and updating all AGPCs within the Library.

The objective of the Commonwealth and hence Library procurement, to obtain value for money through open and effective competition, must be upheld when using the AGPC. Officers will have little difficulty following these procedures if they regard the AGPC as a means of payment rather than a means of purchase.

The Library's policy is:

· That cardholders use their AGPC to pay small claims typically for purchases from suppliers with whom the Library has an infrequent and irregular relationship. Each transaction must not exceed $2 000 GST inclusive, without approval of a Division Head. AGPC cardholders should note that their expenditure limitation should not be exceeded for individual transactions. 
· That the AGPC not be used for recurring payments to the same suppliers on a daily, weekly or monthly basis, with such payments being processed through the Library's accounting systems.

· That the AGPC will not be used for payments or purchases of capital items (i.e. assets) with such payments being processed through the Library's accounting system.

· Any decision to use the AGPC on the Internet should take into careful consideration the security offered by the suppliers and the viability of the supplier involved. Purchases on the Internet should only be made from major merchants, who offer highly developed security levels and facilities to accommodate any GST requirements (where applicable).

6.3 AGPC Conditions of Use:

The AGPC may only be used for:

· official purposes and then only within the limits and restrictions imposed by the card company and by the Division Head who authorised the issue of the AGPC to you;

· use of the card for official purposes involves expenditure only on those goods and services that are necessary for or connected with the performance of the Library's functions under its Act and Strategic Directions;

· for purchases made from suppliers located in Australia and greater than $75.00 excluding gst the AGPC is only to be used to purchase material from businesses who have an Australian Business Number (ABN). If the supplier is registered and charging GST it is a requirement for cardholders to obtain a compliant Tax Invoice prior to the approval of any AGPC transaction. The reason for this is the Library is required to withhold tax at the rate of 48.5% where a business is not registered and this is not possible if payment is made via the AGPC. 

· loss, theft and unauthorised use (i.e. by someone other than the cardholder) of the Card must be reported immediately to ANZ Cards Retail telephone 1800 636 359 and Finance Branch on extension 1443;

· before using the card, always check funds available through the use of Finance One. Training can be provided by the System Administrator, Finance Branch extension 1658;

· cardholders must ensure that spending, including the GST component, is within the individual expenditure limit (of your delegation) and the Card limit;

· Division Heads may issue directions to cardholder's to restrict the use of the Card to particular supplies or account codes. These directions must be observed;

· it will still be necessary to comply with the concepts of the Library's
Procurement and Contract Guidelines, especially those concerning value for money.
The AGPC is not to be used:

· for expenditures when the cardholder is paid an allowance for the expenditure, e.g. accommodation expenses when the cardholder is paid a travel allowance;

· for purchase of assets;

· for purchases over $2 000, GST inclusive, unless a higher amount has been approved by your Division Head;

· to pay contractors or consultants where a formal contract exists between the Library and the contractor or the consultant. 

Note: As some individual contractors including consultants, are eligible for Superannuation support payments from the Library payments cannot be made using the AGPC. 

6.4 Procedures for Using the AGPC

The following chart outlines the procedures for the procurement of goods and services using the Australian Government Purchasing Card. 
Figure 2.

 














Making Purchases Using the AGPC

Several methods can be used for making AGPC purchases. The influencing factor for deciding which method will generally be the time difference between methods. Details of each method are given below.

Purchases over the counter

Using the AGPC in this manner involves going to the supplier to purchase and collect the goods. Given the Library's location, this option might not always prove cost effective.
Cardholders should ensure the supplier records an itemised description of goods or services on the sales docket. Descriptions such as "goods" are inadequate. The sales docket functions as a defacto requisition and purchase order and the details recorded must be sufficient for the purposes of these documents.
To ensure compliance with GST and Pay As You Go (PAYG), purchases equal to or greater than $75.00 (excluding GST), must have a corresponding compliant Tax Invoice.

Purchases other than over the counter

To obtain maximum benefit in using the card, most purchases should be made electronically or over the phone. This saves staff from having to physically collect purchased items.

One method of ensuring compliance with GST and PAYG, cardholders are required to have a compliant Tax Invoice faxed to them by the supplier. The invoice must be checked for GST compliance, and correctness. The cardholder should then write his/her AGPC details including card number, type of card (VISA) and expiry date, on the invoice and fax back to the supplier. It should be stressed with the supplier that the goods are to be delivered prior to the sales docket being banked. As cardholders are required to obtain faxed copies of tax invoices prior to placement of AGPC orders the use of Substitute Sales Dockets will not be required.
It is recognized that for Internet purchases, suppliers prefer payment via their secure website. Cardholders should try to ensure that to facilitate the electronic placement of orders, the supplier does provide a secure, accessible and reliable interface to ensure the integrity and confidentiality for all information exchanged. Issues of interoperability and security determine the effectiveness and efficiency of any e-procurement. When cardholders order supplies over the Internet for purchases under $2,000, they should therefore be careful of the terms and conditions of the purchase and the general security of the transaction.
In general where goods are being delivered to the Library they should be addressed and delivered to the cardholder. Always check when the supplier is intending to deliver the goods. If lengthy delays are anticipated it may be more practical and cost effective to raise a Purchase Order.

Note: With purchases that are made over the phone or electronically it is understood that use of the AGPC by an unauthorised person (i.e. other than the cardholder) is a risk carried by the merchant - no liability will attach to the Library unless staff fail to notify the ANZ in a reasonable timeframe. Reports of stolen, lost or unauthorized transaction use should be reported as soon as possible on 1800 636 359. Care should be taken by the cardholder nevertheless to minimise the likelihood of such an occurrence.

Transaction Record Form
Details of each purchase are to be recorded on the Transaction Record Form. These details include the supplier’s name, a brief description of the goods or service, date received, account codes and the total value of the purchase. The Transaction Record Form is also used to keep a balance of credit remaining on the card at any particular time. At the end of each month the Transaction Record Form should reflect the ANZ Statement.
Delivery of Goods

As there is no Purchase Order to be receipted, nor is the purchase an asset (as these are not to be purchased on AGPC) the goods should be addressed and delivered to the cardholder. 
Data Entry

On a monthly basis the AGPC is reconciled directly into Finance One. Refer to the Finance One Manual for details.

6.5 Processing Responsibilities

Cardholders

Each month cardholders will be advised electronically that they are required to reconcile their ANZ Statement directly into Finance One. Cardholders responsibilities for monthly reconciliation are detailed in Section 3 of the Finance Manual to which cardholders should refer.
Responsibilities of Supervisors

It is the responsibility of the cardholder's supervisor to check the Transaction Record Form. Cardholders are to ensure that supervisors provide this action. Supervisors should check that the purchase is legitimate, meets the Library's procurement policy and practices, including financial Delegate limits. The Delegation Manual details these limits and is available from http://ourweb.nla.gov.au/finance/documents.html.
Annual reviews of purchase card delegations, card usage and card limits should be undertaken by the respective Branch or Section Head. This will assist in establishing the appropriate card numbers within work areas.
Finance Branch

AGPC monthly statements will be electronically imported into Finance One. Finance One will generate emails to advise cardholders of the need to reconcile their monthly transactions. On receipt of the reconciled account, the Accounts Payable Supervisor undertakes the following action:

· ensures documentation is complete and distributions are valid; and

· ensures that the delegations are being complied with.

On a monthly basis, the Accounts Payable Supervisor will select several reconciled AGPC Accounts to examine. This is done to ensure correct procedures are being complied with and to maintain the integrity of the system. 
6.6 Disputed Claims
Where transactions in the ANZ Statement are in doubt, it is the cardholder's responsibility to contact either ANZ or the supplier to seek clarification. Disputed claims may arise when the Library is billed for:

· goods or services that have not been received;
In this situation the cardholder should contact the supplier to set a delivery date.

· goods which have been returned;
The cardholder is to contact the supplier seeking a refund for the returned goods. The Library is still required to pay the transaction amount shown on the ANZ Statement. When the refund is received it will be credited to the appropriate account.

· the correct goods but the price is incorrect;
The cardholder will be responsible for liaising with ANZ Bank to establish the validity of the claim i.e. obtain a copy of their sales docket. If the bank cannot validate the transaction then the Bank will be required to provide a refund.

· transactions appear on the statement for which there is no record;
The cardholder should complete an ANZ AGPC Disputed Transaction Advice form and send or fax this to the bank. 
Finance Branch is to be given full details of outstanding disputed claims with the reconciled forms. They should be informed of the action being undertaken to obtain either delivery of the goods or a refund.

6.7 Misuse of Purchase Card
Where the facts point to staff having intentionally used an AGPC for private purposes, it constitutes misuse. A person who uses a Commonwealth purchase card with the intention of obtaining cash, goods or services otherwise than for the Commonwealth is guilty of an offence. Matters regarding fraud are covered in the Library’s Fraud Policy, which is available as an Administrative Circular. Further information is available from the Director Accountability and Reform Branch on ext. 1798.
Section 7: GST and the procurement process
7.1 Introduction
The Goods and Services Tax (GST) applies to the Commonwealth and its agencies in the same manner as it does to any other Australian business.  The major implications on procurement in the Library are the requirement of businesses to register for an Australian Business Number, the Tax Invoice, and Pay as You Go taxation arrangements (including withholding tax). 
7.2 GST (Goods and Services Tax)
Purchases of goods and services by the Library from a supplier who is registered for the GST attracts a 10% Goods and Services Tax. The legislation imposes the tax liability on the supplier. It is the ultimate consumer that pays the tax. The Library is able to claim GST paid as Input Tax Credits from the Australia Taxation Office (ATO). The Finance Branch through monthly returns to the ATO, undertakes this activity.
Part of the tax system also requires businesses with an annual turnover of $75,000 or greater, to register with the Australian Taxation Office for the GST and also to obtain an Australian Business Number. Businesses (ABN) whose annual turnover is below $75,000 may register for the GST if they want. Only organisations that are registered for the GST will be able to charge GST on supplies they make and claim Input Tax Credits for the GST they have paid. Businesses whose annual turnover is below $75,000 may have obtained an ABN, but may not have registered for the GST.

7.3 Australian Business Number
The ABN is one of the keys to the tax system. It is a single identifier to enable business to undertake dealings with the ATO and for dealings with other departments and agencies at all levels. It will eventually replace the Australian Company Number or Australian Registered Body Number. 
7.4 Tax Invoice

Suppliers located in Australia are required to provide customers with compliant Tax Invoice for goods and services provided. To enable the Library to claim Input Tax Credits all invoices received by the Library with the exception of supplies under $75 (excluding GST), will require a compliant Tax Invoice. Information on what makes a Tax Invoice and other elements of GST as it relates to the Library can be found in the Finance Manual.

7.5 Pay As You Go (PAYG)

The Pay As You Go (PAYG system) replaced the previous PAYE system, the royalty and interest withholding systems, the provision tax system, the company tax system, the prescribed payments system (PPS) and the reportable payments system (RPS).

If a business supplies goods or services to the Library and does not quote an ABN on their invoice, the Library is required to withhold tax from the payment to the supplier for the amount of 48.5%. Further to this the Library will also be required to provide a Payment Summary for these suppliers to the ATO. 
Because of these additional administrative requirements it is suggested that the Library only deal with businesses that have registered for the purposes of GST and have obtained an Australian Business Number from the ATO.

Analyse and document preferred supplier selection











Organise supply of goods or services through quotations or tendering etc. to ensure value for money





Select best method for supply considering risks, the value and possible sources








Specify requirement





Procure goods or services by using either Petty Cash, AGPC or Purchase Order.  If a Contract is to be used raise purchase order on Finance 1 to commit funds.





All incoming assets must go through the Receipting Officer.


RMU, for acquittal and registration.





Check that invoiced amounts reconcile with ordered amounts and that the invoice is a correctly rendered invoice.  Certify invoices so that ‘payment may be properly made’ and submit to Finance Branch (Box 13).  Where the supplier has included GST as part of the price, invoices will need to be a compliant Tax Invoice and clearly identify the name, address and ABN of the supplier, the value of the goods and the GST component of the purchase.   The words Tax Invoice should also be prominently displayed on the invoice.





Obtain approval from Delegate to proceed with the process





Obtain a compliant tax invoice 





If Yes:


Purchase goods or services over the telephone/electronically








Check funds available using Finance One





Purchase is less than $2000 GST inclusive, and the Library has an infrequent and irregular relationship with the supplier, and the GST inclusive price is within the card holders delegation








If No:


Raise Purchase Order











If Yes:


Make purchase over the counter





On a monthly basis the card transactions are entered into Finance One. Finance One is populated by uploading the Monthly statement received electronically from the ANZ





Print the statement from Finance One after the data entry has been completed. Attach supporting paper work e.g. Tax invoices. Submit to supervisor for review & approval





Submit Statement, Transaction Record Form and sales dockets to Finance Branch for payment, along with supporting documents, such as quotes or Minutes.


This must be done within four days of receiving the statement.








Request supplier to fax a compliant tax invoice.  Check invoice to ensure it is GST compliant and details are correct, add your AGPC details and fax back to supplier
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