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MARANOA WILDLIFE CARING & EDUCATION CENTRE
TENDERING AND PROCUREMENT POLICY

Policy
When acquiring goods and services, MWCEC is to aim to maintain a reputation for fair and

transparent dealing and achieve best value for money.

MWCEC will ensure that the quotation process followed is in accordance with the requirements
relating to the expected cost of purchase, as set out in the table below.

Expected Cost of Purchase Requirements

< $200 One verbal quote (documented)

$200 to < $2000 Two verbal quotes (documented)

$2,000 to < $10,000 Three written quotes (forwarded to Buyer)
$10,000 to $100,000 Tender

> $100,000 Tender Director Approval

Five principals underpinning the Policy are:

1. Economy
e Value for money (quality, reliability, delivery time, ongoing service, support)
e Efficiency and effectiveness

2. Equity
e Probity and fairness
e Effective Competition

3. Quality
e History / Experience
e Reputation
e Qualifications of personnel
e Knowledge of MWCEC’s needs
e Previous Work Performance

4, Safety
e Safe Standards
o Safety Record
e Safety Management System
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5. Support Local
e Local Content
e Local Employees
e Support local business where they are able to supply goods and services which are
equivalent value and standard, or better, to external sources.

Tender / Purchasing Review Process
All purchases greater than $100 need to be approved by the MWCEC Management Committee.

For quoted items a summary of the required quotes and recommendation from the person who
sourced the quotes are to be presented to the Management Committee. The Management
Committee are to make a decision on the purchase based on available funds and the five principals
outlined in this policy.

For tendered projects selection criteria and specifications will be established and documented
before calling for bids and will be equally available to all prospective suppliers. A Review Committee
is to be formed prior to the closing date of the tender. The Review Committee are to provide a
summary of the tenders and selection process conducted, along with their recommendation to the
Management Committee. The Management Committee are to make a decision on the successful
tender based on available funds and the five principals outlined in this policy.

Fairness and Impartiality

Any MWCEC members, directors or staff who have a connection with any of the
respondents/tenders, or may stand to gain personally from the outcome of a purchasing decision, is
not to be involved in the assessment process or review panel and must leave the room at
Management Committee meeting where a decision on the successful tender/quote is being made,
and must not be able to affect the outcome.

If it is necessary to change criteria all tenderers must be given the same information, an equal
opportunity and reasonable time to revise their bids.

Tenderers, contractors, consultants and potential suppliers should also be made aware of MWCEC’s
Conflict of Interest Policy and will be required to disclose any potential conflicts. If they do not do
so, MWCEC may have grounds for terminating the contract or purchase.

Gifts and Benefits

Any MWCEC members involved in a procurement process are not able to accept gifts of a token kind
or moderate acts of hospitality that may in any way compromise or appear to compromise their
involvement in the procurement process, as a result of this acceptance.
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Records

Detailed records should be kept throughout the entire process and a report compiled for submission
to the Management Committee.

This policy should be read in conjunction with the MWCEC Conflict of Interest Policy and
MWCEC Code of Ethics Policy.

APPROVAL

Uncontrolled when printed unless issued and stamped control copy.
Document Approved By:

The Management Committee of the Maranoa
Wildlife Caring & Education Committee Pty Ltd Date Approved:

16" February, 2016

Signed: W Position: Director

Name: Meryl Eddie

Date Signed: /P 02~/

Page 3 of 3






