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Primary Policy 2.2 

Procurement 
1. Purpose 

This procedure describes the processes for the procurement of goods and services undertaken on 

behalf of Darling Downs Health in order to achieve compliance with the Queensland Procurement 

Policy 2019 (QPP 2019). 

2. Scope 

This procedure relates to all procurement activity of Darling Downs Health. 

 

All staff of Darling Downs Health whether permanent, temporary, casual or contract are required to 

procure goods and services in line with the requirements of this procedure. Failure to do so may 

result in a formal warning.  

 

The Department of Health will still run central procurement processes, and where it is 

advantageous to do so Darling Downs Health will access these arrangements. 

 

All dollar figures referred to in this procedure are inclusive of goods and services tax (GST). 

3. Procedure 

The QPP 2019 sets out 6 principles for procurement. 

 
The six principles are: 

 Principle 1 — Putting Queenslanders first when securing value for money – recognising that 

value for money is more than price paid  

 Principle 2 — Working together to achieve outcomes – providing a flexible procurement 

framework based on an agency-led procurement model 

 Principle 3 — Governance and planning – focusing on a category management approach 

with a strong governance framework and integrated planning 

https://www.forgov.qld.gov.au/sites/default/files/documents/procurement/qldprocurementpolicy.pdf?v=1574136292
https://www.forgov.qld.gov.au/sites/default/files/documents/procurement/qldprocurementpolicy.pdf?v=1574136292
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 Principle 4 — Leaders in procurement practice – professionalising the procurement 

discipline and building procurement capability 

 Principle 5 — integrity, probity and accountability – ensuring procurement is undertaken with 

integrity, that probity is appropriately managed, and that accountability for outcomes is 

maintained 

 Principle 6 — Advancement of government objectives – providing the procurement 

framework to advance economic, environmental and social objectives. 
 
In approving this procedure, the Health Service Chief Executive delegates authority to those 

named in this procedure to undertake procurement activity on behalf of Darling Downs Health. 

 

In framing the QPP 2019 the Government requires Darling Downs Health to consider in its 

procurement activity, how it can assist the Government to meet a number of targets and 

commitments. 

 
Darling Downs Health may not be able to meet these targets within its own activity but must 

consider these when selecting providers and use its purchasing to contribute to meeting these 

targets where applicable. 

3.1 Targets and commitments 

3.1.1 Economic  

 Require the application of ‘best practice principles’ for all major projects valued at $100 

million and above and declared projects, in accordance with guidance issued by the 

Department of Housing and Public Works and the Office of Industrial Relations. 

 Prioritising ‘Buy Queensland first’ for food and beverages at events and corporate 

functions. 

 Build regions by increasing the participation of Queensland suppliers and local 

workforces in procurement opportunities.  

 Require the use of local contractors and manufacturers in significant Queensland 

Government infrastructure projects, worth $100 million and above, wherever possible. 
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 Increase opportunities for apprentices and trainees in significant Queensland 

Government infrastructure projects, worth $100 million and above. 

 Increase government procurement with Aboriginal and Torres Strait Islander businesses 

to three per cent of addressable spend by 2022. 

 Focus on using the government’s procurement activities to create genuine, quality, 

secure ongoing jobs for Queenslanders. 

 Focus on jobs, reducing long-term unemployment and youth unemployment, and 

increasing opportunities for training apprentices. 

3.1.2 Environmental 

 Procure Australian-sourced, environmentally accredited paper products. 

 Achieve net zero emissions by 2050. 

 Achieve one million rooftops or 3000 megawatts of solar photovoltaics (PV) in 

Queensland by 2020. 

3.1.3 Social 

 Increase spend with genuine, quality social enterprises, providing award based wages 

(using the Supported Wage System where appropriate) and pathways to mainstream 

employment for disadvantaged Queenslanders. 

 Take into account workplace policies and practices aimed at ending domestic and family 

violence as part of supplier evaluation and selection. 

 Ensure that all Queensland Government procurement activities are compliant with the 

Disability Discrimination Act 1992 (Cth). 

3.2 Queensland Procurement Policy Principles 

3.2.1 Principle 1 

Procurement processes must be designed and managed, using templates that ensure these 

requirements are met. 
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In procuring goods and services on behalf of Darling Downs Health, Operational Managers 

will ensure that consideration of more than just the lowest price is taken, in determining the 

best value for money and pursue the governments targets through their procurement 

decisions. 

 

It is mandatory that the following are addressed in procurement processes: 

 A local benefits test will be conducted for all significant procurements. A weighting of up 

to 30 per cent may be applied. 

 Ensure that at least one regional and one Queensland supplier, where possible, is invited 

to submit a tender or quote for a procurement. 

 Advancing relevant government objectives as well as the outcome being sought,  

 Cost related factors including up-front price, whole-of-life costs and transaction costs 

      associated with acquisition, use, holding, maintenance and disposal, and  

 Non-cost factors such as fitness for purpose, quality, delivery, service, and support. 

 

For major projects of $100 million and above and declared projects, the value of money 

assessment must also include application of all of the following best practice principles: 

 workplace health and safety systems and standards 

 commitment to apprentices and trainees 

 best practice industrial relations 

 history of compliance with procurement, tendering and other government policy. 

 

Agencies may deal directly with their own agency or other Queensland Government 

agencies including commercialised business units. 

3.2.2 Principle 2 

In procuring goods and services, Darling Downs Health will ensure that tenders are free 

from specifications or requirements wherever possible, that could limit opportunities for local 

industry and workforces. Procurement of ICT products and services has a specific policy 
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relating to providing fair and reasonable opportunity for Small to Medium Enterprises (SMEs) 

which is detailed in 3.11 of this document. 

 

Darling Downs Health acknowledges that every procurement activity is different and that in 

order for decisions to advance the objectives of the QPP 2019, they will take into account a 

range of factors.  

 

Darling Downs Health will ensure full, fair and reasonable opportunity for Queensland 

suppliers, including local suppliers and small businesses. 

 

We will do business with ethically, environmentally and socially responsible suppliers and 

pursue government’s objectives from a whole-of-government and category perspective, 

prioritising these in our decision-making. 

 

As part of this commitment, Darling Downs Health will not procure dumped goods or engage 

suppliers suspended as a result of accruing demerit points under the Ethical Supplier 

Mandate. 

 

Queensland Government expects suppliers to comply with the Ethical Supplier Threshold. 

 

This means that a supplier has not: 

 contravened a civil remedy provision of Chapter 2 or Chapter 3 of the Fair Work Act 2009 

(Cth), or committed an offence against the Fair Work Act 

 contravened a civil remedy provision of Chapter 2, 3, 4, 5, or 7 of the Industrial Relations 

Act 2016, or committed an offence against the Industrial Relations Act, or failed to pay 

employment related levies, or other payments, established under Queensland legislation 

 failed to make superannuation contributions on behalf of employees in accordance with 

law 

 purported to treat employees as independent contractors, where they are not 
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 required persons who would otherwise be employees to provide an Australian Business 

Number so that they could be treated as independent contractors 

 engaged persons on unpaid work trials or as unpaid interns, where they should be 

treated as employees entered into an arrangement for the provision of labour hire 

services with a person who is not licensed under the Labour Hire Licensing Act 2017, or 

a supplier who is an unlicensed provider under the Act 

 paid employees’ wages below those provided for in an applicable modern award. 

 

Procurement decision-making for low value and low business risk procurement will be 

delegated to a level closest to the geographical location where the good or service is 

to be supplied. By way of example a facility manager of operational services (MOS) has a 

procurement delegation of $10,000 and must make procurement decisions for their facility 

within this delegation. Where the cost is greater than $10,000, they must go to their Facility 

Manager who has a delegation of $25,000, their Cluster Director of Nursing (DON) who has 

a delegation of $50,000 etc. 

3.2.3 Principle 3 

Darling Downs Health is committed to observing high standards of integrity and probity and 

being accountable for decisions. Darling Downs Health will embed probity in procurement 

culture. It is important that the right balance is struck between observing probity of process, 

and not overemphasising probity relative to value and risk, so that it becomes an 

unjustifiable barrier to achieving better outcomes.  

 

Darling Downs Health will ensure that appropriate governance mechanisms are in place to 

maintain the integrity of the procurement decision-making process. As part of this, systems 

for conflicts of interest and complaints management for procurement will be maintained.  

 

Staff of Darling Downs Health will ensure that all stages of the procurement process are 

defensible and appropriately documented relative to the value and risk associated with the 
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procurement. Decisions will withstand public scrutiny and preserve confidence in the 

procurement process.  

3.2.4 Principle 4 

Darling Downs Health is committed to enhancing the procurement function to improve the 

delivery of value for money outcomes and building procurement capability to ensure better 

outcomes like improved contract management, better engagement with stakeholders and 

suppliers, and embracing innovation. 

 

The Commercial Management Unit and business areas will proactively engage with each 

other from pre-procurement through to contract management and disposal to: 

 identify and assess viable solutions to achieve the outcomes sought 

 provide support for, and understand the business needs of, front-line service delivery 

 clearly define procurement objectives to ensure business needs are met, and 

 manage demand and reduce waste and manage consumption of valuable resources. 

 

3.2.5 Principle 5 

Darling Downs Health is committed to working together across agencies to ensure that a 

whole-of government approach to procurement is undertaken wherever possible and that 

better procurement outcomes are achieved. 

 

Darling Downs Health will use Standing Offer Arrangements (SOA’s) and common use 

arrangements where they deliver value for money to Darling Downs Health. It must always 

be remembered that SOA’s provide a guaranteed maximum price only and that pricing can 

be negotiated with SOA suppliers. As a regional Hospital and Health Service (HHS) we will 

use alternate providers where SOA’s do not deliver value for money for Darling Downs 

Health. 
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Darling Downs Health will work with Strategic Procurement and Supply to ensure that there 

is not duplication of effort and that the Darling Downs Health optimises the benefits from its 

procurement processes. 

 

Engaging with other government agencies is recognised as a cost-effective means of 

conducting procurement where it provides Darling Downs Health with a value for money 

outcome. 

 

Darling Downs Health will use the procurement templates and standard contract terms and 

conditions developed by the Commercial Management Unit, in order to protect the interests 

of Darling Downs Health and to ensure compliance with legal and other commitments. 

3.2.6 Principle 6 

Darling Downs Health is committed to increasing stakeholder and community confidence in 

our procurement activity, through appropriate market engagement and development, and 

robust governance of procurement activity.  

 

Darling Downs Health will prepare procurement plans that address the following as a 

minimum: 

 set out the management and organisation of the procurement function, including an 

assessment of overall agency procurement capability and strategies for improvement 

 outline how the objectives of the procurement function will support broader agency 

objectives 

 provide an analysis of savings and benefits opportunities (economic, social and 

environmental) and strategies to achieve these 

 contain measures, targets, performance against targets and the agency’s approach to 

risk management for procurement. 

 

In planning for significant procurement undertaken at either a category level or an individual 

procurement level address, at a minimum:  
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 an analysis of demand and the supply market  

 strategies to achieve value for money, including the advancement of economic, 

environmental and social outcomes  

 performance measures and contract management arrangements 

 an identification and assessment of risks related to the procurement and risk 

management strategies. Risk assessments address the value, complexity and sensitivity 

of procurements.  

3.3 Procurement procedure 

In procuring goods and services on behalf of Darling Downs Health, officers must comply 

with the Principles set out in the QPP 2019. 

 

Thresholds set out in this procedure apply to the whole of life value of a purchase, including 

any options for extension that are available under the original agreement. For example, a 

contract of 5 years that has an option to extend for a further 2 years, the value of the 

contract must be estimated over 7 years. 

 

For the purposes of exercising delegations, the GST inclusive amount must always be used. 

Simple every day purchasing up to $250,000 can be undertaken and controlled at the local 

level in accordance with Principle 2, if this Darling Downs Health Procurement procedure is 

followed and appropriate delegations are exercised. Refer to the procurement process flows 

attached (Appendix A). 

 

For complex higher risk purchases over $250,000 (a significant purchasing process), 

operations managers will contact the Commercial Management Unit who will assist them to 

determine the appropriate means for purchasing the goods or services and outline the 

requirements in relation to the planning and execution of the process and approval of the 

outcome. 

 

This procedure sets out the requirements relating to procurement and will be described in 

the following areas: 



Procurement 
 
Page 10 of 96  
Printed copies are uncontrolled 

 

 

 

 planning 

 operational requirements 

 governance (including reporting) and 

 record keeping and maintenance. 

3.4 Planning 

Planning of procurement will take place at 2 levels. The Commercial Management Unit will 

prepare an Annual Procurement Plan for Darling Downs Health as well as developing 

Significant Procurement Plans for procurement activity that is of sufficient complexity or risk. 

3.4.1 Annual procurement plan 

The Commercial Management Unit will develop an Annual Procurement Plan on behalf of 

Darling Downs Health. 

 

The Annual Procurement Plan will be approved by the Executive Management Committee. 

 

The Plan will provide an analysis of issues such as category of spend, how Darling Downs 

Health intends to go about procuring each category and special consideration that needs to 

be taken in relation to each category, in order to determine a strategic approach to 

procurement whether that is achieved by Darling Downs Health alone or in co-operation with 

other HHS’s or agencies to procure goods and services at a whole of government level. 

 

The risk associated with each category of spend will be taken into consideration when 

developing the Annual Procurement Plan. 

 

In planning procurement activity, the Commercial Management Unit will make reference to 

the Whole of Government Procurement Plan in order to determine if the goods or services 

being sought fit within a Whole of Government procurement or a category of goods or 

services being sought at the state level. 

 

The preparation of an Annual Procurement Plan is intended to: 
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a)  provide potential suppliers with useful information about the agency and the environment 

in which it conducts procurement; 

b)  provide early information about the agency’s intended procurements for the period 

covered by the Annual Procurement Plan; and 

c)  facilitate good procurement planning within the agency; 

d)  allow other agencies to see where there may be synergies and scope for collaboration. 

 

The Commercial Management Unit will establish procedures for preparing, updating and 

publishing the Annual Procurement Plan. The procedures will reflect the nature of the 

agency and its procurement needs, and could include processes for: 

 

a)  providing input to the Annual Procurement Plan; 

b)  drafting the Annual Procurement Plan; 

c)  approval of the Annual Procurement Plan; 

d)  publication of the Annual Procurement Plan; and 

e)  reviewing and updating the Annual Procurement Plan. 

3.4.2 Significant procurement planning 

Where an individual purchase is non-routine and is of sufficient complexity and / or risk (as 

indicated by value (over $250,000) or dependency of the business for its operations) a 

Significant Procurement Plan will be prepared. 

 

The Director, Commercial Management will, at their discretion, determine if a Significant 

Procurement Plan is required. 

 

In some instances, procurement plans may be developed for highly sensitive purchases 

even where risk or complexity of the purchase are not high. An example of this may be 

where probity could be called into question because of relationships between members or 

associates of the Darling Downs Health Board or staff, and the Offeror(s) of services. In 

these instances, the Significant Procurement Plan will outline the approach to the market 
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and a Probity Plan will create an audit trail ensuring probity is observed throughout the 

process.  

 

Planning considerations will include, but not be limited to, whether existing contracts for the 

supply of goods / services have been successful (e.g. review of a current outsource 

arrangement), whether it is appropriate to conduct a full contestability review in relation to 

the supply of the services, whether the goods / services are required at all, whether a market 

exists in relation to the supply of the goods / services, and then develop appropriate 

strategies for approaching the market in order to achieve the best outcome for Darling 

Downs Health. 

3.4.3 Planning timelines 

As formal market approaches typically take around 3 months to complete it is recommended 

that the review and planning of the future direction for the service will commence 6 months 

prior to the desired commencement date of any arrangement. 

 

In planning individual procurements, the Commercial Management Unit will liaise with other 

HHS’s and Health Services Queensland in order to identify if opportunities exist for the 

aggregation of goods or services in order to secure better pricing. Consideration will also be 

given to the state of the local supply market. Regional suppliers may be able to deliver price 

advantages arising out of low overheads. The Commercial Management Unit will maintain a 

network of contacts in order to monitor procurement activity across the state. 

 

The Commercial Management Unit will ensure that procurement activity is cost effective by 

ensuring that the processes used for procuring goods and services are appropriate taking 

into consideration the complexity of the procurement, the lifecycle cost of the procurement 

and the risk to the delivery of the core services of Darling Downs Health. 

 

Procurement planning will focus on the outcomes being sought and not the process to be 

executed. In focusing on outcomes, the Commercial Management Unit will work with the 

operational units to look for innovative solutions for service delivery. 
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This will include reviews of part of the service as appropriate. In planning procurement 

activity, the Commercial Management Unit will ensure that the needs and expectations of 

customers are understood and that where cost effective to do so, the Commercial 

Management Unit will aim to exceed these expectations in the services provided. 

 

Consideration will be given in the planning process to the use of suppliers who are known to 

be ethical and socially responsible suppliers of goods and services. Providers who do not 

meet the required standard may be excluded.  

 

Significant procurement plans will be in the form of the attached template, (Appendix D). All 

required information is set out in the template. Not every section will be able to be completed 

in relation to each procurement exercise. 

3.5  Operating requirements 

In executing the purchase of goods or services on behalf of Darling Downs Health the 

following will apply: 

 Darling Downs Health Staff will look to use the most efficient method of procuring the 

goods and services they require for their operational activity.  

 Staff will follow the guidelines set out in this Procedure and obtain the correct number of 

quotes of Offers.  

 Where a SOA exists and it provides genuine value for money for Darling Downs Health, 

staff will use the SOA as an efficient and economic means of procuring the Goods or 

Services they require. If they are not of the view that the SOA delivers value for money, 

Darling Downs Health staff can seek alternate pricing utilising the Darling Downs Health 

Procedure.  

 

Note: Standing Offer Arrangements are a guaranteed maximum price, which is not 
negotiated, as volumes are not provided at the time the SOA is established. 
Darling Downs Health officers buying off SOA’s are encouraged to request a better 
price. 
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 Operational Units will take responsibility for procuring the goods and services needed to 

achieve their agreed operational goals and the strategic objectives of Darling Downs 

Health. The Commercial Management Unit will support Operational Units with their 

procurement activity.  

 Operational Units will consider the targets set by the Government and principles for 

procurement set out in the QPP 2019. 

 

Through this model of procurement, internal capacity and procurement capability will be 

developed across the Service. The Commercial Management Unit will ensure that 

procurement capacity and consistent application of procedure is achieved through the 

development and delivery of education programs and online reference tools. 

 

Darling Downs Health staff are required to obtain quotes in accordance with the following 

thresholds approved by the Board as part of the delegation’s framework of Darling Downs 

Health. These thresholds represent a minimum requirement and can be exceeded at the 

discretion of the individual staff member. For example, if you obtain one quote for goods 

under $10,000 but you think that’s too dear you must seek additional quotes. 

 
Table 1 : Darling Downs Health Procurement Methodology Thresholds 

Value of Purchase Procurement Approach Method 

$10,000 and below 

 

One Verbal quote 

 

One quotation is obtained but not 

documented  

(Darling Downs Health Corporate 

Card is the preferred method of 

payment)* 

$10,001 to $250,000 

 

Three Written quotes 

 

Obtain written offers from at least 

three genuine suppliers. 

Email quotes are sufficient for low 

value purchases. 
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Value of Purchase Procurement Approach Method 

$250,001 to $500,000 

 

Planned Procurement 

Approach 

A planned procurement approach is 

to be undertaken recommended 

approach by way of RFQ 

$500,001 and above Planned Procurement 

Approach 

 

A planned procurement approach is 

to be undertaken recommended 

approach by way of Invitation to 

Offer. As a minimum this is to be 

released through Q Tenders. Other 

means of advertising must be 

considered. 
 

*Note: Corporate Card cannot be used to purchase assets or portable and attractive items. 

Please refer to Darling Downs Health Corporate Card procedure for a full list of exclusions 

and also the Queensland Government Guide to Corporate Cards. 

 

The Commercial Management Unit will assist the operational units to select an appropriate 

method of approach to the market to ensure that the level of effort in procurement is 

commensurate with the value and risk of the goods or services being procured. 

  

As a guide (Appendix B) and (Appendix C) set out the basic decision-making process for 

selecting a method to approach the market for a planned procurement approach. The 

thresholds approved by the Board as part of the Delegations Framework 

(https://qheps.health.qld.gov.au/__data/assets/file/0022/2044741/ddhhs-financial-

delegations.xlsx/_recache ) and Table 1 above also provide general guidance on acceptable 

approaches to market, based on the dollar value of the purchase.  

 

However, the individual circumstances of each procurement exercise may require a different 

approach. For example, a purchase that is less than $100,000 may still benefit from a 

planned procurement approach because of the need for developing detailed specifications 
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or because of a need to determine market information before an approach can be made for 

firm pricing. The Commercial Management Unit will provide advice and support to staff to 

determine the most appropriate procurement approach. 

 

Staff involved in procurement processes, either as individuals or panel members, need to be 

aware that they are active participants in the process, not bystanders. They are best placed 

to develop offer documents and evaluate offers as they have the best understanding of their 

business requirements. The Commercial Management Unit will oversee the process and 

assist staff to progress the procurement in line with planned timeframes.  

 

Darling Downs Health will consider the needs of the local market and endeavour wherever 

possible to keep procurement processes simple and easy to engage with. The Commercial 

Management Unit will ensure that in planning individual procurement processes, strategies 

specifically for engaging with local suppliers will be developed. 

 

The staff of Darling Downs Health will actively seek to purchase from local suppliers where 

possible and where value for money can be provided.  

 

Where no evaluation process is established and only pricing is being provided, the lowest 

price offer must be accepted. 

 

Where other criteria of evaluation are set and information provided back with the pricing 

(e.g. capability and capacity of the Offeror), value for money will be assessed as the best 

offer for the best price, which is not necessarily the cheapest, however all decisions must be 

able to be justified. These processes will be documented and create an auditable trail that 

provides assurance of the probity of the process and attests to achieving value for money for 

the service and the taxpayers of Queensland.  

 

Darling Downs Health will aim to exceed the community’s expectations of openness, 

honesty and accountability. 
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3.5.1 Determining market approach mechanism 

Determining the appropriate way to purchase goods and services depends upon the degree 

of complexity of the purchase and the risk that is posed to the operations of the Service. For 

example, stationery supplies are low value items that are not critical to the operations of the 

Service. They can be purchased simply and easily, without formal process, at the local level. 

 

For more complex and business critical purchases a formal process is undertaken that 

affords all participants in the market the opportunity to benefit from the purchasing activity of 

the service. 

 

Appendix B – Market approach matrix provides guidance as to the appropriate ways to 

approach the market. 

 

Before a procurement process is undertaken, the service needs to know: 

 what it wants to buy, and 

 who can supply the goods or services required. 

 

The degree of knowledge of these critical elements will determine the path to market. 

 

Appendix C – Decision model for purchasing sets out how to decide the appropriate 

process to follow. 

 In each case the Commercial Management Unit will assist in determining the appropriate 

market approach. 

 In determining the appropriate method of market approach, the Commercial 

Management Unit will also assess the need for detailed planning and the need for a 

Probity Plan and possibly for Probity Oversight or Auditors. 

 If it is determined that a Procurement Plan is required or a Significant Procurement Plan 

is required to be prepared, the Commercial Management Unit will take responsibility for 

preparing the document, in consultation with the Operations Manager. The Planning 

process will include the nomination of the Evaluation Panel. 
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 Procurement plans will be prepared consistently by using the template provided at 

Appendix D to this procedure. 

 

If it is determined that a probity plan is required in relation to a procurement process, the 

Commercial Management Unit will take the lead in ensuring that a probity plan is created 

and Appendix D to the procedure provides a template to ensure consistency of approach 

and form for probity plans.  

3.6 Approval and exercise of procurement delegation 

A procurement delegation must be exercised in relation to each purchase that is undertaken 

and depending upon the circumstances different types of delegations may be required. 

 

Delegations are part of the internal control system of Darling Downs Health. In the case of 

procurement delegations, exercising a procurement delegation is simply saying that this 

Darling Downs Health Procurement Procedure has been complied with. 

 

Since the implementation of S4HANA in August 2019, Financial and Procurement 

Delegations have been joined to be exercised at the same time when approving a 

Requisition for release in the system. 

 

Where goods are purchased by way of the issue of a Purchase Order, the person releasing 

the requisition is exercising both financial and procurement delegation and needs to ensure 

the appropriate procurement process and number of quotes were obtained. 

 

For purchases that take place outside of S4HANA (even though a Purchase Order may 

eventually be raised), procurement delegations and financial delegations are both required 

to be exercised in relation to each purchase transaction. It is the responsibility of the 

operational officer to ensure, that in the documentation of the procurement activity, that the 

Procurement Delegation is expressly exercised in relation to the purchase. 
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The financial delegation is exercised first to ensure that funds are available to pay for the 

goods or services acquired and then the procurement delegation is exercised by a separate 

officer to validate the procurement process. 

 

3.6.1 Procurement requirements 

All procurement requirements below are a minimum standard required. If, for example, an 

officer wishes to get a number of quotes for goods under $10,000 to ensure they are getting 

the best price they are at liberty to do so. 

a) Purchasing under $10,000 (GST inclusive) One (1) verbal quote 

For minor everyday purchasing staff will be allowed the freedom to operate with minimal 

process required; hence the requirement for purchasing under $10,000 is for only one 

verbal quote to be obtained. 

 

There is no requirement to retain evidence of obtaining one verbal quote. 

If the expected value is under $10,000 and the first verbal quote received is under 

$10,000 then the officer can proceed with the purchase, if that offer represents value for 

money. 

 

Note: Do not accept offers that are not value for money. Every dollar saved is a 
dollar that can be spent elsewhere to improve the care provided by the Darling 
Downs Health to its communities.  
 

b) Purchasing between $10,000 and under $250,000 (GST inclusive) Three (3) written 
quotes 

If the anticipated value of the purchase is within this range, officers are required, as a 

minimum, to obtain 3 written quotes. 

  

For simple purchases that do not require the development of a detailed scope obtaining 

3 quotes by email meets the requirement. 
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Where purchasing becomes more structured and formal, even though the base 

requirement is to obtain 3 written quotes, officers will still take into account the nature of 

what is being purchased and if it is difficult to explain what is required a formal Request 

for Quote process will be considered. The Commercial Management Unit will assist in 

the preparation of relevant tender documents. 

 

For non-complex purchases, officers within the operational unit will control the issue of 

requests and receipt of offers. For complex purchases, or where there may be issues 

such as conflicts of interest, the Commercial Management Unit will issue requests, 

receive offers and assist in the evaluation of the outcomes.  

 

The most common conflict of interest will be where offerors are related to a member of 

staff who works for Darling Downs Health. Staff must be mindful of such conflicts and 

contact the Commercial Management Unit to handle the situation. 

 

Once offers have been received and evaluated, the outcome will be approved by an 

officer with type 5 procurement delegation. This is to review the process undertaken and 

ensure the outcome is delivering value for money, before the contract is awarded. A brief 

(Appendix F) will be prepared for the delegate to substantiate the decision, if a formal 

process has been run by the Commercial Management Unit. If the Commercial 

Management Unit is not involved, the procurement and decision making process must be 

documented by the Officer undertaking the procurement. Public sector accountability 

requires that decisions can be justified if questioned. Therefore, sufficient evidence of the 

process undertaken and the reasons for the decision made must be maintained. 

 

NOTE: Where only pricing information has been requested, the cheapest price 
must in every instance be awarded the provision of goods or services. Only where 
non-price information has been requested can a supplier other than the cheapest 
one be awarded based upon capability, capacity and price. A justification for doing 
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this must be included in an Evaluation Report and approved by a type 5 
Procurement Delegate. 
 

If one of the quotes received is under $250,000 then the officer can proceed with the 

purchase. 

 

If none of the quotes that are received back are less than $250,000 then the officer will 

use the appropriate procedure for that value. 

 

d) Purchasing between $250,000 and under $500,000 (GST inclusive) planned 
procurement approach 

Where a planned procurement approach is required, the Commercial Management Unit 

will be engaged to direct the process. The Commercial Management Unit will determine 

the full extent of the planned process and will consider and determine which of the 

following elements will be included in the process: 

1. procurement plan; 

2. probity plan; 

3. evaluation plan; 

4. method of market approach (RFI, EOI, ITO, RFQ or tender); 

5. evaluation and recommendation report; 

6. probity report. 

 

Before approaching the market for responses, it may be required that type 1 

procurement delegation be exercised in order to approve the process undertaken by the 

Commercial Management Unit and to signify that the planned approach will deliver the 

best outcome for Darling Downs Health. The decision to seek type 1 Procurement 

Delegation rests with the Director, Commercial Management and will be based upon the 

type of goods or services being procured. For example, Construction Procurement 

pursuant to a grant will not require type 1 Delegation, whereas a significant outsourcing 

may. 
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This will be done by way of checklist prior to the preparation of the relevant procurement 

plan, probity plans and request for quote (RFQ) documents. These will progress after the 

delegation to proceed to market has been exercised.  

 

The procurement plan will identify the market approach strategy i.e. select approach, 

SOA or open market approach and the Commercial Management Unit will issue the 

request and control the return of offers through the Queensland Government QTender 

website or through the DDHHS-Procurement@health.qld.gov.au email account. 

 

The Commercial Management Unit will develop the evaluation plan and the evaluation 

matrix to properly score and record information used in the assessment of the offers. The 

Evaluation Plan and Matrix will be approved by the Evaluation Panel prior to the receipt 

of offers from the Commercial Management Unit. 

 

Once the evaluation process is complete the Commercial Management Unit will prepare 

the evaluation and recommendation report which is signed by the evaluation panel to 

signify that the report represents fairly the process and its outcomes. Where the 

Commercial Management Unit has acted as the procurement advisor to the evaluation 

process, they also sign the report to signify that probity has been maintained throughout 

the procurement process and the evaluation of offers. 

 

Once complete, a checklist is prepared, and the relevant offer and evaluation documents 

are provided to the appropriate delegate for approval and represents the exercise of the 

type 5 procurement delegation. 

 

Once the type 5 procurement delegation has been exercised the Commercial 

Management Unit will notify the offerors that they were successful and awarded the 

contract or that they were unsuccessful. 

 

e) Purchasing $500,000 (GST inclusive) and above planned procurement approach 

mailto:DDHHS-Procurement@health.qld.gov.au
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The procedure is the same as that for purchasing between $250,000 and under 

$500,000; with the exception that an open public tender is required for procurements of 

this size. Any variation to that approach will be documented in the procurement plan and 

approved by the relevant delegate. 

 

Posting a tender on the Queensland tendering website, QTenders is sufficient to meet 

the criteria of an open public tender. 

3.7 Other Considerations 

Local Benefits 
Darling Downs Health is required to include a local benefits test in all significant 

procurements, defined by the QPP 2019 as a purchase over $1,000,000. However, where 

local benefits can be derived Darling Downs Health must look to engage regional providers. 

 

Where Darling Downs Health is engaging a provider of goods or services the Local benefits 

test requirements require you to first seek to appoint a provider from within 125km from the 

site the services or works are to be carried out. If a local provider cannot be found within 125 

km, Darling Downs Health must continue to search in concentric circles from the point of 

delivery to find a provider (starting with 125 km then 250km etc. until a provider is found). 

 

Alternatively, if a local provider cannot be found, local benefits can be generated by service 

provider’s spending money in the local community. Tender documents must enable 

offerors to provide information about whether they intend engaging local sub-contractors, 

local suppliers and to estimate how much money they believe they will spend in the local 

economy. 

 

Up to 30% weighting can be afforded for offers that deliver significant local benefits, 

however value for money is still the over-arching principal. If an offer from a local does not 

represent value for money because it is too expensive, then Darling Downs Health must not 

award to that organisation. 
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The Commercial Management Unit will be responsible for ensuring that local benefits are 

appropriately tested. 

 

Social Enterprises 
Social Enterprises have been recognised as a separate category of organisation apart from 

Private Sector or Public sector entities. Because of the nature of the services and the 

clientele these organisations engage with, they cannot be commercially competitive and 

therefore special consideration can be afforded to social enterprises by way of weightings in 

the evaluation process or reserving certain activity to a social enterprise. 

 

It is permissible to take into account workplace policies and practices aimed at ending 

domestic and family violence as part of supplier evaluation and selection. 

 

Solar Targets 
The Queensland Government has established a target to achieve one million rooftops or 

3000 megawatts of solar photovoltaics (PV) in Queensland by 2020. 

 

Darling Downs Health must consider Solar as an option to provide increases in supply 

required to its sites. 

 

This consideration will allow for the Value for Money evaluation to consider higher costs for 

Photo Voltaic Cells in order to achieve Government Targets. 

 

Darling Downs Health will be required to report to the Department of Health its contributions 

to this target. 

 

Carbon Neutrality 
The Queensland Government has established a target of Carbon Neutrality by 2050. Darling 

Downs Health must consider the contribution any proposal can make towards achieving this 

goal as part of the Value for Money proposition. 

 



Procurement 
 
Page 25 of 96  
Printed copies are uncontrolled 

 

 

 

This consideration will allow for higher costs, for the delivery of carbon neutral supply 

arrangement, in order to achieve Government Targets. 

 

Darling Downs Health will be required to report to the Department of Health its contributions 

to this target. 

 
Aboriginal and Torres Strait Islander Businesses 
The government has set a target to increase government procurement with Aboriginal and 

Torres Strait Islander businesses to three per cent of addressable spend by 2022. 

It is permissible to bypass normal procurement processes in order to engage directly with 

Aboriginal and Torres Strait Islander businesses to assist in meeting the target. 

 

Ethical Procurement Threshold 
Darling Downs Health will ensure tendering documents and contracts address the Ethical 

Supplier Threshold, and will refer to guidelines published by the Director-General, 

Department of Housing and Public Works. For all procurement suppliers are required to 

complete the questionnaire developed by the Department of Housing and Public Works. 

 

Ethical Supplier Mandate 
The ethical supplier mandate refers to the manner in which the Queensland Government will 

manage instances where a supplier fails to meet policy requirements. 

 

A system of demerits is applied where a breach occurs after the commencement of the 

mandate. 

 

Demerits can be applied in relation to the following: 

 Delivery of Local Benefits 

 Tendering and Procurement 

 Commitment to apprentices and Trainees 

 Commitment to Aboriginal and Torres Strait Islander businesses 

 Workplace Health and Safety Standards 
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 Industrial Relations 

 Security of Payment 

 Non-payment of suppliers or sub-contractors, or 

 Failure to cooperate with a QPP Compliance Unit complaint resolution, audit or 

investigation. 

 

Workplace Health and Safety 
In order for Darling Downs Health to meet its legal obligations under the Workplace Health 

and Safety Act Qld (2018), procurement of services will require Offerors to provide 

information in relation to their WH&S record and where Offerors have been fined, been 

required to report a Notifiable Incident, or where a Statutory agency has taken enforcement 

action against the Offeror in the previous 5 years, they must not be engaged unless they can 

provide a satisfactory WH&S Management plan for the proposed services.  

 

Where equipment or other goods are being procured, the Safe Operation of such equipment 

in the workplace must be considered and evaluation by the Darling Downs Health, WH&S 

Unit prior to purchase must be undertaken. 

 

Risk management in relation to purchasing must include the following criteria: 

 Does the plant or equipment introduce additional hazards and risks to operations? 

 Is a licence or certificate of competency required to operate the plant or equipment? 

 Is specific training required to operate the plant or equipment?  

 Is the use of the plant or equipment covered by an existing Standard Operating 

Procedure (SOP) or will an existing SOP need to be updated or a new one developed? 

 Will instructions / operator manuals be provided with the plant or equipment? 

 Is external servicing / calibration required? 

 Does the plant or equipment need to be assembled by onsite personnel before it is 

used? 
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 Does the plant or equipment use any chemicals that haven’t been used onsite 

previously? 

 Can the plant or equipment be used, maintained, serviced and stored as per the 

manufacturer’s instructions? 

 

Tender documents will include an appropriate information gathering process and evaluation 

process depending upon the nature of the procurement. 

 

Human Rights Act Compliance 
If the Service Provider is a Public Entity under the Human Rights Act 2018 (Qld) it must 

comply with its obligations as set out in that Act and afford to all persons, the rights 

contained in Part 2 Divisions 2 and 3 of the Act when providing the Services. When 

tendering for services, Offerors are to confirm their agreement to this proposition and its 

inclusion in the contract. 

 

Probity and Conflicts of Interest 

Participants in a procurement process at the DDHHS will be made aware of their obligations 

to maintain probity throughout the procurement process. This will be achieved by ensuring 

that all staff participating in procurement processes, read and sign the Guidance Notes for 

Probity in Procurement, Appendix D6 to this procedure. 

In particular, staff of the DDHHS that are involved in Procurement should not accept gifts 

from suppliers or Offerors who may be involved in the tender process. This will give the 

perception of bias in the process and may render it invalid. 

If gifts are offered by suppliers or potential suppliers outside a procurement process then 

staff should follow the process outlined at Chapter 2.5 of the DDHHS Financial Management 

Practice Manual, available on QHEPS. 
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3.7.1 Other types of procurement delegations 

Type 1 and Type 5 delegations are used as described in the processes above. 

 

The Type 2 delegation is used where a Government, the Department of Health or Darling 

Downs Health have established a SOA or a panel of providers. The Type 2 delegation is 

exercised (instead of the Type 5) to signify that the use of the panel is appropriate, and the 

engagement of the provider is in accordance with the rules established for the use of the 

panel or SOA.  

 

Panel arrangements and SOA’s are established for a variety of purposes. Usually they are 

to establish the capability of providers in relation to a broad category of services, such as 

engineering or architecture. As long as the services being procured are within the broad 

category of services evaluated in the establishment of the SOA it can be used for that 

purpose. 

 

However, on occasions they are established for specific purposes. An example of this is a 

panel that was established by Health Infrastructure Branch to provide assistance in the 

preparation of the Capital Infrastructure Plans. It would not be appropriate therefore to use 

this Panel to provide other consultancies in a related field, where the specific requirements 

were not part of the assessment used to create the panel. 

 

Where officers seek to use a SOA or panel for a purpose other than one that sits within the 

assessed capabilities used to establish the SOA or panel the delegate will not approve the 

purchase and the officer will undertake a compliant procurement process. 

 

Many SOA’s and panels have rules about how you engage with the arrangement. It is a 

common misconception that if an SOA exists, you only need to get one price. Very few 

SOA’s exist like this. Most SOA’s still require that local procurement procedures are utilised. 

So, if it is a purchase between $10,000 and $50,000, 3 quotes will be obtained. In exercising 

the Type 2 procurement delegation the delegate is signifying that the appropriate process to 

engage with the SOA has been followed. 



Procurement 
 
Page 29 of 96  
Printed copies are uncontrolled 

 

 

 

The Type 3 delegation is used to approve the establishment of an SOA. SOA’s are useful 

for enabling high value and high volume activities to be undertaken more easily. They are 

not appropriate in all circumstances. For example, if the Toowoomba Hospital spends 

$20,000 per annum on delivery couriers, the time and effort required to establish the SOA is 

not warranted because of the low value of the purchases. The need for the SOA and the 

benefit of it compared to the cost of establishment will be considered when approving the 

establishment of an SOA or panel arrangement. 

 

The Type 4 delegation is used to approve purchases where Darling Downs Health 

procurement procedures could not be complied with and are confined to 4 specific 

instances. 

1. Sole supplier — A sole supplier exists when there is truly one supplier only who can 

provide a good or service. Specifying a particular brand of good does not constitute a 

sole supplier situation. In specifying the goods required it is the functional requirements 

that will be described and not a brand. Sole suppliers usually exist in limited 

circumstances such as for the purchase of drugs that are made by one manufacturer 

only. In exercising the Type 4 delegation in relation to a sole supplier situation the 

delegate must be convinced that there is a true sole supply situation. 

2. Limited supply situation — A limited supply situation exists where the procurement 

procedure requires 3 quotes but only 2 suppliers can be identified that can provide the 

goods or services required, or to acknowledge that less than required number of offers 

have been received despite attempts to comply with the thresholds. The Queensland 

procurement plan supports the concept of local buying and a hierarchy for procurement 

is contemplated that directs an order of preference that is, local first, then state, then 

national and then international. This does not mean that if there are only 2 providers in a 

regional area that you will not seek prices from surrounding areas to fulfil the 

requirements of the procurement procedure. In exercising the Type 4 procurement 

delegation the delegate is signifying that they are satisfied that there is a true limited 

supply situation. 

3. Emergency purchases — In the event of a natural disaster or other catastrophic event, 

urgent purchases of goods or services are required that precludes Darling Downs Health 
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officers from following the procurement procedures. In exercising the Type 4 delegation 

the delegate is signifying that a true emergency situation exists. 

4. Specific Purposes – Where Darling Downs Health is seeking to achieve a specific 

outcome through the procurement activity, that cannot be achieved through a compliant 

process.  

 

For example: 

 If Darling Downs Health wishes to develop the capability in the local construction market, 

working with smaller local suppliers who don’t usually tender for Darling Downs Health 

work, this delegation can be used to approve the approach to market.  

 It can also be used to approve the direct appointment of a provider where it is permitted 

under the QPP 2019 to achieve targets such as engagement with Social Enterprises. 

 It can be used to allow partnering arrangements to participate in innovative opportunities, 

where no market for the activity exists. 

3.7.2 Failure to comply with the proper exercise of delegations and the 
requirements of this procedure 

Where individual staff members fail to comply with this procedure, a brief will be developed 

and provided to the Chief Executive and the Executive Director Workforce to provide details 

of the failure to comply. 

 

The staff member concerned will be given a formal warning of failure to comply with policy 

and with the obligations of the code of conduct. 

 

Continued breaches of policy will be dealt with in line with usual human resource (HR) 

disciplinary procedures. 

 

Breaches of delegations are required to be recorded in a register and are made available to 

audit for their information. 
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3.7.3 Preparation of market approach documents 

Where the Commercial Management Unit is involved in the procurement activity, it will take 

the lead in developing market approach documents. Where the Commercial Management 

Unit is not involved in the procurement, this will be done by the Responsible Officer. 

  

The involvement of the Commercial Management Unit will ensure consistency of process. 

 

The Operations Manager will play an active role in any purchasing process as it is important 

for the outcomes of the process to be operationally consistent with their requirements. 

 

The role of the Commercial Management Unit therefore is to support the business to 

achieve its outcomes. To ensure that all relevant considerations have been taken by the 

business unit, the Commercial Management Unit will discuss various issues with the 

Operations Manager including for example: 

 Is the service (goods) required at all? 

 Is the way in which the service is delivered appropriate now and into the future? 

 What changes have taken place in the delivery of the service that require a different 

approach, e.g. new technology that makes the service obsolete? 

 What is Darling Downs Health doing strategically and does this fit into those plans or is a 

different service required? 

 How have previous contracts operated? 

 Have they been successful in delivering the outcomes required? 

 What can be done differently to secure a better outcome? 

 Can the service contract be amended to ensure that the outcome desired and promised 

is what is delivered? 

 What are the risks associated with the service itself and with contracting out the services 

and how are these to be addressed through the procurement and contract? 

 What key performance indicators (KPI’s) can be implemented in order to ensure delivery 

under the contract? 
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 What contract review mechanisms need to be in place to monitor delivery? 

 

Once the market approach documents are completed, they are approved by operational 

manager concerned. 

3.7.4 Evaluation plan and evaluation matrix 

The Commercial Management Unit will develop an evaluation plan and evaluation matrix for 

each procurement process it is involved with. Where the Commercial Management Unit is 

not involved this will be done by the Responsible Officer. 

 

The evaluation plan sets out how the offers will be evaluated and will ensure that a scoring 

methodology is agreed so that all evaluation panel members assign scores consistently to 

achieve a consistent and sustainable outcome in the evaluation process. 

 

The evaluation matrix sets up the scoring system that is used to evaluate each offer against 

the weighted evaluation criteria outlined in the market approach document. 

 

The scoring methodology (how scores are allocated in relation to each criterion) will be 

determined and agreed by the evaluation panel prior to seeing any of the offers submitted. 

This prevents bias from being introduced into the process whether that is real or perceived. 

3.7.5 Evaluation process 

The evaluation of offers will be conducted in line with the evaluation plan and will use the 

pre-determined scoring matrix to assess the offers in a numerical way that seeks to 

eliminate bias. 

 

The evaluation process may include the participation of a probity auditor or probity advisor. 

The Commercial Management Unit’s role in the evaluation process is to guide the panel in 

the allocation and agreement of scores that are truly representative of the offers made rather 

than on the basis of a pre-conceived notion of the best supplier or product. 
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3.7.6 Evaluation and recommendation report 

The Commercial Management Unit (procurement oversight) will prepare an Evaluation and 

Recommendation Report for each process it is involved with. Where procurement processes 

are conducted without oversight from the Commercial Management Unit, it is the 

responsibility of the Responsible Officer conducting that process to ensure that an 

Evaluation and Recommendation Report, or other documentation is approved to maintain a 

proper public record in case the award is challenged. 

 

The purpose of the report is to explain the evaluation process and detail the recommended 

outcome to the procurement delegate to obtain approval for the award. 

3.7.7 Approval of evaluation report 

The approval of the Evaluation and Recommendation Report approves the outcome of the 

process and authorises the Commercial Management Unit or Responsible Officer to award 

the outcome to the successful offeror and enter into contract negotiations. This is the 

exercise of the Type 5 procurement delegation. 

3.7.8 Award and notification of outcomes 

The Commercial Management Unit will notify the successful offeror of the award and enter 

into contract negotiations. 

 

The Commercial Management Unit will also notify unsuccessful offerors and provide 

feedback if requested, ensuring always that such feedback does not contain specific 

information relating to other offers that may be commercial-in-confidence. 

The Commercial Management Unit will develop an annual procurement plan on behalf of 

Darling Downs Health. 

3.7.9 Terminology 

For clarity and consistency Darling Downs Health will adopt the following as standard 

processes.  
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Term Definition 

Request for 

Information 

(RFI) 

 

A Request for Information is a formal approach to the market that will be 

used when the business is unsure of the products and services that are 

available. Before a formal approach for pricing can be made it is 

necessary to determine what is required and in order to inform how the 

Darling Downs Health might wish to go about its future service delivery. 

An RFI will be used to develop this view. An RFI would be followed by 

an RFT or an RFO depending upon the outcome of the RFI. 

Expression of 
Interest (EOI) 

An Expression of Interest is a formal approach to the market that will be 

used to inform the business about who is in the market and who is 

interested in providing Darling Downs Health with the goods or services 

being sought. This approach would be used when we have an idea as 

to what we want but do not have good knowledge of who the players in 

the market are. It can also be used to try and create a market by 

generating interest from new entrants into the market. An EOI would 

usually be followed by and RFT or an ITO depending upon the outcome 

of the EOI. 

Request for 

Offer (RFO) 

A Request for Offer is used as a less prescriptive means of approaching 

the market to secure goods or services. RFO’s will be used to engage 

the market to provide innovative service solutions. 

Request for 
Tender (RFT) 

A Request for Tender will be used when Darling Downs Health is able 

to fully specify what is required and would mostly be used for the 

provision of goods and capital items rather than services. 

Request for 
Quote (RFQ) 

A Request for Quote will be used in the same way as a Request for 

Tender but for lower value purchasing or for purchasing from a Panel of 

Providers or a Standing Offer Arrangement. 
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3.8 Governance requirement 

3.8.1 Approval steps for procurement 

Type 1 delegation is only required to be exercised in relation to planned procurement 

processes. The Type 1 delegation will be exercised by the Health Service Chief Executive 

(HSCE) and is designed to inform the HSCE of procurement activity that is significant in 

nature or may involve outsourcing of services, which may be politically sensitive and require 

approval from the DoH before the activity can proceed. 

 

Type 1 delegation is not required for capital projects where the Board has already approved 

the procurement plan for the whole project. 

 

Financial delegation needs to be exercised in relation to the funds being committed in 

procuring the goods and services. 

 

The exercise of the procurement delegation acknowledges compliance with the Darling 

Downs Health procurement procedure. 

 

In both instances the delegation needs to be sufficient to cover the entire value of the 

contract. For example, if an Operations Manager is seeking to gain the supply of services 

over a 5 year period the financial and procurement delegation required must be sufficient to 

cover the entire value over the life of the contract. 

  

Consideration will always be given to the whole of contract cost of doing business. Where 

the Service purchases a software application, in addition to the cost of acquiring the 

software consideration needs to be given to associated costs such as the annual 

maintenance fees charged by vendor, costs of training not included in the purchase price, 

costs of supporting IT infrastructure such as servers required to house the application and 

internal costs of maintaining the system (such as data input). Business cases developed to 

approve procurement activity will include all of these costs to reflect the full cost of doing 

business. 
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Once offers have been received, they will be evaluated in accordance with the evaluation 

plan developed by the Commercial Management Unit or the Responsible Officer, in 

consultation with the evaluation panel.  

 

An evaluation and recommendation report will be developed and approved by the panel 

chair on behalf of the panel. If the offered pricing is higher than that originally approved (i.e. 

before the market approach), it is necessary to gain the exercise of a financial delegation to 

cover the new total cost of the procurement. It is also necessary to gain the exercise of a 

procurement delegation to authorise the award to the successful offeror. This is the exercise 

of the Type 5 procurement delegation. 

 

After award the purchase will proceed to contract in accordance with the Darling Downs 

Health Contracts Management Procedure. 

 

Where a genuine emergency arises and there is not time to go through an extended 

procurement process the purchase of goods or services will be approved by a person who 

holds this procurement delegation is required to certify that there was a genuine emergency. 

This same delegation is required to be exercised where there is a genuine sole source of 

supply for a good or service. The exercise of the delegation certifies that it is a genuine sole 

supply situation. 

 

This delegation also needs to be exercised in relation to a decision to limit the approach to 

market in any way. An example of this may be that there is a requirement to buy the same 

make / model as existing to ensure the safe operation of equipment.  

 

All staff members are required to comply with this policy. Non-compliance is a breach of the 

code of conduct and may have consequences commensurate with such a breach. Staff not 

complying with this policy will be counselled in regard to the requirements of the policy and 

will be required in future to ensure compliance. Code of conduct action is also an option. 
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Non-compliance cannot be approved, nor can the requirements of the policy be waived after 

the event. In such circumstances the activity will be reviewed by the Commercial 

Management Unit and an appropriate course of action recommended to the Health Service 

Chief Executive, which may include acceptance of the arrangement or a fresh open 

approach to the market be conducted to procure the goods or services. 

 

Please Note: Where there are potential conflicts of interest in procurement activity under 

$250,000 such as family or friends of Darling Downs Health Staff are likely providers, 

Operational staff will contact the Commercial Management Unit to ensure that probity can be 

maintained in the process and staff can be protected from allegations of bias. 

 

Table 2: Delegations table 

Delegation 
Type 

Description of purpose Associated information 

Type 1 Approval to approach the 

market to procure Goods or 

Services 

Must first have exercise of financial 

delegation (funds available to pay) 

Type 2 Approval to purchase from a 

SOA or panel arrangement. 

Panel must be properly created. 

Must first have exercise of financial 

delegation (funds available to pay) 

Must ensure rules of the SOA are complied 

with 

Type 3 Approval to create a Standing 

Offer Arrangement (SOA) or 

Panel of Providers 

No financial delegation required as SOA do 

not commit the service to any volume or 

value of spend 

Needs to be approved by the Director, 

Commercial Management as not all 

situations suit a SOA or panel (low total 

spend for example) 



Procurement 
 
Page 38 of 96  
Printed copies are uncontrolled 

 

 

 

Delegation 
Type 

Description of purpose Associated information 

Type 4 Sole Supplier, Restricted 

Supply Market, Emergency 

spending or Special Purpose 

Sole supplier – Only one can provide (not 

Brand) 

Restricted supply – two providers only 

meaning the service was unable to comply 

with policy with regard to the number of 

quotes required 

Emergency – when a storm causes 

damage for example 

Special Purpose such as local market 

development 

Type 5 Approval to award a contract 

or outcome of a procurement 

process 

Once the procurement process has been 

conducted the type 5 delegation agrees the 

basis for award. Contract signing 

delegation at Darling Downs Health has 

been separated for greater control. 

Contract 
signing 

Formal execution of a 

contract on behalf of the 

Darling Downs Health. 

Contracts are created by the Darling 

Downs Health regularly as purchase orders 

are released to order goods and services. 

Where a formal contract is required to 

properly describe and establish service 

levels required from suppliers, a delegate 

as indicated in the Darling Downs Health 

delegation’s framework will exercise the 

contract signing delegation. 

3.8.2 Oversight and reporting 

The Darling Downs Health Board has ultimate authority in relation to the governance of all 

activity of the Service, including procurement. 
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The Health Service Chief Executive has day to day responsibility for ensuring compliance 

with this Procedure and Reporting to the Board around procurement activity will be required 

on a regular basis. 

 

The Director, Commercial Management will have responsibility for preparing reports to the 

Health Service Chief Executive, the Executive Committees and the Board. The form and 

content of the reports will be determined to suit the need of the specific audience. 

3.9 Other requirements 

3.9.1 Handling complaints 

Darling Downs Health will have in place a central point of contact for suppliers unable to find 

resolution of complaints within the relevant business unit or operational division. Concerns of 

this nature will be formally addressed in writing to the Chief Finance Officer of Darling 

Downs Health. 

3.10 Procurement of building construction and maintenance services 

Generally, the value of the works for building construction and maintenance services is 

greater than the value of other goods and services procured. The nature of construction 

works also requires more complex contract conditions than the standard terms and 

conditions stated on Purchase Orders used for procuring goods and services. These 

differences necessitate a slightly different procurement approach when obtaining quotations.   

 

Procurement thresholds and number of quotes to be obtained as detailed in Section 3.5 are 

still relevant.  The below table shows the forms typically used: 

Expected Value of Works To be issued with Request for Quotation along with 
scope of work, specifications and drawings 

Less than $250,000 Minor works Tender Form 

$250,000 + Medium Works Tender Form 

$500,000 AS2124 Tender Form 
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Advice must be sought from the Commercial Management Unit for these types of works to 

ensure that the appropriate contracting strategy is selected which will in turn clarify which of 

the above forms must be issued.  

3.11 Procurement of ICT products and services 

In addition to the procurement considerations and processes outlined in this document, the 

Procurement and disposal of ICT Products and Services (IS13) policy must be followed 

when buying ICT Products and Services. The IS13 implementation guideline will assist with 

understanding and applying the policy. 

 

This policy includes the ICT SME participation scheme which relates to providing small to 

medium enterprises (SMEs) with fair and equitable access to the Queensland Government 

market. SMEs are any business employing fewer than 200 people. Refer to Guidelines for 

working with SMEs for further information on how to apply this policy when obtaining quotes. 

 

To provide more opportunities for SMEs, the ICT SME participation scheme policy states: 

 at least one SME responding to an ICT tender and capable of delivering must be short 

listed in the evaluation of ICT offers 

 the Queensland Government can directly engage SMEs using the SME Access incentive 

to provide solutions worth up to $500,000 (including GST) that demonstrate value for 

Queensland in addressing government priorities. 

 

The ICT SME Participation Scheme standard explains how to apply the SME Access 

incentive. 

 

Further information and templates specifically for procurement of ICT Products and Services 

are available at ICT products and services website. 

4. Primary policy 

 Finance and resource management (2.2) 

https://www.qgcio.qld.gov.au/documents/procurement-and-disposal-of-ict-products-and-services-is13-policy
https://www.qgcio.qld.gov.au/documents/procurement-and-disposal-of-ict-products-and-services-implementation-guideline
https://www.qgcio.qld.gov.au/documents/ict-sme-participation-scheme-policy
https://www.forgov.qld.gov.au/guidelines-working-smes
https://www.forgov.qld.gov.au/guidelines-working-smes
https://www.qgcio.qld.gov.au/documents/ict-sme-participation-scheme-policy
https://www.qgcio.qld.gov.au/documents/ict-sme-participation-scheme-standard
https://www.forgov.qld.gov.au/buying-ict-products-and-services
http://qheps.health.qld.gov.au/darlingdowns/pdf/procedure/2-02.pdf
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5. Related policies, procedures and work instructions 

 Contracts management procedure (2.2.4) 

 Delegation policy (2.10) 

 Delegations procedure (2.1.4)  

 Conflict of interest management (2.5.8)  

 Corporate card (2.2.15) 

 Procurement and disposal of ICT Products and services (IS13) policy 

 ICT SME Participation Scheme policy 

6. Supporting documents 

 Queensland Procurement Policy 2019 

 Darling Downs Hospital and Health Service Human Resource (HR) sub-delegations manual 

7. Related standards 

 Financial Accountability Act 2009 

 Financial and Performance Management Standard 2009 

 Public Sector Ethics Act 1994 

 Australian New Zealand Government Procurement Agreement 

8. Related values 

 Integrity 

 Innovation 

9. Definitions 

Term Definition 
Contract A contract is an agreement between parties intended to have legal 

significance and involving the transfer of consideration (that is, value – 
financial or some other type of benefit - flowing from the beneficiary of 
the transaction). Contracts generally articulate business relationships 
for the acquisition or supply of goods or services, for the exploitation 

http://qheps.health.qld.gov.au/darlingdowns/pdf/procedure/2-02-004.pdf
https://qheps.health.qld.gov.au/__data/assets/pdf_file/0028/2509840/2-10.pdf
https://qheps.health.qld.gov.au/__data/assets/pdf_file/0020/424703/2-01-004.pdf
https://qheps.health.qld.gov.au/__data/assets/pdf_file/0024/1468401/2-05-008.pdf
https://qheps.health.qld.gov.au/__data/assets/pdf_file/0025/1916323/2-02-015.pdf
https://www.qgcio.qld.gov.au/documents/procurement-and-disposal-of-ict-products-and-services-is13-policy
https://www.qgcio.qld.gov.au/documents/ict-sme-participation-scheme-policy
https://www.forgov.qld.gov.au/sites/default/files/documents/procurement/qldprocurementpolicy.pdf?v=1574136292
https://qheps.health.qld.gov.au/__data/assets/pdf_file/0028/470737/ddhhs-hr-subdelegations.pdf
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or transfer of intellectual property rights (e.g. licences) or for the 
provision of funding. 
Some contracts require reference to other Darling Downs Health 
policies and procedures, including: 
• contracting capital works and related projects 
• provision of consultancies 
• appointment of consultants 
• intellectual property agreements 

Contractor A contractor is a person or company engaged to undertake a 
particular task, as opposed to the provision of advice on those 
particular tasks, e.g. provision of training, provision of routine services 
and program implementation in accordance with set specifications 

Contract management 
in procurement 

Contract management in procurement is a life cycle which includes 
analysis of the need for procurement, maximising financial and 
operational performance and minimising risk in the procurement 
process.  The process usually commences with a tender and selection 
of a supplier, pricing and negotiating the terms and conditions, 
ensuring compliance with the terms and conditions, as well as 
documenting and agreeing on any changes that may arise during its 
implementation or execution.  It can be summarised as the process of 
systematically and efficiently managing contract creation, execution 
and performance as part of the procurement life cycle. 

Contract signing 
delegation 

A contract signing delegation is part of the internal control framework 
of Darling Downs Health and is an authority that is passed to an 
individual from the Darling Downs Health Board. A person who holds a 
contract signing delegation (by virtue of the position they hold) has 
authority to commit Darling Downs Health to a contractual relationship 
for the supply of goods and services. Contracts may be for more than 
one instance of service and may commit the Service to an extended 
term. All contracts will be appropriately reviewed through Commercial 
Management and the Service Legal Counsel before execution. 

QTender  QTender is a tool to facilitate the electronic distribution of market 
engagement documents, including Request for Quote, Expression of 
Interest or Request for Tender to suppliers and the electronic 
lodgement of responses by suppliers, via an internet based electronic 
portal.  

Evaluation Criteria Evaluation criteria usually has two (2) components: 
1. A set of mandatory non-weighted criteria by which all suppliers’ 

responses will be assessed to which non-compliance means no 
further consideration of the response. 

2. A set of weighted criteria by which all suppliers’ responses will be 
assessed in order to determine the best ‘value for money’ outcome 
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Expression of Interest 
(EOI) 

Expression of Interest (EOI) is a response to a request for 
companies to register their interest in supplying a product or service 
and state their general capabilities. 

Financial delegation A financial delegation is part of the internal control framework of 
Darling Downs Health and is an authority that is passed to an 
individual from the Darling Downs Health Board. Financial delegation 
is granted to a position and the person who holds that position has 
authority to commit Darling Downs Health to an item of expenditure. 
Financial delegation usually rests with a budget owner and is the 
means by which they enact expenditure within that budget. 

Locked eTender Box Locked eTender Box is a secure electronic locked box within the 
eTender portal, accessible to authorised staff with a password that 
allows access to downloadable, zipped files to a designated directory / 
file 

Open Tender Open tender is a tender that allows a wide range of suppliers to bid 
without restriction.  In the context of using an eTender tool, an Open 
Tender is distributed to all the suppliers registered in the eTender tool 
system that match the profile for the goods or services being sought.  
Further suppliers may also participate when the tender process is 
advertised. 

Operations manager Any Officer of Darling Downs Health who has management 
responsibility in relation to any aspect of the operations of Darling 
Downs Health e.g. COM, NUM, Director etc 

Planned procurement 
approach 

A Planned Procurement Approach is one that involves a formal 
planning process. The Commercial Management Unit will work with 
the business to determine the appropriate level of planning required 
for the procurement process and will assist in the development of the 
Procurement Plan, and all associated Offer Documents 

Probity Probity is about making decisions with the right intentions, that is, in 
good faith. Probity involves maintaining fidelity to public sector values 
and duties such as selflessness, accountability, fairness and 
observing ‘value for money’.  Probity implies values such as integrity, 
uprightness and honesty and, in doing so, minimises the risk of 
corrupt or dishonest conduct and mismanagement. 

Procurement Procurement is the end-to-end process associated with sourcing 
goods and services including, without limitation, planning, market 
research, sourcing, contract management, supplier relationship 
management and benefits tracking. For the purposes of this procedure 
the term procurement is used interchangeably with the term 
purchasing. 

Procurement Officer An officer of Darling Downs Health or Queensland Health who is 
responsible for supporting the procurement of Goods and Services at 
Darling Downs Health 
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Procurement delegation A procurement delegation is part of the internal control framework of 
Darling Downs Health and is an authority that is passed to an 
individual from the Darling Downs Health Board. A person who holds a 
procurement delegation (by virtue of the position they hold) has the 
authority to permit an approach to market to buy goods and services 
in the manner requested. Because you will not approach the market 
without the money to purchase from the offers received, financial 
delegation will always be exercised before the exercise of a 
procurement delegation. 

Purchase Order (PO) Purchase Order (PO) is a written contractual document prepared by 
Darling Downs Health to engage a supplier that sets out the goods 
and services required and relevant pricing and delivery information. A 
PO must be in place prior to obtaining goods or services and is used 
for the one off purchases of goods and services that are required in 
the usual operations of the Service. 

Significant procurement 
process 

A Significant Procurement Process is one that presents a high risk to 
the organisation either because of its value or it criticality to the 
operation of Darling Downs Health. 
The purchase of everyday operational items does not in most 
circumstances represent a Significant Procurement Process. 
In line with the Policy requirement, anything over the value of 
$250,000 requires a Planned Procurement Approach and meets the 
definition of a Significant Procurement Process on the basis of value. 
Where procurements of between $50,001 to $250,000 are 
contemplated consideration will be given to the criticality to operations, 
the existence of a local market and the confidence of local staff to 
procure the goods or services in line with the requirements of the 
Policy and this Procedure 

Tender documents / 
Offer Documents 

Tender documents: The documents used in a competitive process to 
seek bids from a supplier and can include Request for Information 
(RFI), Request for Quote (RFQ), Expression of Interest (EOI) or 
Request for Tender (RFT), Request for Offer (RFO) and supported by 
Appendices 

Value for Money Value for Money: The commercial attractiveness of a bid having 
regard to the extent to which it satisfies the Darling Downs Health’s 
requirements, evaluation criteria, the value of the bid, risk and the 
‘whole-of-life’ costs. 
Value for money means the best product or service for the best price. 
Not necessarily the cheapest. 
Where functionality is of particular importance a more expensive 
option can deliver better value for money if it also delivers greater 
functionality and less risk of failure to the Service. 
Where the nature or functionality of the service is not of great 
importance (any provider or piece of equipment does the same thing) 
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then price will be the major determinant of the outcome of a 
procurement process. 

10. Procedure revision and approval history 

Executive Sponsor Chief Finance Officer 
Author Director Commercial Management 
Approval Authority Corporate Services Improvement Committee (CorpSIC) 
Keywords Procurement, delegation, purchase, contract, approval, 2.2.13 

Version Approved Effective Authority Comment Review 

1.0 21/08/2017 21/08/2017 CorpSIC 1st version 21/08/2020 
1.1 21/08/2017 00/00/2018 CorpSIC Minor changes 21/08/2020 
2.0 19/02/2018 19/02/2018 CorpSIC 2nd version 19/02/2021 
3.0 21/09/2020 21/09/2020 CorpSIC Updated to reflect 

changes to the 
Queensland 
Procurement Policy 
2019 

21/09/2023 

3.1 21/09/2020 25/03/2021 CFO Addition of Appendix 
D6 and Probity & 
conflicts of interest 
information 

21/09/2023 

 

Name:           ____________________________ 

Signature:     ____________________________ 

Chair:           Corporate Services Improvement Committee 

11. Appendices 

 Appendix A — Procurement process flow diagram 

 Appendix B — Market approach matrix 

 Appendix C — Decision model for purchasing 

 Appendix D1 — Significant procurement plan 

 Appendix D2 — Probity plan template 

 Appendix D3 — Evaluation plan template 
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 Appendix D4 — Evaluation panel acknowledgement of obligations 

 Appendix D5 — Evaluation matrix template 

 Appendix D6 — Guidance Notes for Probity in Procurement 

 Appendix E — Type 4 procurement delegation brief template 

 Appendix F — Evaluation and recommendation report template  
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Appendix A — Procurement process flow diagram 
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Appendix B — Market approach matrix 
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Appendix C — Decision model for purchasing 

 
What method of market approach is appropriate? 
 
The choice of how you approach the market is driven by two factors: 
 - Your knowledge of the goods or services you wish to procure; and 
 - Your knowledge of who in the market can provide the goods and services  
 
What product or service do you require? 
 
If you do not know what products or services are available to meet your requirements a Request for Information (RFI) is an 
appropriate means of discovery. 
 
A Request for Information is a market enquiry prepared by the buyer and issued to one or more prospective suppliers.  The purpose 
is to gather information about the category, the supplier’s solutions, their capacity and or capability, and key market intelligence.  An 
RFI is used when the buyer lacks understanding of the product or service and/or the category and wishes to increase that 
understanding prior to seeking commercial offers. RFI’s are usually part of a multi-stage procurement process, with the next step 
usually involving short listing potential respondents based on the RFI replies and inviting commercial offers. The next stage will 
usually be a Request for Quote, Request for Tender or Invitation to Offer depending upon the circumstances. 
 
The RFI may also be used to stimulate the supply market and to condition prospective suppliers about the potential opportunity that 
may exist.   
 
For example, because of the rapid transformation of technology in areas such as IT, a request for information is often useful to 
determine what products are now available that weren’t there previously. The Request for Information usually requires the provision 
of information of a technical nature or of a non-technical nature that will allow you to make informed decisions about what it is you 
need and who can provide the goods and services to meet that need. 
 
Who can provide the goods and services you require? 
 
If you do not know have a detailed knowledge of who is in the market an Expression of Interest (EOI) is an appropriate method for 
approaching the market.  
 
An EOI is a formal notice to potential suppliers that a prospective buyer is planning to acquire goods or services and is inviting 
interested suppliers to register their interest.  It can be used as a tool to assess the level of competition in the supply market and is 
usually part of a multistage procurement process.  The first stage involves alerting potential suppliers to the forthcoming acquisition, 
and short listing respondents if there is an adequate response. The next stage involves the invitation of competitive offers from the 
short-listed respondents.  Expressions of interest may be used for novel acquisitions or when the buyer wishes to stimulate 
competition where a supply market may not currently exist. The next stage will usually be a Request for Quote, Request for Tender 
or Invitation to Offer depending upon the circumstances. 
 
An Expression of Interest usually doesn’t include pricing but seeks to discover who in the market has an interest in supplying goods 
or services and allows the interested parties to provide details of their products and services and on what basis they may be 
interested in providing them.  That might be by way of acquisition/sale, lease in partnership or by other means. 
 
For example, the first stage of any proposed disposal of assets would be an Expression of Interest in order to determine who may 
be in the market to acquire, for what purpose and under what circumstances. 
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Where to Next? 
 
Request for Quote 
 
The request for quote is used when the goods or services being acquired are easily able to be defined (low complexity) and do not 
significantly impact on core business (low risk). 
 
Examples of when RFQ have been used. Static Security Guard Services at Baillie Henderson, Art and Music Therapy classes for 
Mental Health. 
 
Radiology Reporting Services for Darling Downs Health were also secured through a RFQ. This is because an Expression of 
Interest process had already been conducted that created a shortlist of suppliers. The EOI identified the potential suppliers and 
assessed their capability and capacity to provide the services. Therefore, individual HHS’s wishing to procure services only need to 
request pricing in relation to the quantity of services they require.   
 
Request for Tender 
 
If there is a clearly defined market and you are able to specify clearly the nature of what it is you wish to procure them a Request for 
Tender is the logical choice. A Tender document usually specifies with a great degree of clarity the exact nature of the goods or 
services required and can either be sent to an open market or a select part of the market if there is a known specialty involved. 
Building works often get placed into the market through a tender. There is usually a set of construction plans that are provided to 
allow the builders to be able to cost the works required. 
 
Invitation to Offer 
 
If there is an intention to allow freedom in the design and to allow Offerors to be innovative in what they offer an Invitation to Offer 
(ITO) is more appropriate. 

An ITO is a formal market enquiry prepared for higher value and/or more complex solutions.  The purpose is to invite commercial 
offers from a number of suppliers in order to secure competition, and to gather information about the supplier’s solutions and 
capability, and key market intelligence.  The selection of an ITO as opposed to a Request for Tender usually reflects the fact that the 
specification is not a conformance specification, which requires complete adherence to the buyer’s standards, but rather that 
bidders are free to submit potential solutions which meet the performance required.  The evaluation of the ITO may require the 
buyer to compare alternative approaches to meet the same need, and most buyers structure their documentation such that some 
elements are to be read, and some elements are to be completed and returned in the format and with the contents requested.   

The use of ITO’s has increased significantly as more and more categories and projects have become contestable.   

ITO’s have been used for securing an operator for the Baillie Pool and Recreation Facility. Darling Downs Health knew that it 
required an operator with certain experience (in running a pool) but wanted to invite other uses appropriate for the facility, which 
were left to the Offerors to design. 
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Appendix D1 — Significant procurement plan 

 

  



Procurement 
 
Page 55 of 96  
Printed copies are uncontrolled 

 

 

 

  



Procurement 
 
Page 56 of 96  
Printed copies are uncontrolled 

 

 

 

  



Procurement 
 
Page 57 of 96  
Printed copies are uncontrolled 

 

 

 

  



Procurement 
 
Page 58 of 96  
Printed copies are uncontrolled 

 

 

 

  



Procurement 
 
Page 59 of 96  
Printed copies are uncontrolled 

 

 

 

  



Procurement 
 
Page 60 of 96  
Printed copies are uncontrolled 

 

 

 



Procurement 
 
Page 61 of 96  
Printed copies are uncontrolled 

 

 

 

   



Procurement 
 
Page 62 of 96  
Printed copies are uncontrolled 

 

 

 

  



Procurement 
 
Page 63 of 96  
Printed copies are uncontrolled 

 

 

 

Appendix D2 — Probity plan template 
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Appendix D3 — Evaluation plan template 
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Appendix D4 — Evaluation panel acknowledgement of obligations 
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Appendix D5 — Evaluation matrix template 
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Appendix D6 — Guidance Notes for Probity in Procurement 

 
Fairness and impartiality  
It is a basic requirement that all participants in a procurement process are treated with fairness and 
impartiality. 

- All tenderers are given an equal opportunity to participate 
- All tenderers are given equal time to prepare their tenders 
- All tenderers are given access to the same information when preparing their tenders 
- All offers are opened in a manner that ensures there is no manipulation of tenders before 

being provided to the evaluation panel. 
- Evaluation is undertaken by a panel of participants who agree to act impartially when 

assessing the tenders received 
All tender documentation should be clear and unambiguous, and all tenders should include conditions of 
tender, tender evaluation criteria and the proposed conditions of contract. In particular, any mandatory 
criteria must be identified. 
 
Accountability and transparency of decisions and process  
Accountability and transparency in Procurement is delivered by ensuring evaluations are properly planned 
and executed in accordance with that plan. 
Do not speak with possible tenderers during the tender period. All queries to come back through the Tender 
Manager. 
Multiple Officers must be involved in the evaluation of tenders and agree on the evaluation process. 
Accurate records should be kept at all stages to demonstrate the process and evaluation support the 
outcome. 
Appropriate records of any communication with prospective suppliers should be maintained. 
Confidentiality and conflict of interest deeds must be obtained from all participants in significant tender 
evaluations in line with their agency’s specific requirements. 
 
Conflict of interest management  
Obtain conflict of interest declarations, as per agency requirements, from all personnel involved in significant 
tender activities as soon as possible. 
Where conflicts exist, they either need to be appropriately managed, or if fundamental then the panel 
member replaces by a person who is not conflicted or appropriately managed. 
Gifts should only be accepted in accordance with the DDHHS Gifts and Benefits Procedure. During a tender 
process from the time of issue to the time of award of the contract, all offers of Gifts or other Benefits should 
be refused outright. The perception created by accepting a gift is that of a biased process and should be 
avoided at all cost.  
Ask potential suppliers to disclose all actual, perceived or potential conflicts of interest at the time they 
provide an offer. 
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Managing probity relative to value and risk  
The higher the value of the project and the greater the risk to service delivery, the more important probity 
becomes. 
Where projects are considered high risk then possible ways to improve probity include: 

• A full probity plan 

• Using an external probity auditor 

• Formal briefing from a probity auditor 

• Increase the size of the evaluation panel 
 
 
I, ______________________________________ have read and understood the above guidelines relating 
to the maintenance of probity in procurement processes. As an evaluation panel member for the following 
procurement, DD2021-385 – Medical Transcription Services, I acknowledge my responsibility to maintain 
probity throughout the procurement process. 
 
 
 
Signature: _______________________________________ 
 
Date: __________________ 
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Appendix E — Type 4 procurement delegation brief template 
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Appendix F — Evaluation and recommendation report template 
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