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FMPM 711 Procurement Procedure  

Intent  
This Procedure outlines the process for undertaking procurement at James Cook University (JCU; the 

University) and is to be read in conjunction with FMPM 710 Procurement Policy and FMPM 713 

Procurement Contract Management Procedure. 

Scope  
This Procedure 

/policy/financial-management/expenses-fmpm-700-fmpm799/fmpm-710-procurement-policy
/__data/assets/pdf_file/0010/1991296/FMPM-713-Procurement-Contract-Management-Procedure.pdf
https://www.treasury.qld.gov.au/programs-and-policies/project-assessment-framework/
https://www.treasury.qld.gov.au/programs-and-policies/project-assessment-framework/
/policy/financial-management/appendices/fmpm-glossary
/policy/information-and-communications-technology/information-communication-technology-acceptable-use-policy


/policy/procedures/university-delegations/jcu-delegations-policy
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations/��������-Financial-Sub-delegation-Register.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.forgov.qld.gov.au/__data/assets/pdf_file/0021/367023/queensland-procurement-policy-2023.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.forgov.qld.gov.au/__data/assets/pdf_file/0021/367023/queensland-procurement-policy-2023.pdf
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1. Procedure  
JCU has an obligation to ensure that Procurement documentation and processes demonstrate probity 
and accountability and can be used to assure compliance with the Queensland Procurement Policy.  

The overarching purchasing framework for James Cook University is:   

/policy/financial-management/expenses-fmpm-700-fmpm799/fmpm-710-procurement-policy
mailto:spms.store@jcu.edu.au
https://finance.jcu.edu.au/T1Prod/CiAnywhere/Web/PROD/Purchasing/MyRequisitionEnquiry?f=PUR.REQ.USR.LST&h=M0pcNlmtnW&t=158F26FE&suite=CES&pagekey=20230821122915
https://finance.jcu.edu.au/T1Prod/CiAnywhere/Web/PROD/Purchasing/MyRequisitionProductSearchEnquiry?f=PUR.REQ.PRD.USR.LST&h=HhA8ajT4Ya&t=158F26D9&suite=CES&pagekey=20230821122530
https://finance.jcu.edu.au/T1Prod/CiAnywhere/Web/PROD/CataloguesAndSuppliers/CatalogueProductEnquiry?f=%24CLG.PROD.LST&h=6Na7D6oucc&t=158F26FE&suite=CES&pagekey=20230821122838
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=1b2062b1db517050910a9f73e2961950&sysparm_category=72ba2ec94f2e7200dc65fe501310c7a6
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How do I purchase items using the JCU online catalogues 

3. Existing Contract 

 

Use this process if: 

¶ a contract exists with a Preferred Supplier or a panel of Pre-Qualified Suppliers for a defined 

category of goods or services

https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D7315d1ce8731e51489928407dabb353c%26sysparm_rank%3D2%26sysparm_tsqueryId%3Df5518b1547783910c080fbb5036d43bc
/strategic-procurement/preferred-suppliers
/strategic-procurement/preferred-suppliers
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=24b8832fdbae2010910a9f73e29619cb&sysparm_category=552aa6c94f2e7200dc65fe501310c794
https://finance.jcu.edu.au/T1Prod/CiAnywhere/Web/PROD/Purchasing/MyRequisitionEnquiry?f=PUR.REQ.USR.LST&h=iiZbSGFcLB&t=158F2A61&suite=CES&pagekey=20230821124112
https://qgad.govnet.qld.gov.au/
https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D7dd51303dbdc59d061cb1c0e0496199a
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4. Procurement Less than $10,000

Use this process if: 

¶ the required goods or services are not in inventory; and

¶ is not covered by an existing contract; and

¶ the value is expected to be less than $10,000 over a financial year or for the anticipated term

of the engagement:

Step Action 

1. 

The following purchase options must be utilised: 

¶ Credit card if it complies with FMPM 421 Credit Card Policy; or

¶ Raise a purchase requisition in CIAnywhere prior to the engagement of the
supplier.

2. A minimum of one written quote must be obtained. 

3. 
If the purchase involves Digital Technologies, a  Service Now request must be submitted 
to the Technology Solutions (TS) team for reviewing and approving the digital 
technology's suitability before any procurement activities begin 

4. 
For purchases made via purchase requisition the quote must be attached to the 
requisition in CIAnywhere. 

Request payment with University Corporate Credit Card 

Create Purchase Requisition 

FMPM 421 Credit Card Policy; 

JCU’s Prequalified Indigenous & Social Suppliers 

Conflict of Interest Declaration Procedure 

How do I raise a Purchase Requisition 

How do I raise a Purchase Requisition from the Advanced Catalogue 

Corporate Card and & Expense Processes 

/policy/procedures/finance-procedures/liability-procedures/fmpm-421-corporate-credit-cards
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=3af9dff94fb153005295aa811310c750&sysparm_category=afaaa06cdb264780b15e3c9a7c96193f
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=36d909fadb73efc0544952e3449619a6&sysparm_category=72ba2ec94f2e7200dc65fe501310c7a6
https://finance.jcu.edu.au/T1Prod/CiAnywhere/Web/PROD/Purchasing/MyRequisitionEnquiry?f=PUR.REQ.USR.LST&h=iiZbSGFcLB&t=158F2A61&suite=CES&pagekey=20230821124112
/policy/procedures/finance-procedures/liability-procedures/fmpm-421-corporate-credit-cards
/strategic-procurement/preferred-suppliers
/policy/corporate-governance/culture/conflict-of-interest-procedure
https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D7dd51303dbdc59d061cb1c0e0496199a
https://jcueduau.service-now.com/nav_to.do?uri=%2F$knowledge.do%3Fsysparm_type_filter%3Dall%26sysparm_kb%3D7243ab6347332100158b949b6c9a7194%26sysparm_category%3D573489c3db0800503a35401d349619fb%26browse_type%3Dcategories
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5. Procurement Less than $50,000 
 

https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=3af9dff94fb153005295aa811310c750&sysparm_category=afaaa06cdb264780b15e3c9a7c96193f
/strategic-procurement/preferred-suppliers
https://finance.jcu.edu.au/T1Prod/CiAnywhere/Web/PROD/Purchasing/MyRequisitionEnquiry?f=PUR.REQ.USR.LST&h=iiZbSGFcLB&t=158F2A61&suite=CES&pagekey=20230821124112
/policy/corporate-governance/culture/conflict-of-interest-procedure


https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D7dd51303dbdc59d061cb1c0e0496199a
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=3af9dff94fb153005295aa811310c750&sysparm_category=afaaa06cdb264780b15e3c9a7c96193f


/strategic-procurement/preferred-suppliers
https://finance.jcu.edu.au/T1Prod/CiAnywhere/Web/PROD/Purchasing/MyRequisitionEnquiry?f=PUR.REQ.USR.LST&h=iiZbSGFcLB&t=158F2A61&suite=CES&pagekey=20230821124112
https://jcueduau.service-now.com/lp?id=sc_category&sys_id=552aa6c94f2e7200dc65fe501310c794&sc_catalog=e643ab6347332100158b949b6c9a7183
/policy/corporate-governance/culture/conflict-of-interest-procedure
https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D7dd51303dbdc59d061cb1c0e0496199a
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6. Procurement Greater than $200,000 

Use this process if: 

¶ the 

https://jcueduau.service-now.com/lp?id=sc_category&sys_id=552aa6c94f2e7200dc65fe501310c794&sc_catalog=e643ab6347332100158b949b6c9a7183
https://www.statedevelopment.qld.gov.au/industry/industry-support/qld-charter-for-local-content
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¶ 

https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=3af9dff94fb153005295aa811310c750&sysparm_category=afaaa06cdb264780b15e3c9a7c96193f
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=24b8832fdbae2010910a9f73e29619cb&sysparm_category=552aa6c94f2e7200dc65fe501310c794
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations/��������-Financial-Sub-delegation-Register.pdf
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Conflict of Interest Declaration Procedure 

 

Tender Evaluation Guide  

How do I raise a contract in CIA  

How do I raise a Purchase Requisition 

How do I raise a Purchase Requisition from the Advanced Catalogue  

7. Variations 

Step Action 

1. 
If a contract exists, a contract variation request form or contract extension request form 
must be completed and approved by the Financial Delegate. 

2. 

/policy/corporate-governance/culture/conflict-of-interest-procedure
https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D7dd51303dbdc59d061cb1c0e0496199a
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=24b8832fdbae2010910a9f73e29619cb&sysparm_category=552aa6c94f2e7200dc65fe501310c794
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=24b8832fdbae2010910a9f73e29619cb&sysparm_category=552aa6c94f2e7200dc65fe501310c794
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.forgov.qld.gov.au/__data/assets/pdf_file/0021/367023/queensland-procurement-policy-2023.pdf
/policy/financial-management/expenses-fmpm-700-fmpm799/fmpm-710-procurement-policy
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=4a2b350287c991506e5bab0a0cbb3559&sysparm_category=72ba2ec94f2e7200dc65fe501310c7a6
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2. 
Anticipated spend greater than $200,000 requires a Business Case to be completed and 
endorsed by the relevant Dean/Director and approved by the Chief Financial Officer or 
the DVC Services and Resources. 

3. All request for exemptions must represent value for money. 

4. 
Specifying a brand does not qualify a sole supply situation. When purchasing goods, the 
functional, performance and/or technical requirements should be considered, without 
being brand specific. 

5. 

https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=4a2b350287c991506e5bab0a0cbb3559&sysparm_category=72ba2ec94f2e7200dc65fe501310c7a6
https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D7dd51303dbdc59d061cb1c0e0496199a
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations/��������-Financial-Sub-delegation-Register.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations/��������-Financial-Sub-delegation-Register.pdf


/strategic-procurement/policy-procedures-and-guides
/policy/procedures/finance-procedures/liability-procedures/fmpm-421-corporate-credit-cards
/strategic-procurement/policy-procedures-and-guides
https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D4cf2a38587f56990c037b8809bbb35a2%26sysparm_rank%3D1%26sysparm_tsqueryId%3D19b077a39759f95087e6f7b6f053afd4
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5. 
Invoices that do not include a JCU Purchase Order or Contract reference will be returned 
to the Supplier along with a request for the missing information to be provided. 

14. Sole Traders 

Step Action 

1. 
Prior to raising a requisition all Sole Traders must be assessed to determine if they are 
classified as an Employee or an Independent Contractor. 

2. 
If a Sole Trader is assessed as being an Employee, JCU may be liable to pay 
superannuation to a complying superannuation fund. 

 

FMP712 – Engaging Individuals as Service Providers 

Complete sole trader assessment to engage contractors 

FMPM 421 Credit Card Policy 

 

How do I engage a Sole Trader 

/policy/procedures/finance-procedures/expense-procedures-fmpm-700-799/fmpm-712-engaging-individuals-as-service-providers-procedure
https://jcueduau.service-now.com/lp?id=sc_cat_item&sys_id=d7caa419db6fe810cd6ada16f39619d0&sysparm_category=72ba2ec94f2e7200dc65fe501310c7a6
/policy/procedures/finance-procedures/liability-procedures/fmpm-421-corporate-credit-cards
https://jcueduau.service-now.com/nav_to.do?uri=%2Fkb_view.do%3Fsys_kb_id%3D739647aedb184c903a35401d34961979%26sysparm_rank%3D1%26sysparm_tsqueryId%3D407d67ab9719f95087e6f7b6f053afd8


/policy/procedures/hse-procedures/whs-pro-011-drugs-and-poisons-procedure
/policy/procedures/hse-procedures/whs-pro-011-drugs-and-poisons-procedure
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations/��������-Financial-Sub-delegation-Register.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations/��������-Financial-Sub-delegation-Register.pdf
mailto:corporatefinance@jcu.edu.au
mailto:legal@jcu.edu.au
/policy/corporate-governance/legal-services-policy
/strategic-procurement/policy-procedures-and-guides
/about-jcu/strategic-direction
/about-jcu/strategic-direction
/__data/assets/pdf_file/0014/1113206/APPROVED-James-Cook-University-Innovate-Formally-Endorsed-From-RA-Website.pdf
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18. Contracts to be Created in the Contract Management 
System 
This section outlines the specific reasons and examples for including contracts in the Contract 

Management System (CMS). These criteria are designed to identify contracts that have a substantial 

impact on JCU’s operations, financial standing, and strategic goals. 

Reason Description Example 

Materiality 

Contracts of material significance should be included 
in the CMS. Materiality can be determined based on 
factors such as the contract value, risks involved, 
strategic importance, and potential impact on JCU. 

A contract with a value 
exceeding $200,000.  

Duration 

Contracts with a significant duration, such as: 

¶ long-term agreements 

¶ contracts with automatic renewals 
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Manager, Strategic Procurement will assess the suspected breach and notify the Chief 
Financial Officer.  

For suspected breaches of a serious nature such as fraud, undisclosed conflicts of 
interest the matter may be referred to the University General Counsel. All reports 
received will be treated with appropriate concern for the law, privacy and confidentiality.  

Should staff identify or suspect breaches by a Procurement staff member the matter 
should be reported directly to the Chief of Staff. 

https://www.legislation.qld.gov.au/view/html/inforce/current/act-2001-069
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2001-069
/policy/procedures/corporate-governance-procedures/fraud-and-corruption-procedure
https://www.legislation.gov.au/Details/C2011C00003
/policy/corporate-governance/code-of-conduct
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/__data/assets/pdf_file/0019/123472/James-Cook-Univesrity-Enterprise-Agreement-2022.pdf
/policy/student-services/student-code-of-conduct




https://www.legislation.gov.au/Details/C2011C00003
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2001-069
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations/��������-Financial-Sub-delegation-Register.pdf
/policy/financial-management/expenses-fmpm-700-fmpm799/fmpm-710-procurement-policy
/policy/procedures/finance-procedures/expense-procedures-fmpm-700-799/fmpm-712-engaging-individuals-as-service-providers-procedure
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/__data/assets/pdf_file/0010/1991296/23-1-FMPM-713-Procurement-Contract-Management-Procedure.pdf
/about-jcu/strategic-direction
file:///C:/Users/jc993627/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/DZOUKFOM/1.1Any%20further%20non-compliance%20will%20be%20referred%20to%20the%20Director,%20Human%20Resources%20for%20consideration%20and%20action%20under%20the%20misconduct/serious%20misconduct%20provisions%20of%20the%20��������%20Enterprise%20Agreement%20(as%20amended%20or%20replaced%20from%20time%20to%20time).
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/__data/assets/pdf_file/0008/2059973/��������-Corporate-Procurement-Plan-2023.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.jcu.edu.au/__data/assets/pdf_file/0019/123472/James-Cook-Univesrity-Enterprise-Agreement-2022.pdf
file:///C:/Users/jc993627/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/DZOUKFOM/1.1Where%20instances%20of%20fraud%20and%20corruption%20are%20suspected%20they%20must%20be%20reported%20immediately%20to%20the%20Chief%20of%20Staff.%20Please%20refer%20to%20Fraud%20and%20Corruption%20Procedure%20for%20examples%20of%20corrupt%20and%20fraudulent%20conduct.
/about-jcu/strategic-direction
/strategic-procurement/policy-procedures-and-guides
/policy/student-services/student-code-of-conduct
/policy/corporate-governance/legal-services-policy
https://www.legislation.gov.au/Details/C2018A00153#:~:text=This%20Act%20requires%20entities%20based,actions%20to%20address%20those%20risks.
https://www.oaic.gov.au/about-the-OAIC/our-corporate-information/plans-policies-and-procedures/public-interest-disclosure-procedures
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.legislation.qld.gov.au/view/pdf/2014-07-01/act-1994-067
https://www.statedevelopment.qld.gov.au/industry/industry-support/qld-charter-for-local-content
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.forgov.qld.gov.au/__data/assets/pdf_file/0021/367023/queensland-procurement-policy-2023.pdf
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2009-013
https://www.legislation.qld.gov.au/view/html/asmade/act-2021-005
/policy/procedures/hse-procedures/whs-pro-011-drugs-and-poisons-procedure
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Administration 
NOTE:  Printed 
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¶ Intergovernmental procurement, 

purchases of less than $5000 
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