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
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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:
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How do | purchase items using the JCU online catalogues

3. Existing Contract

Use this process if:

1 a contract exists with a Preferred Supplier or a panel of Pre-Qualified Suppliers for a defined
category of goods or services
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4. Procurement Less than $10,000
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Use this process if:
f the required goods or services are not in inventory; and
f 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

The following purchase options must be utilised:

1. f  Credit card if it complies with EMPM 421 Credit Card Policy; or
f Raise a purchase requisition in CIAnywhere prior to the engagement of the
supplier.
2. A minimum of one written quote must be obtained.

If the purchase involves Digital Technologies, a Service Now request must be submitted
3. 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 | raise a Purchase Requisition

JokR] | How do I raise a Purchase Requisition from the Advanced Catalogue

Corporate Card and & Expense Processes
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5. Procurement Less than $50,000
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6. Procurement Greater than $200,000

Use this process if:
1 the
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Conflict of Interest Declaration Procedure

Tender Evaluation Guide
How do | raise a contract in CIA
How do | raise a Purchase Requisition

How do | raise a Purchase Requisition from the Advanced Catalogue

7. Variations

Step Action
If a contract exists, a contract variation request form or contract extension request form
1. ) .
must be completed and approved by the Financial Delegate.
2.
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Anticipated spend greater than $200,000 requires a Business Case to be completed and
2. 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.
Specifying a brand does not qualify a sole supply situation. When purchasing goods, the
4, functional, performance and/or technical requirements should be considered, without
being brand specific.
5.
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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.
5 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 | engage a Sole Trader
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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

Duration
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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.

Contracts with a significant duration, such as:

f long-term agreements
! contracts with automatic renewals

A contract with a value
exceeding $200,000.
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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.
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Administration
NOTE: Printed
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1 Intergovernmental procurement,

purchases of less than $5000

18-4
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