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Council Policy 2.2 Purchasing 
 

 
Policy Objectives 
The objectives of this Policy are to: 

a) Ensure compliance with Local Government Act 1995 and Part 4 of Local Government (Functions and General) 
Regulations 1996; 

b) Align procurement at the City with the strategic and operational objectives of Council, consistent with Council’s 
priorities to support the local economy and environmentally sustainable outcomes, while providing value for 
money; and 

c) Deliver a best practice procurement approach for the City with efficient and consistent procurement processes 
implemented and maintained. 

Policy Scope 
This Policy applies to all employees, appointed representatives or agents (‘Officers’) involved in the procurement of goods 
and services for the City. This Policy excludes the City’s sponsorship and grants programs which are guided by Council 
Policy 4.3 Outgoing Sponsorship and Grants. 

Definitions 
‘Agreement’ means an understanding or arrangement between parties (whether written or verbal) to act in a specific 
manner when engaging in trade. The Agreement must be properly executed, lawful and current. Agreements must be 
established using a compliant approach to market (see Item 5 – Purchase Thresholds) and approved by an Officer with 
sufficient Financial Authority. 

‘Contract’ means an Agreement which creates legally enforceable obligations between parties. A purchase order is a 
form of Contract. 

‘Open Market’ means Officers are free to select suppliers from any source to participate in procurement activity. There 
is no obligation to issue a statewide public notice under Open Market conditions. The City may restrict which suppliers 
are invited to respond to such requests. 

‘Public Tender’ means a Tender, Expression of Interest or Panel Request which must be conducted in accordance with 
Part 4 of the Local Government (Functions and General) Regulations 1996. Public Tenders require statewide public notice 
to be lodged. Suppliers may not be restricted from responding to the Tender request. 

‘Purchase Threshold’ means the actual or estimated value of a commercial commitment (e.g. Agreement, Contract, or 
purchase order) over the full term and/or quantity of supply, including all options to extend time or increase volume. 

‘Risk Assessment’ means determining the general risk profile of a particular procurement activity giving due consideration 
to the type of goods or service, nature of the supply market, contracting complexity, Agreement value, party type or 
quantity, community impact, probity concerns or public perception. 

‘Under Agreement’ means that the City is purchasing goods and services through the formation of Contracts (e.g. issuing 
Purchase Orders), under established Agreements. 

‘Value for Money (VFM)’ means the total benefit derived from a good or a service when compared to its total financial 
cost, assessed over the term of the Agreement, Contract, or expected lifespan of the asset. 

‘WALGA’ means the Western Australian Local Government Association. 
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Policy Statement 
1. General Principles 

Governed by applicable legislative requirements, procurement decisions will align with the City’s vision and principles 
and support its Strategic Goals (Liveable, Sustainable, Prosperous and Well-Governed). Procurement at the City will be 
conducted in a manner which maintains compliance with legislative requirements and upholds the following: 

a) Maximizing value for money: The financial cost of procuring the good or service is not the only factor in 
determining VFM. Factors such as fitness for purpose, quality, delivery on time, after sales service, warranty, 
research and development support, reputation, inclusivity, and sustainability may be important criteria in making 
procurement decisions. 

b) Thinking commercially: Approaching procurement in a way that makes efficient and effective use of City resources 
to maximize direct and indirect value created. This can be achieved through smart inventory management, 
productive negotiation, proactive supplier management, flexible contracting and consideration for the total cost 
of ownership (including initial purchase price, operating costs, maintenance cost, cost of change, exchange rates, 
rise & fall, interest payments and outgoings, etc.). 

c) Acting with integrity: City Officers should approach all procurement activity with appropriate transparency, 
objectivity, and fairness to ensure that the City’s values are upheld (Teamwork, Commitment, Courage and 
Respect). Procurement decisions should be made without personal bias, based on consistent, thorough and 
collaborative evaluation to ensure objective outcomes are achieved and participants are treated fairly. 

d) Sourcing sustainably: The City endorses procurement practices which seek to improve the lives of minority, 
marginalized or at-risk groups through equitable participation in procurement opportunities. Procurement 
decisions should strive to achieve the most positive economic, environmental, and social impacts possible over 
the life cycle of a good or service, while minimising adverse impacts. 

e) Mitigating Risk: Officers will engage suppliers on commercial terms favourable to the City with the aim of reducing 
risk (per Council Policy 2.14 Risk Management). Goods and services will be preferred from suppliers who agree to 
and can demonstrate appropriate levels of indemnity, insurance, health and safety, compliance, financial stability, 
service delivery, confidentiality and conformance with applicable laws. 

2. Legislative Requirements 

All procurement activities will comply with the following: 

a) Local Government Act 1995 (‘Act’) 

b) Part 4 of the Local Government (Functions and General) Regulations 1996, (‘Regulations’) 

c) Competition and Consumer Act 2010 (Cth) 

d) State Records Act 2000 

3. Relevant Delegations 

As per the City’s Register of Delegations and Authorisations (Register), the following delegations are primarily applicable 
to City procurement: 

a) 2.8 – Initiating an expression of interest, tender or panel of pre-qualified suppliers; 

b) 2.9 – Tender exempt procurement; 

c) 2.10 – Deciding on an expression of interest or tender; 

d) 2.11 – Deciding on Panel of pre-qualified suppliers; and 

e) 2.12 – Varying and extending tender contracts. 
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Delegations should be read in conjunction with this Policy, the relevant legislation and City procedures. The hierarchy 
of compliance for City procurement is as follows: 

a) the Act 

b) the Regulations 

c) the Register 

d) this Policy 

e) any City handbooks or procedures 

4. Financial Authority 

Financial Authority has been granted to specific roles within the City to support review and approval of financial requests 
or supplier commitments as per the Financial Authority Register.  

Credit Card Financial Authority  Financial authority associated with corporate credit card use are managed 
separately from general procurement delegations. Credit cards are issued to individual staff members rather than to 
positions, and as such, the Chief Executive Officer grants financial authority directly to the named cardholder. 
Cardholders must continue to comply with this Purchasing Policy, and all purchases made using a corporate credit card 
must be approved by the cardholder’s line manager or supervisor, who holds the appropriate financial authority. 

 

5. Purchase Thresholds 

The following table prescribes the purchasing request process to be applied based on the potential Purchase Threshold 
(value) of the procurement: 

Table 1 – Purchase Thresholds 

Purchase Threshold 
(Excluding GST) Requirements 

Category 1 
Up to $10,000 

Direct purchase from open market/ WALGA preferred supplier program (WPS)/ State 
Government Common User Arrangement (CUA). A minimum of one (1) quotation is 
required. 
Officer must provide a written record of the quote details. 

Category 2 
$10,001 - up to 
$40,000 

Seek a minimum of two (2) written quotations from open market; or 
Seek a minimum of one (1) written quotation directly from a pre-qualified panel of suppliers 
which include WPS or CUA. 

Category 3 
$40,001 - up to 
$100,000 

Seek a minimum of three (3) written quotations from open market: or 
Seek a minimum of two (2) written quotations directly from a pre-qualified panel of 
suppliers which include WPS or CUA. 
The Request must include scope of work/specification and price schedule. Evaluation 
criteria and risk assessment should be considered by City Officers.  

Category 4 
$100,001 - up to 
$250,000 

Request for Quotation (RFQ) 
Conduct an RFQ process by seeking a minimum of three (3) written quotations from open 
market or from a pre-qualified panel of suppliers which include WPS or CUA. 
The RFQ process must be conducted by the City's Procurement Unit and is subject to formal 
evaluation, review and approvals. 

Category 5 
Over $250,000 

Conduct a public tender process in accordance with Part 4, Divisions 2 and 3 of the 
Regulations, and this Policy; or 
Seek a minimum of three (3) quotations directly from a pre-qualified panel of suppliers 
which include WPS or CUA or Australian Disability Enterprise. 
The above process must be conducted by the City's Procurement Unit and is subject to 
formal evaluation, review and approvals. 
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6. Procurement Exception and Exemption 

Specific types of procurement may qualify for various exceptions/exemptions in accordance with this Policy or the 
Regulations. Authority to undertake tender exempt procurement is found in Delegation 2.9 of the Register and the use 
of these exemptions is subject to this Policy. 

Table 2 – Procurement Exceptions and Exemption 

Description Details Exemption Reference 

On Contract Spend 

Goods or services procured Under Agreement do not require 
quotes to be obtained prior to purchase where: 

- The purchase is within the general Scope of Work; and/or 

- There is an agreed price. 
Where ad-hoc goods or services are procured, or where new items 
are required Under Agreement, the Officer should: 

- Ensure the purchase is reasonably within the general 
scope of work; and 

- Obtain a quote from the supplier which may be permanently 
added to the Agreement by way of variation (or similar). 

 
This Policy, Item 5 
Purchase Thresholds 

 
Regulations, Part 4, 
Division 2, clause 11(2) 

Indigenous Minority 
Supplier or 
Aboriginal Business 

Officers may seek one less quote (with a minimum of 1) than 
required for Categories 2, 3 and 4 (Table 1, Item 5)  

This Policy, Item 5 
Purchase Thresholds  

Australian Disability 
Enterprises 

Officers may seek one less quote (with a minimum of 1) than 
required for Categories 2, 3 and 4 (Table 1, Item 5)  

This Policy, Item 5 
Purchase Thresholds  

Sole Supplier 
Justification 

Officers must obtain a minimum of one quote. Specific 
Purchase Thresholds are as follows: 

- Purchase Threshold from $10,001 to $100,000 (ex GST) 
requires General Manager or Executive Director’s 
approval. 

- Purchase Threshold of $100,001 (ex GST) or more requires 
CEO approval. 

This Policy, Item 5 Purchase 
Thresholds  

This Policy Item 7 – Sole 
Supplier Justification  

Warranty Conditions 
or Insurance Claims 

Officers must obtain a minimum of one quote from the nominated 
warranty or insurance supplier (e.g. Original Equipment 
Manufacturer). Where multiple warranty or insurance suppliers are 
nominated, Officers must comply (as much as practicable) with 
requirements of Table 1, Item 5 - Purchase Thresholds.  

This Policy, Item 5 Purchase 
Thresholds 

Artwork 

The acquisition of Artwork is exempt from quotation/tender 
requirements of Table 1, Item 5 - Purchase Thresholds. 
Acquisition is subject to CEO approval. 

This Policy, Item 5 
Purchase Thresholds 

Council Policy 4.7 - Cultural 
Collections 

Legal Services 

The CEO may directly engage, or authorise engagement of, Legal 
Service Providers (‘LSP’) without the need for competitive 
quotations where: 
- The LSP is a WALGA pre-qualified supplier; or 
- Any other LSP who offers a fixed fee, capped spend or 
 hourly rates which do not exceed those offered by WALGA 
 pre-qualified LSPs. 

This Policy, Item 5 
Purchase Thresholds 
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Table 2 – Procurement Exceptions and Exemption 

Description Details Exemption Reference 

Annual software 
subscription fees; 
Professional 
Memberships, 
subscriptions and/or 
renewals 

These are exempt from quotation requirements of Table 1, Item 5 
- Purchase Thresholds where the total value of the procurement 
does not exceed $250,000 (exclusive of GST) subject to General 
Manager/CEO approval. 

 

This Policy, Item 5 
Purchase Thresholds 

 

7. Sole Supplier Justification 

Officers may consider using a Sole Supplier Justification (‘SSJ’) in lieu of obtaining the usual number of quotations as 
prescribed in Table 1, Item 5 – Purchase Thresholds where the Purchase Threshold does not exceed $250,000 (ex GST) 
and any of the following conditions apply: 

a) the good or service is proven to be unique or exclusive to the particular supplier; or 

b) the subject matter is highly confidential; or 

c) the supplier has intrinsic, established knowledge of City practices, systems or other information, and 
 engagement of alternative suppliers would substantially increase cost through additional effort; or 

d) the good or service forms a critical part of the City’s normal operation and engagement of alternative 
 suppliers may result in materially increased cost, risk or reduced efficiency. 

Where the Purchase Threshold is greater than $250,000 (ex GST), a public tender is required unless an exemption applies 
per Part 4, Division 2, reg 11(2) of the Regulations. 

The CEO, General Managers and Executive Directors are responsible for approval of all Sole Supplier Justification 
applications (see Table 2, Item 4). Supplier award (approval or execution) resulting from approved Sole Supplier 
Justification applications are subject to individual Financial Authority and Table 2, Item 4 of this Policy. 

Prior to entering into any new Agreement, Officers will be required to re-validate or market test the SSJ qualification for 
ongoing supplier commitments to determine if the exception should endure (see Item 10 – Term of Engagement). 

8. Variations 

In general, Agreements and Contracts may be varied where: 

a) The variation is lawful and in accordance with the Agreement/Contract; 

b) The supplier is in good standing with the City; 

c) The revised value of the Agreement or Contract as a result of the variation does not exceed the Financial 
 Authority of the Officer approving the variation; and 

d) The revised value (if applicable) of the Agreement or Contract as a result of the variation can be 
 incorporated into approved City budgets and/or the City’s Long-term Financial Plans. 

In addition to the points noted above, Agreements or Contracts which were entered into by the City as a result of a public 
tender are further restricted by 2.12 of the Register and Part 4, Division 2, reg 21A of the Regulations. 

Under reg 21A of the Regulations, a Contract entered into subsequent to a public tender process must not be varied 
unless: 

a) the variation in necessary in order for the goods or services to be supplied and does not change the scope 
 of the Contract; or 
b) the variation is a renewal or extension of the term of the Contract as described in reg 11(2)(j) 

The revised value of an Agreement or Contract (for determination of correct Financial Authority) is calculated as the 
originally approved value plus the sum of the proposed variations. A variation which increases value above the presently 
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approved value will require re-approval of the varied Agreement or Contract by a suitable Officer with applicable 
Financial Authority. 

Exceptions: 

1) Council Approved – Variations to Agreements or Contracts originally approved by Council may only be approved 
by the CEO where the total consideration under the resulting contract is not more than 10% of the original 
contract amount – acceptance above this threshold must be referred to Council. 

2) Administrative variations or minor changes to the approved financial limits (up to 10% of original contract value, 
capped at $10,000 ex GST) may be authorised by Manager Strategic Procurement in consultation with the 
Officer, without the need for re-approval or market approach, where: 
a) a variation is endorsed by the appropriate Officer; 
b) a variation is in the best interests of the City; 
c) the Agreement or Contract is able to be varied; 
d) the scope is not materially altered; 
e) the variation is mutually agreed in writing prior to expiry of the current Term; or 
f) such changes are required to maintain Agreement or Contract integrity, procurement system accuracy or 
 process efficiency. 

9. Panels of Pre-qualified Suppliers 

The City may establish panels of pre-qualified suppliers to supply particular goods or services in accordance with Part 4, 
Division 3 of the Regulations.  
10. Term of Engagement 

The length of an Agreement or Contract (‘Term’) should be based on actual or expected need for the goods or services 
regardless of the potential Purchase Threshold. Purposefully limiting the Term to minimise the Purchase Threshold (and 
therefore the level of Financial Authority required) is not allowed under this Policy. Longer Terms reduce recurring 
administration, re-approval requirements and the risk of Agreements or Contracts expiring where goods or services are 
still needed. Officers should consider: 

Longer Terms where; 
a) the City has an ongoing requirement for the goods or service; 
b) the City wishes to aggregate expenditure to make the scope of work more attractive to market; 
c) the good or service requires significant fabrication, mobilisation, installation, resource acquisition or research 

and development; 
d) supplier relationship is critical to quality; or 
e) the market is (or may become) volatile or supply constrained. 

Shorter Terms where; 

a) market competition is high, and suppliers are plentiful; 
b) supply of goods and services are expected to remain strong; 
c) supplier relationship is not materially important in sustaining quality; or 
d) the City does not have significant reliance on the goods or services for ongoing normal operation. 

Perpetual services (e.g. annual subscriptions, memberships, software licences, etc) are those which the City regularly 
requires, without a defined period of supply. Agreements for such services should be considered over a minimum of 
three years for the purpose of calculating the Purchasing Threshold and therefore Financial Authority. Agreements with 
suppliers for perpetual services may be made on a non-guaranteed basis offering future flexibility for the City if needed. 

The Term committed to suppliers must align with the Term and Purchase Threshold approved by the appropriate 
Financial Authority and be fully funded by approved operational budgets or the City’s Long-term Financial Plan. 
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11. Anti-avoidance 

The City should seek to maximise VFM from procurement activities through the aggregation and consolidation of like 
goods and services. Determining aggregated spend (expected or actual) of a particular good or service ensures the City 
remains compliant with the Register, the Regulations, this Policy and Financial Authorities, by ensuring the maximum 
value is used to determine Purchase Thresholds. 

Requesting or approving multiple transactions for like goods or services without an Agreement, which results in 
avoidance (intentional or otherwise) of the correct level of Financial Authority or procurement process is not allowed 
under this Policy. 

12. Probity 

The City may consider engagement of Probity auditing or advisory services (‘Probity Services’) to support procurement 
activity. Probity Services should be considered where: 

a) the matter is highly contentious or complex; 
b) there is actual or perceived political sensitivity; 
c) the transaction represents a significant financial investment for the City; 
d) a material Conflict of Interest is anticipated; 
e) there is probability of significant public scrutiny; or 
f) a City service unit may be competing against external service providers. 

13. Record Keeping 

All procurement activities, communications and transactions, including verbal quotations and evaluations must be 
evidenced and retained as local government records in accordance with the State Records Act 2000 and the City’s policies 
and procedures.  
14. Sustainability 

The City may consider sustainable procurement criteria as part of its evaluations to ensure respondents contribute to 
enhancement of economic, environmental and social outcomes for the benefit of all. Elements for consideration may 
include: 

a) Supporting the local economy (buy Local). 
b) Identifying, encouraging, and supporting participation of Indigenous Businesses and Australian Disability 

Enterprises in City procurement opportunities. 
c) Inclusivity and equality by encouraging and proactively supporting equal access to opportunities and 

resources for people or groups who might otherwise be excluded or marginalized. 
d) Working with suppliers (and supply chains) who actively seek to reduce instances of modern slavery. 
e) Seeking designs, goods and services which reduce energy and water consumption, waste and adverse 

environmental impacts from manufacture, use or disposal. 
f) Purchasing goods or services from suppliers, who consider the impacts those goods or services have on the 

people and communities who create them (e.g. Ethical Sourcing). 

Officers should proactively consider opportunities to address sustainability with each procurement activity. Specific 
evaluation criteria related to sustainability may be incorporated with other VFM criteria (and appropriately weighted) to 
ensure that sustainable elements are considered in supplier selections. 

15. Policy Non-Compliance 

Failure to comply with the requirements of this Policy will be subject to investigation, with findings to be considered in 
context of the responsible person’s training, experience, seniority, and reasonable expectations for performance of their 
role. While an investigation is being undertaken, engagement in procurement activity may be suspended. Where a 
breach is substantiated, it may be treated as: 

a) an opportunity for additional training to be provided; 

b) a requirement to terminate or suspend procurement activities; 
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c) a disciplinary matter, which may or may not be subject to reporting requirements under the 
  Public Sector Management Act 1994; and/or 

d) misconduct in accordance with the Corruption, Crime and Misconduct Act 2003. 
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Other relevant/related documents 
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State Records Act 2000 (WA) 
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City Policies: Register of Delegations and Authorisations 

Integrity at the City of Perth: Code of Conduct for Employees 

Policy 2.14 Risk Management 

City Procedures 
and Processes: 
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Review management 
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1.0 OCM 23 February 2021 Initial policy submitted for approval 
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