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INTRODUCTION: 

Walcha Council regularly contracts for the purchase or supply of a wide 
range of goods and services, to pursue its commitment to efficiently deliver 
services to meet the needs of the community.  Purchases can vary from year 
to year, but generally cover road making materials, trade supplies and 
services, parks requirements, plant and machinery, office supplies and 
professional services. 
 
 
POLICY: 

Council is committed to purchasing processes which ensure compliance 
with legal obligations provided for in the Local Government Act 1993 (the 
Act) and Local Government (General) Regulation 2005.  Such processes 
will consider the Tendering Guidelines for NSW Local Government issued 
by the Office of Local Government (OLG) and comparable State and 
Federal Government policy frameworks and guideline documents. 
 
Council decisions will be based on value for money in considering the life 
cycle of a product rather than lowest initial cost.  Decisions will be made 
having regard to the need: 
 

 To conduct all tendering, procurement and business relationships 
with honesty, fairness and probity at all levels. 

 To ensure that the process for awarding contracts is open, clear, 
fully documented and defensible. 

 To ensure consistency not only in the conditions of tendering but in 
the evaluation and selection of tenderers. 

 For Councillors or staff with an actual or perceived conflict of 
interest, to address that interest without delay in accordance with 
Council’s Code of Conduct and the Model Code of Conduct for 
NSW Councils. 

 To ensure that no potential tenderer is given advantage over others, 
nor is there any form of collusive practice. 

 To ensure the identification and management of risks is built into 
Council’s procurement processes. 

 
When purchasing goods and services Council will consider the impact on 
human health, wellbeing and the environment.  Council have integrated 
sustainable procurement principles into Councils purchasing procedures.   
 
All employees must adhere to Councils Policies and Procedures. 
 
Local Preference Premium  
Council is committed to supporting the local economy and enhancing the 
capability of local business and industry. Where possible Council will 
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source goods, works and services locally, whilst maintaining a value for 
money approach at all times. 
 
For the purchase of goods and services a price advantage will be given to 
Local Suppliers.  Local Suppliers will be deemed to be those based in or 
operating predominately within the boundaries of Walcha Council Local 
Government Area.  The price advantage will be nominally deducted from 
the local supplier price when evaluating the quotes.  The price advantage 
will be calculated on the following sliding scale: 
 

1,000-$7,500  5%  
$7,501-$75,000  2% 
>$75,000  no price advantage  

 
Freight and establishment costs will be included in the comparison of 
quotes from suppliers.   
 
Statutory Exemptions for contracts  
The guidelines contained in this Purchasing procedure do not apply where 
the purchase is made for a contract that is listed under the following 
exemptions for tendering contained in Section 55 (3) of the NSW Local 
Government Act 1993 apply. 

a. subject to the regulations, a contract for the purchase of goods, materials or 
services specified by a person prescribed by the regulations made with another 
person so specified, during a period so specified and at a rate not exceeding 
the rate so specified;  

b. a contract entered into by a council with the Crown (whether in right of the 
Commonwealth, New South Wales or any other State or a Territory), a 
Minister of the Crown or a statutory body representing the Crown; 

c. a contract entered into by a council with another council; 
d. a contract for the purchase or sale by a council of land; 
e. a contract for the leasing or licensing of land by the council, other than the 

leasing or licensing of community land for a term exceeding 5 years to a body 
that is not a non-profit organisation (see section 46A [of the Act]); 

f. a contract for purchase or sale by a council at public auction; 
g. a contract for the purchase of goods, materials or services specified by the 

NSW Procurement Board or the Department of Administrative Services of 
the Commonwealth, made with a person so specified, during a period so 
specified and at a rate not exceeding the rate so specified; 

h. a contract for the employment of a person as an employee of the council; 
i. a contract where, because of extenuating circumstances, remoteness of locality 

or the unavailability of competitive or reliable tenderers, a council decides by 
resolution (which states the reasons for the decision) that a satisfactory result 
would not be achieved by inviting tenders; 
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j. contract for which, because of provisions made by or under another Act, a 
council is exempt from the requirement to invite a tender; 

k. a contract made in a case of emergency; 
l. a contract to enter into a public-private partnership; 
m. if a council has entered into a public-private partnership—a contract entered 

into by the council for the purposes of carrying out a project under the public-
private partnership (but only to the extent that the contract is part of the 
project that has been assessed or reviewed under Part 6 of Chapter 12 [of the 
Act]); 

n. a contract that is an environmental upgrade agreement (within the meaning 
of Part 2A [of the Act]); 

o. a contract or arrangement between a council and the Electoral Commissioner 
for the Electoral Commissioner to administer the council’s elections, council 
polls and constitutional referendums; 

p. a contract made with a person or body approved as a disability employment 
organisation under the Public Works and Procurement Act 1912 for the 
purchase of goods or services in relation to which the person or body is so 
approved. 

 
PURCHASING PROCEDURE:  
The following procedure shall be followed when purchasing goods and 
services: 

 
 Where the value of the goods or service is below  $2,000, or in case 

of emergency, the Purchasing Officer may purchase goods from a 
supplier without the need for a quote; 

 Where the value of the goods or service is greater than $2,000 and 
less than $7,500, a minimum of one (1) written quote must be 
obtained for the supply of goods or services. The Quote is to be 
recorded in Council’s electronic records management system; 

 Where the value of goods or services is greater than $7,500 and less 
than $75,000, a minimum of three (3) written quotes must be 
obtained for the supply of goods or services. Quotes to be recorded in 
Council’s electronic records management system; 

 Where the value of the goods or services is greater than $75,000 and 
less than $250,000 a formal Request for Quotation (RFQ) or three 
documented written quotations are required.  This formal expression 
of interest is to be provided to a select number of suppliers or be 
publicly advertised; and 

 Where the value of the goods or services is greater than $250,000, all 
purchases must be made in accordance with the Local Government 
(General) Regulation (2005). 
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It is important to note that the purchasing amount is the amount for the full 
engagement. For example if the engagement is for a resealing of 5 roads 
over two years then the purchasing amount it the total of the resealing 
works for the two years or period of engagement. 
 
In the case of local plant hire engagements that require quotes (i.e. greater 
than $2,000) it will be the responsibility of the Works Supervisors engaging 
the contractor to obtain quote/s and keep a record of these so that there is a 
documented record to prove the purchasing policy guidelines have been 
followed.   
 
The General Manager, in special circumstances, may permit the purchasing 
officer to purchase goods and services outside this policy and the Council 
are to be informed of these instances.  In this case the General Manager 
must provide the purchasing officer authority to depart from this policy in 
writing, stating the reasons for departing from the policy. 
 
 
DELEGATIONS FOR PAYMENT: 
Decision making on purchasing is delegated to the natural levels of job 
ownership in the organisation. 
 
Delegation to this level recognises that people at a hands-on level are in the 
best position to determine operating needs.  It also leads to increased 
awareness of the timing, delivery and pricing of goods and services 
received. 
 
Purchasing delegations will be issued which support the responsibilities of 
the Delegate at the Business Program, Project, Portfolio of Job levels of the 
corporate scheme of program budgeting. 
 
 
PRINCIPLES: 

A delegate shall not authorise purchases if the matter involves expenditure 
of funds outside Council’s adopted budget, where payment is for 
reimbursement of the delegate’s own expenses, where authorisation might 
involve, or be seen to involve, a “conflict of interest”, or in any way 
breaches the requirements of Council’s Code of Conduct.  The officer will 
use an official Council order for all purchases. 
 
Before committing any expenditure, documentation must be reviewed to 
ensure that clerical detail is accurate; authorisation is in accordance with 
the delegated authority.  Necessary supporting documentation is to be 
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attached, ie. purchase order, work instruction containing estimates/quotes, 
invoice. 
 
The General Manager shall be authorised to determine which staff 
members have authority to purchase goods and services and their dollar 
ceiling on purchase.  These purchasing delegations are listed within the 
delegations register. 
 

All delegations from the General Manager are to be in writing, and no 
Officer, can make a purchase without this written authority. 

 
The placing of a dollar value ceiling on a delegation only applies to the 
situation where the delegate is making a decision to commit expenditure.  
It does not limit staff that administratively process a transaction, eg. 
Council resolves to donate $5,000 as a Community Grant.  The 
Administrative Officer asking for the cheque to be issued does not need 
$5,000 delegation as the Officer is not committing the expenditure.  A copy 
of the Council resolution is required to be attached to the cheque 
requisition is required. 
 

The Accounts Payable Officer is to maintain a current list of all 
Purchase/Payment Delegations to ensure that all creditor payments have 
been made in accordance with delegations. 
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