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[bookmark: _Toc227829433]Purpose
The purpose of this procedure is to provide a clear and comprehensive framework for the procurement of goods and services undertaken by or on behalf of Canberra Health Services (CHS).
This procedure outlines the required steps and responsibilities for CHS staff involved in procurement activities. It aims to ensure that all procurement activities are conducted in a manner that supports the delivery of high-quality healthcare services, promotes ethical and transparent practices and adheres to the legislative requirements of the ACT Government.
Responsibilities for CHS staff include ensuring compliance with established processes, maintaining accurate records, making ethical decisions and aligning procurement activities with operational needs, strategic priorities and budget constraints. This procedure aligns with the ACT Government Procurement Framework and should be applied in conjunction with the relevant legislation and policy documents outlined in Section 1 of this procedure. 
Back to Contents
[bookmark: _Toc227829434]Scope
This procedure applies to all CHS staff, contractors and consultants involved in procurement activities undertaken by or on behalf of CHS. It outlines the end‑to‑end procurement process across CHS, including procurement planning, sourcing, evaluation, and contract development and management.
The procedure applies to all procurement activities that meet the definition of procurement under the Government Procurement Act 2001. Further details of this definition are provided in Section 2 of this procedure.
This procedure does not apply to procurements that are excluded from the definition of procurement under the Government Procurement Act 2001 and the Government Procurement Regulation 2007.
Back to Contents
[bookmark: _Section_1_–][bookmark: _Toc227829435]Section 1 – ACT Government Procurement Framework 
The ACT Government Procurement Framework is the overarching set of legislation, policies, directions, and guidelines that govern procurement activities across the ACT Government. When initiating procurement activities, ACT Government staff, including CHS staff, must ensure compliance with the above range of legislative and policy requirements that reflect the Government’s commitment to ethical, social and economic values. These considerations help ensure procurement outcomes align with community expectations and deliver value beyond cost.
[bookmark: _Toc227829436]Government Procurement Act 2001 (Procurement Act)
The Procurement Act establishes the legal framework for procurement within ACT Government entities. The Procurement Act requires that all procurement activities aim to achieve value for money through open competition, ethical conduct, risk management and consideration of whole-of-life costs. 
The Procurement Act is accessible on the ACT Legislation Register (Government Procurement Act 2001 | Acts). 
The Procurement Act is supported by the Government Procurement Regulation 2007 and associated guidelines which set out operational requirements such as thresholds and quotation processes. 
[bookmark: _Toc227829437]Government Procurement Regulation 2007 (Procurement Regulation)
The Procurement Regulation underpins the Procurement Act by providing detailed operational guidance for procurement activities. The Procurement Regulation outlines specific procurement thresholds and the corresponding procurement processes required. The Procurement Regulation also outlines exemption from quotation and tender thresholds and requirements for publishing notifiable contracts and invoices to ensure transparency and good governance.
The Procurement Regulation is accessible on the ACT Legislation Register (Government Procurement Regulation 2007 | Subordinate laws). 
[bookmark: _Toc227829438]Government Procurement Rules 2024 (Procurement Rules)
The Procurement Rules outline the mandatory requirements that Territory entities, including CHS, must follow when undertaking procurement activities. The Procurement Rules address obligations not covered by other legislation and apply across all stages of the procurement lifecycle, supporting transparent, efficient, and effective procurement practices. 
The Procurement Rules is accessible on the ACT Legislation Register (Government Procurement Rules 2024 | Disallowable instruments).
[bookmark: _Toc227829439]Government Procurement (Secure Local Jobs) Code 2020 (SLJC)
The SLJC ensures that businesses tendering for ACT Government contracts meet high ethical and labour standards and actively support job creation for the local community. It applies to industries such as construction, cleaning, traffic management and security. 
The SLJC is accessible on the ACT Legislation Register (Government Procurement (Secure Local Jobs) Code 2020 | Disallowable instruments).
[bookmark: _Toc227829440]Government Procurement (Charter of Procurement Values) Direction 2020 (Charter)
The Charter outlines six core values that should be considered in all procurement activities. These Procurement Values need to be applied throughout the procurement lifecycle wherever practicable, to ensure efficient management of public resources and alignment with community expectations. 
The Charter is accessible on the ACT Legislation Register (Government Procurement (Charter of Procurement Values) Direction 2020 | Notifiable instruments).
[bookmark: _Toc227829441]Government Procurement (Ethical Treatment of Workers Evaluation) Direction 2023
Under this Direction, suppliers must demonstrate fair and safe employment practices. Evaluation criteria include:
compliance with the Secure Local Jobs Code
submission of a Labour Relations, Training and Workforce Equity Plan
consideration for modern slavery concerns and reputational risk in high-risk industries.
This evaluation applies to procurements valued at $200,000 or more in specified sectors. 
This Direction is accessible on the ACT Legislation Register (Government Procurement (Ethical Treatment of Workers Evaluation) Direction 2023 (No 2) | Notifiable instruments).
[bookmark: _Toc227829442]Canberra Region Local Industry Participation Policy (LIPP)
The LIPP promotes the inclusion of local businesses and Small and Medium Enterprises in government procurement. Following requirements apply for all procurements:
$200,000–$5 million: Respondents must complete an Economic Contribution Test (ECT)
above $5 million: A Local Industry Participation Plan (LIP Plan) is required, with reporting obligations throughout the contract term. 
The LIPP is accessible on the Procurement ACT website (Canberra-Region-Local-Industry-Participation-Policy.pdf). 
[bookmark: _Toc227829443]Aboriginal and Torres Strait Islander Procurement Policy
Territory officers are encouraged to actively seek quotes from Aboriginal and Torres Strait Islander enterprises wherever possible, helping to strengthen economic participation and increase the ACT Government’s procurement spend with Aboriginal and Torres Strait Islander enterprises. 
The following links provide access to directories of Aboriginal and Torres Strait Islander enterprises:
1. the Canberra Region Aboriginal and Torres Strait Islander Enterprise List is a database maintained by Procurement ACT of over 250 Aboriginal and Torres Strait Islander entities based in the Canberra region, who have expertise and experience across a range of categories; and
the Supply Nation Indigenous Business database is a database of over 5500 Aboriginal and Torres Strait Islander entities based across Australia, again with a broad range of expertise and experience.
The Aboriginal and Torres Strait Islander Procurement Policy is accessible on the Procurement ACT website (Aboriginal and Torres Strait Islander Procurement Policy - Procurement ACT).
Back to Contents

[bookmark: _Toc227829444]Section 2 – Definition and Principles of Procurement
[bookmark: _Meaning_of_Procurement][bookmark: _Toc227829445]Meaning of Procurement
Under the Procurement Act, procurement is defined as the process by which a Territory entity:
acquires goods or services through any contractual means, including purchase, lease, rent (with or without an option to buy) or exchange; or
deals in any legal or equitable estate or interest in land, or exercises rights, powers, or privileges over land - such as subleases or licences - where the Territory or the entity is the sublessee or licensee.
Procurement also includes the disposal of goods by any contractual means, including sale.
Section 5(3) of the Procurement Act and Section 3A(1) of the Procurement Regulation outline specific activities that are not considered procurement such as grants, loans and certain financial transactions governed by other legislation. 
Alert
If you are unsure whether the activity you are undertaking falls under the definition of a procurement, please contact the CHS Procurement and Supply team by emailing CHS.Procurement@act.gov.au or calling (02) 5124 2786 for clarification before proceeding.
[bookmark: _Toc227829446]Principles of Procurement 
When undertaking procurement activities, CHS staff must comply with the following principles of procurement. 
Fairness and Transparency
Procurement processes must be fair and transparent, ensuring open competition and equal opportunity for all suppliers. Clear documentation and audit trails must be maintained to support accountability and facilitate review. All procurement activities should be conducted with integrity and impartiality, avoiding any real or perceived conflicts of interest. Procurement decisions must uphold the principles of probity while striving to achieve value for money. Further details on probity requirements are outlined in Section 4 of this procedure.
Value for Money
Value for money is a core principle of procurement within the ACT Government, as required under Section 8 of the Procurement Act. Procurement decisions must be guided by the principle of value for money, taking into account both financial and non-financial factors. These may include quality, fitness for purpose, clinical suitability and efficacy, supplier experience and performance history, proposal flexibility, ability to deliver outcomes aligned with Procurement Values and whole of life costs. Procurement decisions should aim to achieve the best possible outcomes while avoiding unnecessary expenditure and ensuring efficient use of resources.
Accountability
Clear roles and responsibilities must be defined for all individuals involved in procurement. Procurement and financial delegations must be adhered to and procurement decisions should be documented and reported appropriately. Regular performance monitoring and reporting are essential to ensure accountability and continuous improvement.
Compliance
All procurement activities must comply with ACT Government Procurement Framework, including the use of approved methods and templates. Legal and financial obligations must be fulfilled and procurement practices should align with broader government policies and strategic priorities.
Back to Contents
[bookmark: _Section_3_–][bookmark: _Toc227829447]Section 3 – Delegations, Training Requirements and Governance
[bookmark: _Procurement_Delegation][bookmark: _Toc227829448]Procurement Delegation
The Procurement Act, Procurement Regulation, Financial Management Act 1996, and other relevant legislation provide that the accountable procurement decision‑maker is the Director General or Chief Executive Officer (CEO) of a Territory entity.
Under the Financial Management Act 1996, the responsible Director‑General of a directorate is authorised to enter into, vary, and administer contracts relating to the operations of that directorate. The Director‑General is also accountable for the efficient and effective financial management of public resources for which the directorate is responsible. This accountability is reinforced under section 8 (Value for Money) of the Procurement Act. The Procurement Act and Procurement Regulation further establish the framework for procurement delegations, including exemptions from quotation and tender thresholds and the approval of confidential text.
In many cases, these decision-making powers are often further delegated, where permitted, to specific ACT Public Sector (ACTPS) positions or classification levels within the organisation. A Procurement Delegate is a designated ACTPS officer within a Territory entity who holds prescribed delegations under relevant procurement legislation. 
CHS Procurement Delegation
In CHS, delegations are formalised through an Instrument of Authorisations for the Purposes of the Chief Executive Officer Delegations, which is signed by the CEO. This instrument delegates financial authority to specific positions listed in the Register of Authorisations and is accessible on the Financial delegations HealthHub site (Financial delegations). This process provides specific positions with the authority to spend public monies efficiently and effectively on behalf of the CEO, including the authority to undertake procurement activities.


A Procurement Delegate is responsible for:
Ensuring all procurement decisions and approvals are made within their authorised delegation level
Considering all relevant legislation, policies and best practice guidance when making decisions
Making and documenting value for money decisions in accordance with procurement legislation and the Territory Records Act 2002.
Upholding probity by identifying and appropriately managing any actual, perceived or potential conflicts of interest
When undertaking procurement activities, a Procurement Delegate also needs to consider the ACT Government Insourcing Framework which requires agencies to assess whether services or works should be delivered internally or externally. Further details are outlined in the Framework which is accessible from the ACT Government website (Insourcing-Framework-Overview-and-Guidance-2023.pdf). 
Summary of CHS Procurement Delegation 
	Key Delegable Power or Function 
	Legislation
	CHS Financial Delegation Reference

	Exemption from quotation and tender thresholds and specify directions for the same  
	Sections 9-10B (as applicable), Procurement Regulation
	Schedule 6(a), CHS Financial Delegation Register

	Approval of confidential text 
	Section 18, Government Procurement Act 2001
	Schedule 6(b), CHS Financial Delegation Register

	Enter into a contract relating to the operations of the directorate
	Section 31A(1)(a), Financial Management Act 1996
	Schedule 2(a): Authority to Approve Expenditure

	Vary and administer the contract
	Section 31A(1)(b), Financial Management Act 1996
	Schedule 2(a): Authority to Approve Expenditure
The delegate should have delegation for the total of variation value plus the original value.


Alerts
· A single large transaction must not be divided into multiple smaller transactions to circumvent financial delegation limits.
· A delegate may only approve procurement where the expenditure falls within both their authorised delegation limit and the cost centre for which they hold delegation. If a procurement involves multiple cost centres, the delegate must have authority over all the relevant cost centres to approve the procurement.
· Officers may only approve non-capital expenditure within their own area of business responsibility as listed in the delegations unless the Monetary Limitation provides specific delegation for Capital Expenditure.
· If you are uncertain whether you hold the appropriate delegation for a specific procurement activity, refer to the Instrument of Authorisations for the Purposes of the Chief Executive Officer Delegations. For clarification, contact the CHS Finance team at CHS.StrategicFinance@act.gov.au regarding financial delegations, or the CHS Procurement and Supply team at CHS.Procurement@act.gov.au or on (02) 5124 2786 regarding procurement delegations. 
[bookmark: _Training_Requirements][bookmark: _Toc227829449]Training Requirements
To ensure compliance with the Procurement Rules and to support ethical and informed procurement practices, all CHS staff undertaking or involved in procurement must have completed the ACT Government’s Probity in Procurement eLearning Module (Module 3) within the preceding 12 months. This eLearning module is available on HRIMS (Foundational Procurement Module 3 - Probity in Procurement). Further details regarding the importance of probity in procurement is outlined later in this section of the procedure. 
In addition to this legislated mandatory training, CHS staff undertaking or involved in procurement have additional training requirements as outlined in Table 2. These modules, available on HRIMS, are designed to ensure that CHS staff are equipped to meet both ACT Government and CHS specific procurement requirements.
Training Requirements
	Procurement eLearning modules 
	All CHS staff involved in procurement activities
	CHS staff whose primary role relates to procurement
	Procurement Delegate
	Tender Evaluation Team Chair

	Module 3 – Probity in Procurement
	Mandatory
	Mandatory
	Mandatory
	Mandatory 

	Module 1 – ACT Government Procurement Framework
	Mandatory
	Mandatory
	Recommended
	Mandatory

	Module 2 – Value for Money
	Mandatory
	Mandatory
	Recommended
	Mandatory

	Module 4 – Procurement Delegations
	Recommended
	Mandatory
	Mandatory
	Recommended

	Module 9 – Procurement Evaluation
	Recommended
	Mandatory
	N/A
	Mandatory

	Module 11 – Governance in Procurement
	Mandatory
	Mandatory
	N/A
	Recommended


[bookmark: _Record_Keeping][bookmark: _Record_Keeping_1][bookmark: _Toc227829450]Record Keeping
In line with Section 14.1 of the Procurement Rules, all procurement activities undertaken by CHS staff must be documented with accurate and complete records. This is essential to uphold transparency, accountability, and ensure compliance with both procurement legislation and the Territory Records Act 2002.
In the pursuit of value for money, CHS is required to maintain documentation for each procurement that is commensurate with the nature, scale, scope and risk of the procurement. Further details regarding procurement record keeping requirements can be found in the Procurement Recording Keeping Better Practice Guide accessible on the Procurement ACT website (Procurement-Better-Practice-Guide-Procurement-Record-Keeping.pdf). 
Required Documentation
For each procurement activity, staff must document and retain records that provide clear and concise information on: 
a) the identified need or requirement for the procurement
b) the process followed, including any market approach
c) how value for money was considered and achieved
d) relevant approvals and authorisations
e) key decisions made and the rationale behind them
f) declaration of Conflict of Interest and/or a Deed of Confidentiality, as applicable.
Minimum documentation requirements depend upon the procurement threshold of the procurement activity. For further guidance, please refer to the CHS Procurement Threshold Guide accessible on the CHS Procurement and Supply SharePoint site (CHS Procurement Thresholds with Risk Applied.pdf). 
Recordkeeping System
[bookmark: _Probity_in_Procurement]In line with the CHS Corporate Records Management Policy, all procurement records must be stored in Content Manager, the approved Electronic Document and Records Management System (EDRMS) for CHS. Further details on record keeping requirements is outlined in the CHS Corporate Records Management Policy accessible on the CHS Policy and Guidance Documents Register. 
[bookmark: _Toc212206488][bookmark: _Toc227829451]Whole of Life Costs
Whole of life costing is a critical factor in determining the most appropriate procurement methodology. It represents the total estimated cost of a good or service from initial delivery through to end-of-life or disposal, including acquisition, operation, maintenance, and disposal costs.
To ensure informed decision-making, whole of life costs must be calculated during the Plan stage of the procurement and reviewed throughout the process. These estimates help identify the true financial impact of a procurement and guide the selection of a procurement approach that delivers value for money over the entire lifecycle.
Cost Components
The whole of life cost must be calculated for the full duration of the contract and should include, but is not limited to:
Acquisition/ purchasing costs
Maintenance and operating costs
Licensing and subscription fees
Costs of additional features or upgrades post-procurement
Consumables and usage-related expenses
Transition-out costs
Decommissioning, remediation, and disposal costs
Any revenue or cost offsets associated with the procurement
Contract Duration Considerations
The total financial cost must be calculated for the full duration of the contract, including:
Any potential extension options
Liabilities or obligations that extend beyond the contract term
[bookmark: _Toc227829452]Anticipated Procurement Activity (APA) Report
In accordance with the Procurement Rules, all Territory entities are required to complete an APA Report each financial year and submit it to PACT in July. The APA Report outlines the procurement activities the entity expects to undertake over the next 12 months, specifically those with a total estimated consideration of $25,000 or more.
To meet this requirement, CHS Procurement and Supply leads the annual development of the APA Report, coordinating input from all CHS Divisions to ensure a comprehensive and accurate representation of planned procurement activities for the upcoming financial year. 
To facilitate this, all Divisions must:
Submit details of their anticipated procurement activities upon receipt of a notification from CHS Procurement and Supply;
Ensure that submissions include accurate estimates and reflect planned procurement aligned with operational and strategic priorities; and
Respond within the specified timeframe to support timely compilation and submission of the APA Report to PACT as required by the Procurement Rules.
Alerts
· Procurements that are not listed on the APA Report may be given lower priority by CHS Procurement compared to those that are included on the APA.
· CHS Divisions may incur charges for procurement support from PACT under the Tiered Support Services model if the procurement is not listed on the APA.
[bookmark: _Toc227829453]CHS Procurement Compliance Monitoring
To uphold procurement integrity and ensure adherence to ACT Government Procurement Framework, CHS Procurement and Supply staff conduct compliance checks on all purchases valued at $25,000 or more. In addition, random audits may be carried out by CHS Procurement and Supply on any procurement undertaken by CHS to assess compliance with relevant policies and procedures.
Where a procurement is found to be non-compliant:
A formal procurement non-compliance letter will be issued to all individuals involved in the procurement.
A summary of non-compliant procurements will be presented to the CHSPC for review and discussion.
In cases of serious non-compliance or repeated breaches by an individual, the CHSPC may refer the matter to Internal Audit for further investigation.
This process ensures accountability, promotes continuous improvement, and reinforces CHS’s commitment to ethical and compliant procurement practices.
Alert
The non-compliance information will form part of the annual reporting requirements, in accordance with Section 44 of the Procurement Act.
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[bookmark: _Toc227829454]Section 4 – Probity and Risk Management
[bookmark: _Toc227829455]Probity in Procurement
Probity refers to the demonstration of ethical behaviour and is defined as complete and confirmed integrity, honesty and uprightness in the conduct of procurement activities. 
Probity in ACT Government procurement is underpinned by the Procurement Act, which requires all procurement activities to be conducted with integrity, fairness, and transparency. The Procurement Rules further reinforce this by mandating probity training, documentation of decisions and the use of probity advisors for higher-risk procurements.
Procurement decisions must reflect probity in the pursuit of value for money. All ACT Government public officers involved in procurement must comply with Section 9 of the Public Sector Management Act 1994, which requires individuals to:
Take all reasonable steps to avoid conflicts of interest;
Declare and appropriately manage any conflict of interest that cannot be avoided;
Comply with all applicable laws; and
Perform their duties with care, diligence, impartiality and honesty.
Staff involved in procurement must be able to demonstrate that probity has been upheld throughout the process. This includes maintaining complete and accurate records that document key decisions, approvals and communications. 
In addition to the mandatory completion of the ACT Government’s Probity in Procurement eLearning Module (Module 3), staff must also complete a Declaration of Conflict of Interest and/or a Deed of Confidentiality, as appropriate and retain these declarations as part of the procurement record and ensure that they are stored in Content Manager.
The Procurement ACT’s Probity Advisory Services provides advice and referral services to Territory entities. This includes:
· general information on probity
· ad hoc advice on probity issues
· acting as probity advisor for all or part of a procurement process
· providing referral services to external probity advisors
· supporting training and capacity building activities on probity.
The Probity Advisory Services can be contacted by emailing procurementact@act.gov.au or calling (02) 6207 6437.
[bookmark: _Toc212206487][bookmark: _Toc227829456]Risk Management
In alignment with Section 7.3 of the Procurement Rules, CHS has established a tiered procurement risk management framework. This framework is designed to ensure that the level of effort applied to risk assessment and management is proportionate to the procurement’s scale, scope, and associated risks. 
The CHS Procurement Risk Management Plan is accessible on the CHS Procurement and Supply SharePoint site (Procurement Risk Management Plan Template.xltx). 
Tiered Risk Assessment Approach
Procurements under $200,000: A simple risk and probity assessment checklist must be completed. If the checklist identifies elevated risks, a more detailed risk assessment is required.
Procurements of $200,000 or more: A comprehensive risk assessment must be conducted. This includes:
Identification of all potential risks
Development of appropriate risk treatment plans
Documentation of mitigation strategies
Contract Negotiation and Risk Allocation
During contract negotiations, unresolved or contract related risks identified throughout the procurement process and captured in the risk management plan must be discussed with the supplier to determine which party is best positioned to manage each risk. Responsibilities for managing these risks must be clearly defined and incorporated into the contract.
Alert
When establishing insurance requirements for procurement activities, please refer to the ACT Government Guide to Determine Appropriate Insurances for Procurements as needed. This guide is accessible from the Procurement ACT website (ACT Government Guide to Determining Appropriate Insurance for Procurement.docx)
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[bookmark: _Section_4_–][bookmark: _Toc227829457]Section 5 – Roles, Responsibilities and Procurement Accreditation
[bookmark: _Toc227829458]Procurement Accreditation Program - Goods and Services Procurement
The Procurement Accreditation Program (Accreditation Program), introduced by Procurement ACT in 2024, aims to ensure Territory entities, such as CHS, are equipped with the capability and capacity to undertake procurement activities efficiently and effectively while achieving consistent value for money outcomes. 
The Accreditation Program supports the effective operation of the ACT Government Procurement Framework. It defines the accreditation levels, outlines the requirements for achieving and maintaining accreditation, and sets out the responsibilities of Procurement ACT (PACT) as the owner of the Procurement Framework, as well as the responsibilities of accredited Territory entities.
Under this Accreditation Program, CHS has been accredited at the levels specified below:
1. Procurement and Supply: Accreditation Level 4 – Advanced
Capital Project Delivery: Accreditation Level 3 – Best Practice
Facilities Management: Accreditation Level 3 – Best Practice
CHS General: Accreditation Level 1 – Developing
An annual accreditation confirmation process is undertaken to ensure that each accredited Territory entity continues to meet the minimum standards applicable to its assigned accreditation level.
[bookmark: _Toc227829459]Roles and Responsibilities
CHS Procurement Committee (CHSPC)
The CHSPC provides oversight and strategic advice on procurement activities across CHS. It promotes best practices and reviews key procurement matters, including exemptions, public tenders and high‑risk procurements, to ensure alignment with legislative requirements, financial delegations and CHS strategic priorities. The CHSPC also oversees the CHS Procurement Accreditation Program, endorses the Anticipated Procurement Activity (APA) Report, prioritises the procurement program, and provides guidance to CHS Procurement and Supply in its planning and delivery.
CHS Plant and Equipment (P&E) Committee
The P&E Committee consists of key operational management stakeholders and is responsible for overseeing all clinical and related equipment procurement activities across CHS along with managing the annual P&E budget. The P&E Committee is also responsible for directing and resourcing these procurements to ensure appropriate procurement planning, including methodology, timing, scope and stakeholder engagement. All capital clinical equipment and related capital expenses requests must be submitted to the P&E Committee for endorsement using the Procurement Initiation Request Form which is accessible from CHS Procurement and Supply SharePoint site (Procurement Initiation Request (Goods).dotx). 
CHS Procurement and Supply (P&S) – Accreditation Level 4 (Advanced Lead Buyer)
CHS P&S serves the central role for procurement governance, compliance, and delivery across key categories including medical equipment, consumables, supplies, contractors, consultancy services, and plant and equipment. CHS P&S generally manages all procurement activities referred to by business units, except those handled independently by business units accredited at Level 2 or higher.
The team is responsible for implementing CHS’s procurement strategy, encompassing planning, systems, processes, and program delivery. CHS P&S plays a vital role in enhancing operational efficiency and achieving value-for-money outcomes across the organisation.
Support provided by CHS P&S includes:
Providing expert guidance to ensure compliance with relevant legislation and procurement frameworks
Providing guides and templates for various procurement types and thresholds
Developing documentation for procurements over $25,000
Offering self-service resources for procurements under $25,000
Advising on supplier engagement and negotiation strategies
Coordinating CHSPC and CHS P&E Committee submissions
Liaising with Procurement ACT and Government Procurement Board
Support and advice regarding contract review, development and variation  
Guidance on existing contracts and suitability for use for new procurements
CHS Capital Project Delivery (CPD) – Accreditation Level 3 (Better Practice)
CPD is responsible for managing all capital projects on behalf of CHS. This includes both oversight and liaison functions with Infrastructure Canberra (iCBR) for large-scale initiatives, as well as the direct delivery of projects that fall below the iCBR threshold.
CPD leads the procurement and delivery of complex construction projects, encompassing all associated equipment and services. The team’s work is essential to ensuring that new healthcare infrastructure across the ACT is delivered efficiently, meets operational needs, and provides value for money for the community.
CHS Facilities Management (FM) – Accreditation Level 3 (Better Practice)
FM undertakes a high volume of procurement and contract management activities to ensure CHS building assets are maintained to a high standard that supports the delivery of 24/7 healthcare services. Given the complexity and sophistication of CHS facilities, FM relies on dedicated procurement, contracting, and engineering professionals to manage operational risks and ensure value-for-money outcomes for the Territory.
Other CHS Business Units / Branch / Divisions – Accreditation Level 1 (Developing)
Business Units (BU) are responsible for initiating and managing procurement in accordance with established procedures, policies, and legislative requirements. All staff who are involved in procurement must be familiar with the relevant procurement processes and ensure their actions reflect ethical, transparent, and compliant practices.
Prior to commencing any procurement activity, regardless of value, BU must clearly define the requirement for goods, services or works and obtain approval from the appropriate procurement delegate. This includes assessing internal capability and considering existing contracts, Whole‑of‑Government arrangements, or CHS‑specific arrangements that may meet the requirement, to ensure the efficient use of resources and alignment with CHS value‑for‑money principles.
As all BUs, except for CPD and FM, hold Level 1 – Developing Accreditation, any procurement activity exceeding $800,000 for low-risk and $500,000 for medium- and high-risk categories must be undertaken in collaboration with CHS Procurement and Supply.
Responsibilities of BU include:
Initiating procurement requests and seeking necessary approvals from the delegate prior to commencing the procurement process
Ensuring procurement aligns with operational requirements and available financial resources
Ensuring all procurement activities are conducted in accordance with relevant policies, procedures, and legislation
Maintaining accurate and complete records of procurement activities
Seeking guidance from the CHS Procurement when needed to ensure compliance and best practice. The CHS Procurement team is contactable by emailing CHS.Procurement@act.gov.au or calling (02) 5124 2786. 
Procurement Delegates
Delegates are accountable for approving procurement activities within their delegation limits as described in Section 3 of this procedure. They must ensure that procurement processes are conducted in a compliant manner and that decisions align with CHS’ operational requirements, strategic priorities, and budgetary constraints. Their role includes oversight of procurement planning and ensuring appropriate governance is applied throughout the process.
Procurement ACT (PACT)
PACT plays a central role in guiding and regulating procurement activities across ACT Government by setting the overarching framework under the Procurement Act and associated regulations. It provides policy direction, tools, and templates to ensure procurement is conducted ethically, transparently, and in alignment with ACT Government procurement principles such as value for money, environmental responsibility, and fair treatment of workers.
Government Procurement Board (GPB)
Section 14 of the Procurement Regulation specifies which procurements are to be reviewed by the GPB. Generally, procurements must be reviewed by the GPB if they:
are in the planning stage and have an estimated total consideration of $7 million or more; or
involve significant probity concerns, relates to information and communications technology that includes an element of system development or redesign, a new standing-offer, or a substantial change to an existing contract.
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A PUI is required for all procurements with a total estimated value of $25,000 or more in order to access procurement services and systems. This includes notification of contracts for publication on the Notifiable Contracts Register which is a legislative requirement for all contracts valued at $25,000 or more.
When using a whole of government arrangement that requires completion of a procurement process, a PUI must also be obtained. 
Use of a PUI is strongly encouraged for procurements under $25,000 and will be required to access services and systems relating to those procurements.
Details regarding PUI requirements can be found on the PACT Website (Fact-sheet-Procurement-Unique-Identifier.pdf). A PUI requests can be generated through the ACT Government Procurement Hub (Procurement Unique Identifier Requests > New Item). 
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Once a procurement is registered for a PUI, CHS Procurement and Supply automatically receives a copy of the request. This information is used to record the procurement in the CHS Procurement Register which is maintained by CHS Procurement and Supply. 
As part of this process, CHS Procurement and Supply may contact the person who submitted the request to gather additional details such as estimated spend and risk level. An automatic reply email will also be sent to the requester, outlining the procurement requirements as detailed in this procedure.
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CHS Procurement and Supply recommends completing a Procurement Initiation Request (PIR) Form for all procurements, regardless of value or complexity. This request form is accessible from the Procurement and Supply SharePoint site (Procurement and Supply - Frequently Used Forms - All Documents).
This form helps identify both direct and indirect risks and overheads associated with the procurement. These overheads can influence the overall cost and may lead to a change in the recommended procurement approach. A PIR needs to be completed before engaging with CHS Procurement and Supply.
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Procurement Thresholds are detailed in Part 2 of the Procurement Regulation. The current procurement thresholds are as outlined in Table 3.
Procurement Thresholds
	Type
	Threshold
	Quotation Requirement

	Low-value procurement
	Under $25,000
	Must seek at least 1 written quotation from a supplier.

	Limited tender procurement
	Goods or services that are not related to construction work - at least $25,000 but less than $500,000
	Must seek at least 3 written quotations from suppliers.

	
	Goods or services related to construction work - at least $25,000 but less than $1 million
	

	Open tender procurement
	Goods or services that are not related to construction work - at least $500,000
	Invite open tender for the procurement. Must advertise the invitation electronically for at least:
(i) 25 days; or
(ii) 10 days if:
a) A prior notice was published for 40+ days within the past 12 months, or
b) Exceptional circumstances make 25 days impractical.

	
	Goods or services related to construction work - at least $1 million
	


[bookmark: _Exemptions][bookmark: _Toc227829465]Exemptions
Where adherence to the quotation and tender thresholds is not feasible, an exemption may be sought under Section 10 or 10A of the Procurement Regulation, based on the exemption reasons outlined in Section 9 of the Procurement Regulation.
The authority to approve such exemptions, originally vested in the CHS Chief Executive Officer (CEO), has been delegated to the CHS Chief Financial Officer (CFO) and CHS Deputy Chief Executive Officer (DCEO), as per Schedule 6(a) of the Instrument of Authorisations for the purposes of the Chief Executive Officer’s financial delegations.
This delegation is subject to the condition that, where reasonably practicable, exemption requests follow the established governance process of endorsement by the CHSPC prior to approval or tabling for noting at the next scheduled CHSPC meeting.	
All exemption submissions to the CHSPC must be accompanied by the following documentation, approved by the relevant line area Executive:
1. CHSPC Request Form accessible from Procurement and Supply SharePoint site (Procurement Committee Request Form.dotx)
1. CHS Procurement Exemption Minute, which can be requested from the CHS Procurement team
1. Any other supporting documentation
Alerts
· Value for money and risk must still be considered even if an exemption is used for a procurement
· Exemptions from quotation and tender thresholds must only be sought for reasons explicitly outlined in Section 9 of the Procurement Regulation.
· Staff involved in procurement should be aware of applicable ACT and Commonwealth legislation that may influence procurement activities, such as the Work Health and Safety Act 2011.
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Procurement within the ACT Government follows three key stages: Plan, Source, and Manage.
Plan Stage
Effective procurement begins with comprehensive planning. This stage involves identifying needs, consulting stakeholders, researching the market, and developing a strategy that aligns with CHS policies and the ACT Government Procurement Framework.
Key activities during the plan stage include:
1. Define Business Needs: Clearly defining the business need is a critical first step in procurement planning. It ensures alignment with strategic goals, maximises value for money and fulfills the intended purpose. 
1. Procurement Registration: All procurements must be registered in accordance with the process outlined earlier in this section of the procedure. 
1. Market Research: Conducting market research, where appropriate, is essential to gaining a comprehensive understanding of the market for the required goods or services. This insight supports informed decision-making regarding the most suitable Approach to Market (ATM) methodology and enables a thorough assessment of procurement-related risks. Probity must be maintained during market research by ensuring fairness, transparency, and impartiality in all interactions with potential suppliers.
1. Whole of Life Costs: Estimate the total whole of life cost of the procurement as outlined in Whole of Life Cost section of this procedure. Confirm the availability of funding and clearly identify the source of funds to ensure financial viability and alignment with organisational priorities.
1. Other associated cost: In addition to the whole‑of‑life cost assessment, other internal costs should also be considered. This includes any ICT‑related or infrastructure‑related costs. However, as these are internal costs, they do not form part of the procurement value for the purpose of determining the applicable procurement threshold.
1. Risk assessment: Risk assessment is a vital component of procurement planning. The CHS Procurement Risk Assessment Template and where necessary, a Procurement Risk Management Plan should be completed for all procurements. These documents are accessible from the Procurement and Supply SharePoint site (Frequently Used Forms). Further risk management information is outlined in Section 4 of this procedure.
1. Procurement Initiation Request: Business Units are encouraged to complete the CHS Procurement Initiation Request form to capture key procurement details. These forms are accessible from the Procurement and Supply SharePoint site (Frequently Used Forms).
1. Procurement Approval: Before proceeding with any procurement activity, appropriate approval must be obtained. Ensure that the approving delegate holds the correct delegation for the proposed procurement. The delegate should be informed of the estimated whole-of-solution cost, the procurement methodology and risk. The level of information should be commensurate with the value and risk profile of the procurement in alignment with the Procurement Rules.
1. Procurement Governance: Determine if the procurement requires review by the CHSPC or the GPB, based on its value, complexity, or risk. All exemptions, open tenders, and high-risk procurements must be reviewed by the CHSPC. For open tenders, approved Procurement Plan should be endorsed by the CHSPC.
1. Procurement Strategy: Evaluate the feasibility of using existing contracts, including Whole of Government arrangements that are accessible from the Procurement Hub (Whole of Government Arrangements) and CHS specific arrangements (CHS Procurement). Develop a procurement strategy that aligns with the procurement’s complexity, risk, and value, and includes the statement of requirements, market approach, evaluation method, contract type, and key milestones. 
Procurement Threshold: The estimated total consideration (whole of life costs) of a procurement determines the appropriate ATM methodology, in line with the quotation and tender thresholds outlined in the Procurement Regulation. Unless an exemption is sought, all procurements must meet these quotation and tender threshold requirements. Any exemption must follow the formal process outlined earlier in this section of the procedure. Australian Free Trade Agreement requirements should also be taken into consideration, as outlined on the Procurement ACT website (PFW04-Procurement-Factsheet-Australian-Free-Trade-Agreements.pdf).
ATM Methodology: An ATM typically includes a request document, such as a Request for Quotation (RFQ), Tender (RFT), Proposal (RFP), or Expression of Interest (EOI), along with relevant attachments. These attachments should be tailored to the procurement’s scale, scope, and risk, and generally include:
· applicable ATM terms and conditions
· a detailed Statement of Requirements (including technical specifications if needed)
· supplier response documents
For high-value or high-risk procurements, the ATM should be comprehensive and clearly outline all expectations. For lower-value or lower-risk procurements, a simplified ATM may be more appropriate. CHS specific ATM templates can be requested from the CHS Procurement team.
Document Preparation: Once the procurement methodology has been determined, the next step is to prepare both the ATM and the internal documents that will support the procurement. Document requirements are outlined in the CHS Procurement Threshold Guideline accessible on the CHS Procurement and Supply SharePoint site (CHS Procurement Thresholds with Risk Applied.pdf).
Tender Evaluation Team (TET): A TET should be established during the planning phase and confirmed before the tender closes. The TET typically comprises individuals with expertise in procurement processes, technical requirements, and stakeholder interests to ensure a balanced and informed evaluation.
Alerts
· All planning activities should be commensurate to the value, complexity, and risk of the procurement.
· Maintain accurate and complete records of all procurement activities in accordance with the record keeping requirements outlined in this procedure.
· Probity must be observed at all stages of the procurement, including the Plan stage.
· Ensure all staff involved in the procurement have completed mandatory procurement training as outlined in this procedure.
· A procurement must not be divided into separate parts solely for the purpose of avoiding a quotation or tender threshold in the Procurement Regulation
· Where the total consideration of a procurement cannot be estimated, the procurement must be treated as being subject to the Open Tender threshold.
· Staff initiating procurement should be mindful of other applicable ACT and Commonwealth legislative requirements that may impact procurement activities.
Source Stage
The Source stage involves engaging the market to identify suitable suppliers and selecting the best option through a fair, transparent, and value-driven process. Activities in this stage must comply with the ACT Government Procurement Framework and this procedure.
Approach to Market
Key activities during the ATM stage include:
1. Finalise ATM Documentation: Ensure all documents (e.g., RFQ, RFT) are complete, accurate, and aligned with the approved procurement strategy.
Market Engagement: Release the ATM suite to the market using appropriate channels, ensuring compliance with advertising requirements and timelines. As a best practice, suppliers should be given at least two weeks to respond to an RFQ. For open tenders, the required timelines are outlined in Table 3 of this section. 
ATM Channel: Business Units must use appropriate channels when issuing RFQs. All open tenders must be released to the market via Tenders ACT (Tenders ACT) in accordance with the processes established by PACT. Where necessary, CHS Procurement and Supply can support Business Units by facilitating the release of RFQs through the CHS Tenders mailbox. Please contact the CHS Procurement and Supply team to discuss this option by emailing CHS.Procurement@act.gov.au or calling (02) 5124 2786. When using any other channels, it must uphold probity principles, including:
· Transparency: Ensuring that supplier engagement is conducted in an open, consistent, and accountable manner.
· Fairness: Providing equal access and opportunity to all potential suppliers.
· Confidentiality: Safeguarding sensitive commercial information.
· Compliance: Aligning with relevant procurement policies, procedures, and legislative requirements.
Supplier Communication: Manage all supplier interactions ethically and transparently, maintaining probity throughout the process.
Clarifications and Addenda: Respond to supplier queries and issue addenda as required, ensuring that all potential suppliers receive the same information. It is essential to treat all potential suppliers and tenderers fairly and without discrimination. This includes taking steps to prevent any supplier or group of suppliers from gaining an unfair advantage in a competitive procurement process.
Late Tenders: Late Responses must not be accepted unless the Response was submitted late due to an act or omission by CHS.
Alert
Before releasing the ATM documents, confirm that all materials are complete and align with the approved procurement strategy. Use appropriate channels and allow sufficient response time - minimum two weeks for RFQs is best practice.
Tender Evaluation
Key activities during the Evaluation stage include
1. Response Compliance: Each Responses must be checked for timely submission, required documentation as outlined in the ATM documents, and evidence of compliance with any applicable Threshold Criteria.
Evaluation Governance: All members of the TET must complete the mandatory procurement training as outlined in this procedure. Additionally, all staff involved in the procurement process, including TET members and Procurement Facilitator, must sign a Confidentiality and Conflict of Interest Declaration prior to participating in the evaluation. 
Response Evaluation: Responses must be assessed in accordance with the evaluation procedure outlined in the Tender Evaluation Plan or other relevant documentation. Evaluation must be based on the established criteria, using a consistent and documented approach, such as the Tender Evaluation Worksheet which can be requested from the CHS Procurement team. 
Value-for-Money Assessment: Evaluate offers based on overall value, not just price. Consider quality, risk, whole-of-life cost, and, where relevant, supplier demonstrations or trials to validate capability and suitability. 
Due Diligence: Conduct necessary checks (e.g., financial viability, references, insurance) before finalising the recommendation.
Recommendation for Approval: Prepare an evaluation report and seek delegate approval to proceed with negotiation if required.
Negotiation: Where appropriate, conduct negotiations with the supplier to refine offers, clarify terms, and improve value-for-money outcomes. All negotiations must be documented and conducted in line with probity principles.
Confidential Text Requirement: Any request to include Confidential Text in a contract must comply with Section 18 of the Procurement Act and receive approval from the appropriate procurement delegate. Further guidance is provided in Section 3 of this procedure. 
Contract Template: Government Solicitor Office (GSO) developed ACT Government contract templates (standard or customised) are the preferred contract template. If a supplier’s contract is used instead, appropriate due diligence must be undertaken to review the terms and conditions. This includes ensuring the inclusion of a confidentiality clause to meet legislative requirements for publishing notifiable contracts on the ACT Government Contracts Register.
Contract Execution: During contract execution, it is essential to ensure full compliance with all applicable procedures and standards. This includes adhering to proper contract execution requirements, such as those outlined under Section 127 of the Corporations Act 2001 (Commonwealth) for companies. Where possible, the Territory should sign the procurement contract last. This approach ensures that any changes made by the supplier to the contract can be reviewed and considered by the Territory before final agreement is reached.
Supplier Debriefing: Offer debriefs to suppliers upon request, providing constructive feedback in line with probity and transparency principles.
Alerts
· Ensure all Responses are evaluated strictly in line with the approved Tender Evaluation Plan or equivalent approved documentation to maintain probity.
· Confidential Text must be approved by the appropriate delegate prior to contract execution.
· GSO developed ACT Government contract templates (standard or customised) must be used wherever practicable.
· Maintain accurate and complete records of all procurement activities, communications, and decisions in accordance with the requirements outlined in this procedure.
Manage Stage
The Manage stage focuses on overseeing the delivery of goods or services, ensuring contract compliance, and maintaining supplier relationships. This stage is critical to achieving value for money outcomes and minimising risk throughout the contract lifecycle.
Key activities during the Manage stage include:
1. Contract Execution and Storage: Ensure the signed contract is stored in accordance with this procedure and is accessible to relevant stakeholders.
1. Contract Notification: In accordance with the Procurement Act and Procurement Regulation, contracts with a value of $25,000 or more must be published on the ACT Government Contracts Register within 21 days after the day the contract is made.
1. Performance Monitoring: Track supplier performance against agreed deliverables, timelines, and service levels. Address any issues promptly and document actions taken.
1. Relationship Management: Maintain open and professional communication with suppliers to support collaboration and resolve issues effectively.
1. Risk Management: Monitor procurement risks identified during earlier stages and update the Risk Management Plan as needed.
1. Payments and Invoicing: Ensure payments are made in line with contract terms and verify that invoices match agreed pricing and deliverables.
1. Contract Variations: Manage any changes to the contract scope, pricing, or terms through a formal variation process, ensuring approvals are documented.
1. Contract Closure: At the end of the contract, confirm that all obligations have been met, conduct a final performance review, and formally close the contract.
1. Lessons Learned: Document insights and lessons learned to inform future procurement activities and improve processes.
Alerts
· All Business Units with Procurement Accreditation Level 2 or higher are required to upload their contracts directly to the Tenders ACT Contracts Register (available at: https://www.tenders.act.gov.au/contract/search). CHS Procurement and Supply can provide appropriate training for uploading contracts.
· A substantial change in the scope or nature of an existing procurement contract should be reviewed by the GPB.
· Procurement contracts without extension option should not be extended by variation. 
· Once a procurement contract has expired, it cannot be reinstated through a variation. 
· Maintain accurate and complete records of all procurement activities, communications, and decisions in accordance with the requirements outlined in this procedure.
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· Improved Compliance with Procurement Framework: All CHS procurement activities are conducted in accordance with this procedure.
· Reduction in Non-Compliant Procurements: Fewer instances of procurement activities breaching thresholds, governance, or recordkeeping requirements.
· Timely Publication of Contracts: All contracts valued at $25,000 or more are published on the ACT Government Contracts Register within the required timeframe.
· Enhanced Procurement Governance: All high-risk, high-value procurements and procurement exemptions are reviewed and endorsed by the CHS Procurement Committee.
· Increased Use of Procurement Unique Identifiers (PUI): All eligible procurements are registered with a PUI to ensure traceability and compliance.
· Improved Recordkeeping and Transparency: All procurement records are stored in Content Manager in accordance with the Territory Records Act 2002.
· Staff Capability and Training Compliance: All staff involved in procurement complete mandatory training modules relevant to their roles.
[bookmark: _Toc227829469]Measures
Non-Compliance Incidents
Number of formal non-compliance letters issued
Number of procurements referred to Internal Audit
Contract Publication Timeliness
All contracts over $25,000 published within 21 days of execution
Governance Oversight
All high‑risk or high‑value procurements reviewed by the CHS Procurement Committee.
PUI Registration Rate
All procurements over $25,000 registered with a PUI
Recordkeeping Compliance
All procurement records stored in Content Manager
Training Completion
All staff involved in procurement activities have completed the mandatory HRIMS training modules in accordance with the training requirements outlined in this procedure.
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[bookmark: _Toc227829471]Legislation
Government Procurement Act 2001
Government Procurement Regulation 2007
Government Procurement Rules 2024
Financial Management Act 1996
Public Sector Management Act 1994
Territory Records Act 2002
Competition and Consumer Act 2010
Work Health and Safety Act 2011
Fair Trading (Australian Consumer Law) Act 1992
Corporations Act 2001 (Commonwealth)
Human Rights Act 2004
Carers Recognition Act 2021
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 Fraud and Corruption 
Canberra Health Services Corporate Records Management 
[bookmark: _Toc227829473]Procedures
Management of Healthcare Technology 
[bookmark: _Toc227829474]Other
Australian Charter of Health Care Rights
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ACT Government Procurement Framework: The overarching set of legislation, policies, directions, and guidelines that govern procurement activities across ACT Government entities.
Approach to Market (ATM): The method used to invite suppliers to submit offers for goods or services. Includes Requests for Quotation (RFQ), Tender (RFT), Proposal (RFP), or Expression of Interest (EOI).
Canberra Region Local Industry Participation Policy (LIPP): A policy aimed at increasing procurement opportunities for local businesses and SMEs within the Canberra region.
Conflict of Interest Declaration: A formal statement made by individuals involved in procurement to disclose any personal or financial interests that may influence their impartiality.
Content Manager: The approved Electronic Document and Records Management System (EDRMS) used by CHS for storing corporate records.
Delegation: The formal authority granted to ACTPS officers to make procurement and financial decisions.
Ethical Treatment of Workers Evaluation (ETWE): A mandatory assessment for procurements over $200,000 in specified sectors, ensuring suppliers meet fair labour standards.
Exemption: Approval to bypass standard quotation or tender threshold requirements under specific conditions outlined in the Procurement Regulation.
Government Procurement Act 2001: The primary legislation governing procurement in the ACT, establishing principles such as value for money, transparency, and ethical conduct.
Government Procurement Regulation 2007: Provides operational details and thresholds for procurement activities under the Procurement Act.
Government Procurement Rules 2024: Mandatory rules that apply to all ACT Government procurement activities, covering planning, sourcing, and contract management.
HRIMS: Human Resource Information Management System used for training and capability development, including procurement modules.
Procurement Unique Identifier (PUI): A reference number required for all procurements valued at $25,000 or more, used to access procurement services and systems.
Probity: The demonstration of ethical behaviour, integrity, and transparency throughout the procurement process.
Tender Evaluation Team (TET): A group of individuals responsible for assessing supplier responses against evaluation criteria to determine the preferred supplier.
Value for Money: A core procurement principle that considers financial and non-financial factors to achieve the best procurement outcome.
Whole of Life Costs: The total cost of a good or service over its entire lifecycle, including acquisition, operation, maintenance, and disposal.
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Procurement, procurement framework, procurement rules, procurement delegations, procurement delegation, financial delegation, financial delegations, probity, procurement probity, procurement committee, north
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Disclaimer
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