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Contract

Contract

Is the expected cost 
above $33,000 inc GST

Is this a consultancy

Obtain a contract number from 
Procurement team

Obtain at least 1 
written quote

Raise a Purchase order in Basware
attach the quote to the order

Process invoice/s following 
departmental guidelines.

Process Purchase orders/ 
Manage Contract

*All consultancies
will be published on 

SA Tenders unless 
exemption is 

obtained from the 
CE (Contact 

Procurement for 
assistance)

Raise an order in 
Basware; attach 

Signed Documents

Contract

Is the estimated cost greater 
than $33k but less than $220k

Obtain a contract number from 
Procurement team

Obtain a contract number from 
Procurement team

Obtain a contract number from 
Procurement team

Is the estimated cost greater 
than $220k but less than $550k

Does the limited market 
approach meet SPB Policy 

requirements.

Does the limited market 
approach meet SPB Policy 

requirements.

Prepare an Acquisition Plan 
Compliant with SPB policy for 

Appropriate Delegate Approval

Prepare and issue ITS/EOI to 
Market. Refer to Procurement for 

SPB templates

Evaluate Responses against 
Criteria. Select Successful Vendor

 ECT – An online 
Economic Contribution 
Test must be completed 

by all vendors.

   A minimum 15% 
weighting can be 

applied in evaluation 
criteria

Complete a Purchase 
Recommendation. Approval by 

Appropriate Delegate is required.

Contract authority executes 
contracts applying agency 

best practice

Raise an order in Basware; 
attach Signed Documents

Process Purchase orders/ 
Manage Contract

Can this be released to 
open market

Can this  be released to 
open market

ECT – An online Economic 
Contribution Test must be 
completed by all vendors.

   Optional weighting can be 
applied in evaluation criteria

*All consultancies will be
published on SA Tenders unless 

exemption is obtained from the CE 
(Contact Procurement for 

assistance)

Complete Simple Purchase 
Recommendation. If Direct 

Approach, approval by 
Procurement 

is required

Raise an order in Basware; attach 
Signed Documents

Process Purchase orders/
Manage Contract

Contract authority executes 
contracts applying agency 

best practice

ECT – An online Economic 
Contribution Test must be 
completed by all vendors.

   A minimum 15% weighting can 
be applied in evaluation criteria

*All consultancies will be published
on SA Tenders unless exemption is

obtained from the CE (Contact 
Procurement for assistance)

Consult with Procurement teamConsult with Procurement team

Will at least 3 suppliers be 
approached

Complete Simple 
Acquisition Plan 

for Directorate and 
Procurement 

Approval

Evaluate Responses 
against Criteria. Select 

Successful Vendor

Prepare and issue 
ITS/EOI to Market. 

Refer to Procurement 
Intranet for standard 

templates

Will at least 5 suppliers be 
approached

Is the estimated cost greater than 
$550k but less than $1.5mil

*Contract will
be published
on SA Tenders

unless 
exemption is 

obtained from 
the CE 

(Contact 
Procurement 

for assistance)




