
 

25 
Trinity Catholic College Policies and Procedures – V23 September 2025 

POLICY: PROCUREMENT        

Trin ity Catholic College  policy on  procurem en t is  to  fo llow the  
procurem ent princip le s of transparency and accountability.  It is requ ired  
that the  Principa l or the  Principa l’s de legate  and  the  Business Manage r 
sha ll jo in tly sign  con tracts as the  de legates of the  Board . 

All sta ff a re  requ ired  to  provide  the  Business Manager with  de ta ils of requ ired  con tracts  

The  Business Manage r sha ll: 
1. Undertake  necessary procurem ent. 
2. Be  responsib le  for m ain ta in ing records of College  contracts in  a  Con tracts 

Registe r. 
3. Can  sign  contracts with in  the  Business Manage r’s financia l de lega tion  re la ted  to 

day-to-day ope rationa l needs e .g. Re ta ile r supply cha ins. 
4. Report to  the  Principa l on  a ll con tracts or supply lines with  firm s or Priva te  

Tra in ing En te rprise s (PTE’s) en te red  in to. 

The  Principa l will: 
1. Have  responsib ility for procurem ent overa ll 
2. Outline  financia l de legations for sta ff 
3. Support the  Business Manager 

Sta ff will: 
1. Com m unicate  with  the  Business Manage r  
2. Provide  re levan t de ta ils of requ ired  contracts to  the  Business Manager 

Fin a n cia l De le ga t ion  
The  fo llowing financia l de lega tions with in  budge t are : 

Principa l 
A. Outside  of budget:  Up to  $10,000.00 
B. With in  budget:  As stipu la ted  in  the  approved budge t, including u tilities of any am ount 

that are  with in  the  annual budget with  any anom alie s to  be  reported  to  the  Board 

Business Manager 
A. Outside  of budge t up  to  $5,000.00 in  consu lta tion  with  the  Principa l or 

Deputy/Assistan t Principa l 

Heads of Departm en t/Budget holders 
A. As pe r approved annual budget 

Ap p rova ls  
Approvals are  requ ired  to be  m e t be fore  procurem ent of goods or se rvices.  The  approvals 
process to  be  fo llowed is: 

1. Staff to  d iscuss the ir requ irem en ts with  the ir Head of Departm ent 
2. Head of Departm en t to  d iscuss with  the  Business Manager 
3. Business Manage r to  provide  advice  as to  any existing arrangem ents 
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4. Head of Departm ent, Business Manager or Principa l to  approve  expenditu re  
(depending on  leve l of financia l de legation ) 

5. Business Manage r to  p lace  orde r 
6. Head of Departm en t on  rece ipt of goods or se rvices to  approve  invoice  
7. Head of Departm en t to  give  invoice  to  the  Business Manager 

Ro le  o f Bu sin e ss  Ma n a ge r  
Staff are  requ ired  to  involve  the  Business Manage r early in  the  procurem en t of goods and 
se rvices so that the  Business Manage r can  advise  on  existing a rrangem ents and to link in to 
and  u tilise  leve raging opportun ities taking in to  accoun t the  College  to ta l spend.  Th is 
includes using AOG (All of Governm ent) purchasing where  possib le .  The  Business Manager 
will a lso  endeavour to  stream line  pu rchase  poin ts in  orde r that invoicing and paym en ts are  
m anageable  and  narrowed to  a  se t num ber of supplie rs. 
 
Pa ym e n t  o f in vo ice s  
Invoices are  requ ired  to be  sent from  supplie rs to  the  College  con tact pe rson  bu t a lso  
copied  to the  Business Manager by em ail – BusinessManager@trin ity.College .nz.   

Invoices a re  requ ired  to be  pa id  by the  20th o f the  m onth  fo llowing rece ip t of the  invoice  or 
as agreed  with  the  supplie r.   It  is  aga inst College  policy to  have  unapproved invoices kept 
back without d iscussion  with  the  Business Manage r. 

Co lle ge  Ba n k  Accou n t  
The  College  bank account m ay have  up  to  4 signa torie s with  2 signa ture s requ ired  for a ll 
paym en ts. 

Ro le  o f Boa rd  o f Tr in it y Ca t h o lic Co lle ge  – the  role  of the  Board  is  to  se t policy, 
p rovide  financia l de le ga tions to  the  principa l annua lly and  ask questions to  ensure  
tha t p rocurem e nts a re  ca rried  out transparently. 

Ro le  o f Pr in cip a l – the  ro le  of the  Principa l is to  have  an  ove rsight of procurem en t and  to 
provide  support to  the  Business Manager.  The  Principa l will provide  re levant reports to  the  
Board .   

Ro le  o f Bu s in e ss  Ma n a ge r  – to  provide  assistance  to  sta ff in  procurem ent m atte rs and 
to  m anage  day to  day paym en ts and  ope rations. 

Ro le  o f St a ff – to  ge t approval be fore  procuring, to  d iscuss with  Business Manage r, to  
approve  invoices and  to request sign  off by Head of Departm en t. 

 
Bu d ge t  
It is  im portan t that the re  is the  budge t for the  requ irem en ts.  Approval is  requ ired  prior to  
any othe r action .  A budge t of like ly cost is  requ ired  a long with  a  business case  as to  why the  
goods or se rvices are  requ ired . 
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Bu sin e ss  Ca se  
A business case  needs to  be  put toge ther a long the  fo llowing lines: 

1. Background 
2. Existing situa tion  – risk considera tions 
3. Proposed  situa tion  
4. Benefits/Negatives  
5. Budge t 
6. Any tra in ing im plica tions 
7. Transition  im plications 
8. Recom m endation  

Cod e  o f Con d u ct  - Con flict  o f In t e re s t . 
Sta ff and  Board  m em bers are  to  be  aware  of possib le  conflict of in te re st issues.  Possib le  
conflicts sha ll be  d isclosed  to  the  Principa l (for Sta ff) or the  Board  (for the  Principa l and  Board 
Mem bers) for de te rm ina tion .   
 
Qu o t e s  a n d  Te n d e rs  
Staff are  recom m ended to obta in  th ree  quote s for pricing com parison .   
 
Po licy on  Te n d e r in g 
It is  policy to endeavour to  go out to  tender eve ry three  years for m ajor con tracts e .g 
photocopying, e lectricity supply, to  ensu re  that the  m arke tp lace  has been  canvassed .  Th is 
assists com pe tition  and will p rovide  com parative  pricing. 
 
Con t a ct  Po in t  fo r  Su p p lie r s  
The  Business Manage r is the  contact poin t for supplie rs. Sta ff will re fe r supplie rs to  the  
Business Manage r.   

 

Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd   
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