Operational Policy: Purchasing Policy (Finance 4)
Blind & Low Vision Education Network NZ
Statement of Intent:
The Blind & Low Vision Education Network NZ (BLENNZ) has a responsibility to ensure consistency of practice, value for money, and a clear audit trail for goods and services purchased on behalf of BLENNZ.
BLENNZ will endeavour to be an ethically considerate employer. Wherever possible all purchases will be made through companies that are noted for their commitment to ethical practices and social responsibility. 
The Board has delegated responsibility for the implementation and monitoring of this policy to the Principal. The Principal may further delegate some of this responsibility, with all such delegations being set out in the Board’s Delegation Policy.
BLENNZ is a signatory to the All of Government (AoG) scheme and currently has AoG contracts for travel, lease vehicles, rental vehicles, electricity, photocopying, banking and office supplies. 
Policy Requirements:
1.	All expenditure must be in accordance with BLENNZ policies and be within the Board approved budget for the respective financial year. If the expenditure has not been included in the approved budget then the expenditure will require further approval within delegated authority.
2.	Approval for purchases must not exceed delegated authority as per annual Letters of Delegation.
3.	Approval for capital expenditure must be sought during the annual budget cycle. If necessary, re-prioritisation of capital expenditure may occur up to delegated authority. All invoices for capital expenditure ($500 and over) must be sent to the Business Manager for payment. Capital expenditure is defined as “all loose items of teaching, administrative and maintenance equipment which could not be regarded as a consumable”. Capital does not include items such as keyboards, mice etc. These are consumables. Further information on capital expenditure can be found in the Asset Capitalisation Policy (Board Policy 4-2).
4.	IT equipment and services must be purchased in consultation with the Digital Practice Lead to ensure compatability with current BLENNZ equipment and its network.
5.	Wherever possible specific goods and services should be purchased from suitable and/or approved suppliers with whom BLENNZ has an account. Where there is not a previously approved supplier, where possible a minimum of two quotes for individual goods above $1000 should be obtained. 
6.	If goods are being purchased online, reputable websites with secure payment methods must be used following the checking process below:
Check to see if a website has an SSL: look at the address bar when you visit a site. You should see:
· “https://” at the beginning of the URL. The “s” at the end of the http means “secure.”
· A lock icon on the far left side of the address bar. This lock signifies a secure connection between you and the site. Click on the lock for more details about the website’s security.
If a site doesn’t have an SSL, it doesn’t necessarily mean it is unsafe. It could mean that it’s OK to browse that site, but it may not be safe to share any personal information.
Sites that offer payment by PayPal can also be used. If PayPal is offered this offers the opportunity of working directly through them for a refund if anything goes wrong.
7.	Extra care are must be taken when making purchases from overseas. The use of a BLENNZ visa card to purchase overseas goods online must have prior approval from the line manager unless approval is covered within Letters of Delegation.
8.	Staff are not permitted to purchase goods or services from a company in which they have an interest, or which are connected with family or friends, without first gaining approval to do so from their Senior Manager or Principal. Any conflict of interest must be declared.
9.	Wherever possible there should be adequate segregation of duties between employees responsible for the processing of accounts payable transactions and employees responsible for the payments to suppliers.
10.	Order forms should be used where available and checked off against invoices to ensure invoices relate to the goods and services actually received.
11.	In the circumstance that an invoice is overpaid, a recovery or refund of the overpayment must be sought.
Supporting Documents:
All of Government Procurement Scheme
BLENNZ Policies:
· Board Delegations
· Financial Management
· Asset Capitalisation
· Credit Card
· Theft and Fraud Prevention
· Sensitive Expenditure
· Conflicts of Interest					
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