
 
 

   

 

 

 

PROCUREMENT AND THIRD-PARTY EXPENDITURE 

POLICY  

 

 

 

 

 

 

 

 

DOCUMENT CONTROL 

Department: 
Finance / Operations / Governance 
/ Compliance 

Policy Code: FIN-014 

Version #: 1.0 Effective Date: 01/07/2026 

Review Date: 01/12/2027 Approved By: 
CEO /COO/  Board / Delegated 
Authority 

Policy Owner: CEO Responsible Officer: 
Procurement Lead / Finance 
Manager / Operations Manager  

Applies To: 

Board, executives, managers, 
budget holders, staff, contractors, 
education agents, third-party 
providers, offshore partners and 
any person involved in purchasing, 
approving expenditure, engaging 
suppliers or administering third-
party payments on behalf of the 
RTO 

Status: Approved Draft / Active 

Related Documents: 

Governance and Management 
Policy, Conflict of Interest Policy, 
Risk Management Policy, Financial 
Management and Viability Policy, 
Third-Party Arrangements Policy, 
Fee Protection / Refund Policy, 
Records Management Policy 

Related Legislation / Standards: 

Standards for RTOs 2025, NVETR 
Act 2011, Accountability Practice 
Guide, Leadership and 
Accountability Practice Guide, Risk 
Management Practice Guide, 
ESOS Act 2000, National Code 
2018, Privacy Act 1988, anti-
bribery / fraud obligations and 
other applicable contract and 
consumer laws 



 
 

   

 

 

1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) is committed to fair, transparent, value-
based and accountable procurement and third-party expenditure practices that support quality training 
delivery, student protection, financial control and regulatory compliance. The RTO will procure goods and 
services, approve supplier payments and engage third parties only through documented, authorised and risk-
informed processes. 

 

Procurement and third-party expenditure must align with the RTO’s delegations, approved budgets, conflict of 
interest controls, due diligence requirements, written agreement obligations, recordkeeping standards and risk 
management framework. The RTO remains accountable for services delivered on its behalf and for monies paid 
to or through third parties, including where third parties provide training, assessment, recruitment, support 
services, marketing, technology, placement support or other operational functions. 

 

Where third parties deliver regulated services on behalf of the RTO, written agreements, monitoring rights, 
regulatory cooperation obligations and student transparency requirements must be in place before services 
commence. Procurement decisions must not prioritise low cost over quality, compliance capability, student 
safety, service continuity or reputational risk.  

 

2. Purpose 

• Set the rules for procurement, supplier selection, purchasing, approvals and third-party expenditure; 
• Ensure third-party engagements are supported by due diligence, written agreements and monitoring 

controls; 
• Protect the RTO from financial, legal, reputational, quality and student-safety risks arising from external 

suppliers or service providers; 
• Support compliance with ASQA third-party arrangement requirements, delegation rules and conflict of 

interest controls; 
• promote value for money, reliability, ethical conduct and proper use of RTO funds. 

 

3. Scope 

This policy applies to the acquisition of goods, services, subscriptions, software, consultants, contractors, 
outsourced services, education agents, training and assessment subcontractors, venue hire, facilities services, 
equipment, travel-related procurement, marketing suppliers, placement hosts where expenditure is involved, 
grants of purchasing authority, reimbursement arrangements and any payment or financial commitment 
involving a third party. It applies across domestic, online, workplace-based, interstate and international or 
offshore operations to the extent relevant. 

 



 
 

   

 

 

4. Legislative and Regulatory Context 

ASQA’s Accountability Practice Guide states that where services are delivered by a third party on behalf of an 
RTO, those services must be governed by a written agreement entered into before delivery or as soon as 
reasonably practicable prior to delivery. The written agreement must require cooperation with the National VET 
Regulator, require accurate responses to regulator information requests, prohibit use of the NRT logo, prohibit 
use of the RTO’s branding and prohibit the issue of AQF certification documentation by the third party, and must 
include the parties’ names, term, obligations and an entitlement for the RTO to regularly monitor quality. 

 

ASQA also requires that the National VET Regulator be notified of relevant third-party written agreements within 
30 calendar days of commencement or before obligations take effect, whichever occurs first, and within 30 
calendar days of the agreement ending. The same guidance expects the RTO to undertake due diligence on the 
capability, capacity and commitment of third parties and to ensure students are told about any third-party 
involvement in training and assessment and that certification is issued by the RTO, not the third party. 

 

ASQA’s Leadership and Accountability Practice Guide states that roles, responsibilities and decision-making 
accountabilities for staff and third parties must be clearly documented and understood and that RTOs must 
have systems to monitor and review third-party compliance. ASQA’s Risk Management Practice Guide further 
requires systems for identifying, managing and disclosing real or apparent conflicts of interest and managing 
financial risks, both of which are directly relevant to procurement, tendering, supplier engagement and 
payment approval. 

 

Official business guidance on supplier management also emphasises considering price, reliability, trust, 
registration status, references, location, sustainability and other due diligence factors before choosing 
suppliers. Those principles are adopted here as practical procurement controls proportionate to the RTO’s size 
and risk profile.  

 

5. Definitions 

• Procurement means the process of identifying need, sourcing, evaluating, selecting, contracting, ordering, 
receiving and paying for goods or services. 

• Third party means a person or organisation engaged to provide services on behalf of the RTO, whether or not 
the entity is itself an RTO. 

• Third-party expenditure means any payment, reimbursement, commitment, fee, commission or financial 
benefit provided to or through a third party. 

• Value for money means the best overall outcome having regard to quality, fitness for purpose, risk, 
reliability, compliance, whole-of-life cost and service performance, not merely the lowest price. 

• Due diligence means documented inquiry and verification undertaken before approval or engagement to 
assess capability, capacity, legality, integrity, financial soundness, insurance and risk profile. 



 
 

   

 

• Conflict of interest means an actual, potential or perceived conflict between a person’s RTO duties and 
private or external interests. 

 

6. Policy Principles 

• Procurement must be authorised, documented and within budget and delegation. 
• Suppliers and third parties must be selected using fair, proportionate and risk-based criteria. 
• Conflicts of interest must be disclosed before participating in supplier selection, recommendation, 

approval or payment. 
• No person may commit the RTO to expenditure or contract terms without delegated authority. 
• Third-party expenditure must be supported by lawful purpose, evidence of receipt or performance, and 

appropriate approval. 
• Where a third party performs regulated services, the RTO remains responsible for quality, compliance and 

student protection. 

 

7. Procurement Planning and Approval 

All procurement must begin with a clearly identified business need, funding source, budget check, risk 
assessment and approval pathway. For material expenditure, the responsible officer should consider 
alternatives, internal capability, supplier market options, implementation risks, contract term, transition-out 
needs, privacy or cyber impacts, and any student, WHS or child-safety implications.  

 

8. Supplier Selection and Due Diligence 

Supplier selection must consider value for money, reliability, legitimacy, capability, references, service quality, 
sustainability where relevant, data-security implications, financial stability and fit with the RTO’s regulatory 
environment. The RTO should verify the supplier’s legal business registration where relevant, assess references 
or previous performance, and consider whether the supplier can reliably deliver on time and at the required 
quality level. 

 

Where a third party will deliver training, assessment or student-facing services, enhanced due diligence is 
required. This should include capability and capacity checks, credential verification where relevant, insurance 
evidence, fit and proper considerations, conflicts checks, privacy and cybersecurity review where data access 
is involved, and confirmation that the third party can comply with the Standards and cooperate with ASQA.  

 

9. Written Agreements and Mandatory Third-Party Clauses 

A written agreement must be in place before a third party delivers services on behalf of the RTO. At minimum, 
the agreement must contain: 

• the business or trading names of the parties; 



 
 

   

 

• commencement and end dates; 
• all parties’ obligations concerning the services; 
• an entitlement for the RTO to regularly monitor quality and compliance; 
• a requirement for the third party to cooperate with the National VET Regulator during audits; 
• a requirement for accurate responses to regulator information requests relevant to the services; 
• a prohibition on use of the NRT logo; 
• a prohibition on use of the RTO’s branding except where expressly and lawfully authorised in writing; 
• a prohibition on issuing AQF certification documentation. 
The RTO must notify the National VET Regulator of relevant third-party written agreements within the required 
timeframe and also notify the end of those agreements within the required timeframe.  

 

10. Procurement Controls and Delegations 

Delegations for requisitioning, quote approval, contract approval, purchase order issue, invoice certification 
and payment release must be documented and observed. Separation of duties should be maintained wherever 
practicable so that one person does not request, approve, receive and release payment for the same 
procurement without oversight. Procurement that exceeds delegation, falls outside budget, involves related 
parties or presents material risk must be escalated. 

 

11. Conflicts of Interest, Gifts and Improper Influence 

Any person involved in procurement or third-party expenditure must disclose actual, potential or perceived 
conflicts of interest before participating in the process. No person may recommend, approve or influence the 
selection of a supplier where they have a personal, financial, family or business interest unless a documented 
management plan expressly permits limited involvement. Gifts, benefits, commissions, hospitality, referral 
incentives, kickbacks or undisclosed rebates connected with procurement are prohibited except where lawfully 
permitted and disclosed under the RTO’s conflict of interest framework. 

 

12. Third-Party Expenditure and Payment Controls 

Payments to third parties must only be made after verification that goods or services have been received or 
delivered in accordance with the contract, invoice and approval terms, unless an approved milestone or 
advance payment arrangement exists. Any commission, agent fee, subcontractor payment, reimbursement, 
travel spend or retainer must be supported by contract terms, tax documentation, bank verification and 
performance evidence. 

• Supplier bank-detail changes require independent verification. 
• Invoices must be checked for accuracy, duplicate billing, GST treatment, contract compliance and approval 

status. 
• Advance payments, retainers and irregular payment requests require higher scrutiny and documented 

justification. 



 
 

   

 

• Where a third party receives prepaid fees from or on behalf of students, the RTO must ensure those 
arrangements are reflected in its fee protection and financial control systems. 

 

13. Monitoring, Review and Performance Management 

The RTO must actively monitor third-party performance, including service quality, timeliness, compliance, 
student complaints, assessment integrity, staff suitability, data handling, invoice accuracy and contract 
adherence. Monitoring should be proportionate to risk and may include audits, performance reviews, site visits, 
sample checks, student feedback review, record reviews and periodic contract meetings. Poor performance, 
repeated invoicing errors, integrity concerns or regulatory non-compliance must trigger corrective action, 
suspension or termination where appropriate. 

 

14. Student and Regulator Transparency 

Students must be informed of any relevant third-party involvement in their training and assessment or other 
material service delivery. Where applicable, students must understand that AQF certification documentation is 
issued by the RTO and not the third party. Records supporting procurement decisions, third-party 
arrangements, approvals, monitoring and expenditure must be sufficient to respond to internal audit, external 
audit, regulator review, complaints or disputes. 

 

15. Records Management 

The RTO must retain procurement plans, quotes, evaluations, due diligence records, conflict declarations, 
approvals, contracts, purchase orders, invoices, payment approvals, monitoring records, regulator 
notifications and contract close-out records in accordance with the Records Management and Data 
Governance Policy. Contract versions and amendments must be controlled and retrievable.  

 

16. Roles and Responsibilities 

• Board / Governing Body: oversee high-value or high-risk procurement settings and monitor material third-
party risk. 

• CEO: approve or escalate major procurement and third-party arrangements and ensure overall compliance 
with this policy. 

• Procurement / Finance / Operations Lead: coordinate procurement process controls, maintain supplier and 
contract registers, and support due diligence and payment controls. 

• Compliance Manager: review regulated third-party arrangements, support regulator notification and 
monitor standards compliance. 

• Budget Holders and Managers: define needs, assess supplier performance, certify receipt of goods or 
services and manage contract outcomes within delegation. 

• All staff involved in procurement: follow this policy, disclose conflicts and maintain proper records. 



 
 

   

 

 

17. Non-Compliance and Escalation 

Unauthorised procurement, undocumented third-party arrangements, failure to notify the regulator where 
required, payment without evidence of delivery, undisclosed conflicts, improper supplier influence, duplicate 
billing, or failure to monitor regulated third-party services may constitute serious misconduct, governance 
failure or contractual breach. The RTO may suspend expenditure, withhold payment, terminate contracts, 
recover funds, remove delegations, retrain staff, notify insurers or regulators, and take disciplinary or legal 
action where lawful. 

 

18. Procedure 

18.1 Procurement Initiation 
1. Identify the need, budget, risk level and whether a third-party arrangement is involved. 
2. Confirm delegation, threshold requirements and whether quotes or tendering are required. 
3. Check for conflicts of interest before supplier engagement or evaluation begins. 

18.2 Due Diligence and Selection 
4. Obtain quotes, proposals or market evidence appropriate to the value and risk of the procurement. 
5. Undertake supplier due diligence proportionate to the service and risk profile. 
6. Assess quality, capability, compliance, value for money, reliability and risk, not price alone. 
7. Record the recommendation and obtain delegated approval. 

18.3 Contracting and Notification 
8. Prepare or review the written agreement using approved clauses and contract controls. 
9. Ensure regulated third-party agreements are signed before services commence. 
10. Complete any required regulator notification within the required timeframe. 
11. Create or update the contract and supplier registers. 

18.4 Invoice and Payment Processing 
12. Verify that goods or services were received and are contract-compliant. 
13. Check invoice accuracy, tax treatment, pricing, bank details and approval authority. 
14. Certify and release payment through approved finance controls and separation of duties. 
15. Record payment and file supporting documents. 

 

 

 

 

 

 

 



 
 

   

 

Supporting Forms and Registers   

Form / Register   

Supplier Due Diligence Checklist Form 

Procurement Approval Matrix Register 

Third-Party Contract Register 

   

Approval and Endorsement   

Name   Position   Signature   Date   

   

Dimity Leech   CEO   

   

    01/3/2026    

Tony Yeung   COO/Compliance    

   

   01/03/2026   

 
Printed copies are uncontrolled unless verified against the current controlled version. This document is company confidential and may only be used, 
disclosed or reproduced with authorisation except where required by law. This policy should be implemented together with contract templates, conflict 
forms, due diligence tools, approval thresholds and regulator notification workflows before formal issue. 

 

Source basis used in drafting: ASQA Accountability Practice Guide on third-party arrangements and regulator notification; ASQA Leadership and 
Accountability Practice Guide on documented roles, delegations and third-party monitoring; ASQA Risk Management Practice Guide on conflicts and 
financial risk; and official Australian business guidance on supplier selection and due diligence. 


